
Meeker-McLeod-Sibley Community Health Board Meeting

Meeting Location: McLeod County 
Date: August 29, 2024  

Bergen Room – Main Floor down hallway behind stairwell on left 
520 Chandler Ave N, Glencoe, Mn 55336 

9:30am-12:00pm 

1. Meeting called to order.

2. Approval of Agenda (Action) ............................................................................................ pg 1-2

3. Approval of the Consent Agenda Items (Action)

a. May 2024, CHB Meeting Minutes* ............................................................................pg 3-4

b. April Expense Report* ................................................................................................. pg 5-6
c. May Expense Report* ................................................................................................... pg 7-8
d. June Expense Report* .................................................................................................. pg 9-10
e. July Expense Report* ................................................................................................... pg 11-12 

f. April Grant Summary Report* ................................................................................. pg 13-26
g. May Grant Summary Report* ................................................................................... pg 27-44
h. June Grant Summary Report* .................................................................................. pg 45-52
i. July Grant Summary Report* .................................................................................... pg 53-68 

4. Administrative Items
i. Indirect Costs* ........................................................................................... pg 69-71

ii. Personnel Policy* (Action) ................................................................... pg 72-237 and 238-312
iii. CHIP Update
iv. FPHR Framework* ................................................................................... pg 314-329
v. SCHSAC Report – Commissioner Schmalz

5. Other Agenda Items
a. Fiscal Update* ............................................................................................................... pg 330
b. Administrator Update* ........................................................................................... pg 331
c. County Updates (Meeker, Sibley, McLeod)

6. Adjournment
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*Attachments: 

• Agenda 
• May Minutes 
• Expense Reports 
• Grant Summary Report 
• Indirect Costs 
• Personnel Policy – Old 
• Personnel Policy - Proposed 

Changes  
• Fiscal Update  
• Administrator Update  

 
 

 
 
 
 
 
 

2024 Meeting Dates 
 
October 31st – Meeker County 
 
All meetings are 9:30-12:00pm 
unless otherwise specified. 
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Meeker-McLeod-Sibley Community Health Board Meeting

Date: May 9, 2024 
Meeting Location: Sibley County  

111 8th St Gaylord, Mn 55334 
9:30am-12:00pm 

Attendance: Commissioner Schmalz, Commissioner Luthens, Commissioner Oberg, Commissioner Grochow, Kiza 
Olson, Sarah Gassman, Brittany Becker, Berit Spors, Kay Winterfeldt, Laurie Terning, Rachel Fruhwirth. 

Absent: Klea Rettmann, Paul Bukovich, Commissioner Kreger, Commissioner Bredeson 

1. Meeting called to order.  Commissioner Schmalz opened meeting at 9:32am

2. Approval of Agenda (Action)    Commissioner Oberg made motion, second by Commissioner Luthens.

a. Addition of stipend discussion related to CHA work under Administration section.

3. Approval of the Consent Agenda Items (Action)  Commissioner Luthens made motion, second by
Commissioner Grochow.

a. February 2024, CHB Meeting Minutes*

b. February Expense Report*
c. March Expense Report*

d. February Grant Summary Report*
e. March Grant Summary Report*

4. Administrative Items
i. Applicant Updates

ii. Benefits – Reliance Standard
iii. Audit Update
iv. Indirect Cost
v. Stipend* (Action)    Commissioner Oberg made motion, second by Commissioner Grochow.

vi. PHAB Update
vii. Brian Miller Event Update

viii. SCHSAC Report – Commissioner Schmalz

5. Other Agenda Items
a. Grant Dollar Org Chart
b. County Health Rankings
c. Project Harmony Update – Kristine Whitcomb, Bethany Fiecke
d. CHA Update – Chukuma Ijioma and Brett Nelson
e. Fiscal Update*
f. Administrator Update*
g. County Updates (Sibley, McLeod, Meeker)

i. Sibley County – Staffing update, TB update, Avian Flu update, Healthy Homes grant
resumed, Sibley area SWC watershed education, Family Planning grant name change, CHA
Steering Committee.

ii. McLeod County – Avian Flu awareness, TB update, fully staffed at this time, Emergency
Preparedness funding now available, Public Health Nuisance navigation (hoarding),
Emergency Manager is retiring, Berit has Public Health Leadership Trainin.g
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iii. Meeker County – Fully staffed at this time, New Deputy Director on staff, Meeker will do
Bridges out of Poverty in Fall, working through remodel, no active TB at this time.

Next meeting August 29th, 2024 in McLeod County.  Will need to change date for November meeting. Kiza to send 
out Doodle poll to survey for date.  

Adjourned at 11:27am by Commissioner Oberg commissioner Luthens. 

______________________________________________________________________________     ________________________________________________ 
(CHB Secretary, Lyle Grochow)     (Date)
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0-Jan   MEEKER-MCLEOD-SIBLEY COMMUNITY HEALTH SERVICES
  114 N Holcombe Ave, Suite 250, Litchfield  MN  55355

Date
Vendor Vendor Address Vendor City Vendor State Vendor Zip-Code  Payment Amount Invoice #

Grant/Program Number Account Class Object Number Account
Reason for Payment 

3-Apr The Vision Company PO Box 248 Rogers Mn 55347 325.09$       82680 234 WIC Peer Grant 6265 Professional Services Lead Peer Payroll

3-Apr The Vision Company PO Box 248 Rogers Mn 55347 156.05$       82680 234 WIC Peer Grant 6881 Other Contractor Fees Lead Peer Markup

3-Apr The Vision Company PO Box 248 Rogers Mn 55347 56.52$       82680 234 WIC Peer Grant 6265 Professional Services Peer Payroll

3-Apr The Vision Company PO Box 248 Rogers Mn 55347 27.13$       82680 234 WIC Peer Grant 6881 Other Contractor Fees Peer Markup

5-Apr Crow River Press
170 Shady Ridge Road 

NW Hutchinson Mn 55350 118.88$     60068 626 RHEN-2 6403 Supplies (non office) Flyers

5-Apr Joanne Moze, LLC 4351 Harriet Ave Minneapolis Mn 55409 1,384.84$      144 626 RHEN-2 6154 Contracted Services CHA/CHIP

9-Apr SHI International Corp PO BOX 952121 Dallas TX 75395-2121 189.78$     B18160716 109 FPHR 6402 Office Supplies Docking Station

9-Apr NowMicro
1420 Perron RD E   STE 

300 Mendota Heights Mn 55120 1,422.00$      IV457011 109 FPHR 6402 Office Supplies Laptop

9-Apr Speaking Life to You, LLC 8015 Comstoct Court
Inver Grove 

Heights Mn 55076 1,500.00$      3000 212 Project Harmony Grant 6246 Staff Development July All Staff Speaker

10-Apr Regents of the U of Mn
 NW 560  

PO Box 1450 Minneapolis Mn 55485-5960 1,350.00$      ,0100003973 306 Covid-19 3rd Grant 6350 Other Charges & Services January All Staff Speaker

10-Apr The Vision Company PO Box 248 Rogers Mn 55347 378.34$     82718 234 WIC Peer Grant 6265 Professional Services Lead Peer Payroll

10-Apr The Vision Company PO Box 248 Rogers Mn 55347 181.67$     82718 234 WIC Peer Grant 6881 Other Contractor Fees Lead Peer Markup

10-Apr The Vision Company PO Box 248 Rogers Mn 55347 32.30$       82718 234 WIC Peer Grant 6265 Professional Services Peer Payroll

10-Apr The Vision Company PO Box 248 Rogers Mn 55347 15.50$       82718 234 WIC Peer Grant 6881 Other Contractor Fees Peer Markup

16-Apr Neon Entertainment 3577 Harlem Road Buffalo Ny 14225 5,600.00$      23,145 626 RHEN-2 6154 Contracted Services Brian Miller Presentation

16-Apr MnCCC Lockbox PO Box 860687 Minneapolis Mn 55486 7,677.89$      2404094 100 Local Public Health Grant 6264 PH-Doc Software PH Doc Support

16-Apr Joanne Moze, LLC 4351 Harriet Ave Minneapolis Mn 55409 10,554.00$       145 626 RHEN-2 6154 Contracted Services CHA Work

16-Apr

Conway, Deuth & 
Schmiesing, PLLP 820 Sibley Ave N Litchfield Mn 55355 1,535.00$      333769 100 Local Public Health Grant 6154 Contracted Services Accounting Firm

17-Apr The Vision Company PO Box 248 Rogers Mn 55347 378.39$     82760 234 WIC Peer Grant 6265 Professional Services Lead Peer Payroll

17-Apr The Vision Company PO Box 248 Rogers Mn 55347 181.62$     82760 234 WIC Peer Grant 6881 Other Contractor Fees Lead Peer Markup

17-Apr The Vision Company PO Box 248 Rogers Mn 55347 54.60$       82760 234 WIC Peer Grant 6881 Other Contractor Fees Lead Peer Mileage

17-Apr The Vision Company PO Box 248 Rogers Mn 55347 244.01$     82760 234 WIC Peer Grant 6265 Professional Services Peer Payroll

17-Apr The Vision Company PO Box 248 Rogers Mn 55347 117.13$     82760 234 WIC Peer Grant 6881 Other Contractor Fees Peer Markup

17-Apr The Vision Company PO Box 248 Rogers Mn 55347 7.24$      82773 234 WIC Peer Grant 6881 Other Contractor Fees Lead Peer Mileage Back Pay

17-Apr The Vision Company PO Box 248 Rogers Mn 55347 2.00$      82773 234 WIC Peer Grant 6881 Other Contractor Fees Peer Mileage Back Pay

  INVOICE PAYMENTS Acct #000991730

CHS Remittal Invoice Workbook 2020-2024
Printed 6/5/2024 Page 1 of 2
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22-Apr Sarah Gassman 70681 300th St Dassel Mn 55325 351.95$     4.22.24 100 Local Public Health Grant 6350 Other Charges & Services RS Reimbursement

22-Apr Julie Kloeckl
1402 Morningside Ave 

N Glencoe Mn 55336 892.00$     4.22.24 100 Local Public Health Grant 6350 Other Charges & Services RS Reimbursement

22-Apr Brett Nelson 1060 Lakewood Ct
Norwood Young 

America Mn 55397 1,790.60$      4.22.24 100 Local Public Health Grant 6350 Other Charges & Services RS Reimbursement

22-Apr Kiza Olson 325 S Miller Ave Litchfield Mn 55355 102.40$     4.22.24 100 Local Public Health Grant 6350 Other Charges & Services RS Reimbursement

23-Apr Crow River Press
170 Shady Ridge Road 

NW Hutchinson Mn 55350 31.36$       60352 626 RHEN-2 6403 Supplies (non office) Poverty Simulation Flyers

23-Apr Tobias Spanier 8688 Decathelon Dr. Spicer Mn 56288 7,075.00$      4.23.24 626 RHEN-2 6154 Contracted Services ICI Training for Staff 

23-Apr Tobias Spanier 8688 Decathelon Dr. Spicer Mn 56288 4,775.00$      4.23.24 306 Covid-19 3rd Grant 6350 Other Charges & Services ICI Training for Staff 

23-Apr

Region 6 LPHA    c/o 
Sara Benson   105 S 5th St STE 119H Olivia Mn 56277 100.00$     4.22.24 100 Local Public Health Grant 6245 Dues & Registrations Fees LPHA Membership

25-Apr The Vision Company PO Box 248 Rogers Mn 55347 164.28$     82798 234 WIC Peer Grant 6265 Professional Services Peer Payroll

25-Apr The Vision Company PO Box 248 Rogers Mn 55347 78.86$       82798 234 WIC Peer Grant 6881 Other Contractor Fees Peer Markup

25-Apr The Vision Company PO Box 248 Rogers Mn 55347 62.98$       82798 234 WIC Peer Grant 6881 Other Contractor Fees Peer Mileage

25-Apr The Vision Company PO Box 248 Rogers Mn 55347 346.41$     82798 234 WIC Peer Grant 6265 Professional Services Lead Peer Payroll

25-Apr The Vision Company PO Box 248 Rogers Mn 55347 166.28$     82798 234 WIC Peer Grant 6881 Other Contractor Fees Lead Peer Markup

25-Apr The Vision Company PO Box 248 Rogers Mn 55347 37.52$       82798 234 WIC Peer Grant 6881 Other Contractor Fees Lead Peer Mileage

30-Apr Sarah Gassman 70681 300th St Dassel Mn 55325 13.25$       4.29.24 100 Local Public Health Grant 6353 Meeting Expense Brian Miller Lunch Cost

CHS Remittal Invoice Workbook 2020-2024
Printed 6/5/2024 Page 2 of 2
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  MEEKER-MCLEOD-SIBLEY COMMUNITY HEALTH SERVICES
  114 N Holcombe Ave, Suite 250, Litchfield  MN  55355

Date
Vendor Vendor Address Vendor City Vendor State Vendor Zip-Code  Payment Amount Invoice #

Grant/Program Number Account Class Object Number Account
Reason for Payment 

2-May Vivid Image 897 Hwy 15 S Hutchinson Mn 55325 12,000.00$       23570 212 Project Harmony Grant 6154 Contracted Services Web Hosting

2-May The Vision Company PO Box 248 Rogers Mn 55347 114.57$     82835 234 WIC Peer Grant 6265 Professional Services Peer Payroll

2-May The Vision Company PO Box 248 Rogers Mn 55347 54.99$       82835 234 WIC Peer Grant 6881 Other Contractor Fees Peer Markup

2-May The Vision Company PO Box 248 Rogers Mn 55347 229.16$     82835 234 WIC Peer Grant 6265 Professional Services Lead Peer Payroll

2-May The Vision Company PO Box 248 Rogers Mn 55347 110.00$     82835 234 WIC Peer Grant 6881 Other Contractor Fees Lead Peer Markup

8-May Sarah Gassman 70681 300th St Dassel Mn 55325 3.00$      5.3.24 100 Local Public Health Grant 6336 Meals/Lodging/Parking & Misc. Conference Parking

8-May Sarah Gassman 70681 300th St Dassel Mn 55325 12.00$       5.3.24 100 Local Public Health Grant 6336 Meals/Lodging/Parking & Misc. Conference Lunch

8-May Crow River Golf Club 915 Colorado St NW Hutchinson Mn 55350 2,119.42$      113 622 PW Health Equity Grant 6350 Other Charges & Services Brian Miller Refreshments

8-May The Vision Company PO Box 248 Rogers Mn 55347 38.32$       82870 234 WIC Peer Grant 6265 Professional Services Peer Payroll

8-May The Vision Company PO Box 248 Rogers Mn 55347 18.40$       82870 234 WIC Peer Grant 6881 Other Contractor Fees Peer Payroll Mark up

8-May The Vision Company PO Box 248 Rogers Mn 55347 298.45$     82870 234 WIC Peer Grant 6265 Professional Services Lead Peer Payroll

8-May The Vision Company PO Box 248 Rogers Mn 55347 143.25$     82870 234 WIC Peer Grant 6881 Other Contractor Fees Lead Peer Markup

14-May Julie Kloeckl
1402 Morningside Ave 

N Glencoe Mn 55336 38.61$       5.14.24 506 RSG 6336 Meals/Lodging/Parking & Misc. JK Meal Reimbursement

14-May Julie Kloeckl
1402 Morningside Ave 

N Glencoe Mn 55336 213.18$     5.14.24 100 Local Public Health Grant 6336 Meals/Lodging/Parking & Misc. JK Meal Reimbursement

14-May

Conway, Deuth & 
Schmiesing, PLLP 820 Sibley Ave N Litchfield Mn 55355 612.50$     335520 100 Local Public Health Grant 6266 Audit Expense Audit Expense

14-May

Conway, Deuth & 
Schmiesing, PLLP 820 Sibley Ave N Litchfield Mn 55355 1,715.00$      335520 100 Local Public Health Grant 6265 Professional Services Accounting Firm

14-May Brett Nelson 1060 Lakewood Ct
Norwood Young 

America Mn 55397 14.91$       5.14.24 100 Local Public Health Grant 6336 Meals/Lodging/Parking & Misc. BN Meal Reimbursement

14-May Julie Kloeckl
1402 Morningside Ave 

N Glencoe Mn 55336 44.11$       5.14.24 506 RSG 6336 Meals/Lodging/Parking & Misc. JK Meal Reimbursement

14-May Kiza Olson 325 S Miller Ave Litchfield Mn 55355 277.19$     5.14.24 100 Local Public Health Grant 6402 Office Supplies Scanner

14-May Kiza Olson 325 S Miller Ave Litchfield Mn 55355 2,687.58$      5.14.24 236 WIC-Admin 6350 Other Charges & Services Breatfeeding Equity Grant

16-May The Vision Company PO Box 248 Rogers Mn 55374 136.95$     82906 234 WIC Peer Grant 6265 Professional Services Peer Payroll

16-May The Vision Company PO Box 248 Rogers Mn 55374 65.74$       82906 234 WIC Peer Grant 6881 Other Contractor Fees Peer Markup

16-May The Vision Company PO Box 248 Rogers Mn 55374 335.75$     82906 234 WIC Peer Grant 6265 Professional Services Lead Peer Payroll

16-May The Vision Company PO Box 248 Rogers Mn 55374 161.16$     82906 234 WIC Peer Grant 6881 Other Contractor Fees Lead Peer Markup

21-May Kiza Olson 325 S Miller Ave Litchfield Mn 55355 466.95$     5.14.24 236 WIC-Admin 6350 Other Charges & Services Breastfeed Equity Grant

  INVOICE PAYMENTS Acct #000991730

CHS Remittal Invoice Workbook 2020-2024
Printed 6/5/2024 Page 1 of 2
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21-May Kiza Olson 325 S Miller Ave Litchfield Mn 55355 268.70$     5.15.24 236 WIC-Admin 6350 Other Charges & Services Breastfeed Equity Grant

21-May Kiza Olson 325 S Miller Ave Litchfield Mn 55355 269.70$     5.16.24 236 WIC-Admin 6350 Other Charges & Services Breastfeed Equity Grant

21-May Kiza Olson 325 S Miller Ave Litchfield Mn 55355 269.70$     5.16.24 236 WIC-Admin 6350 Other Charges & Services Breastfeed Equity Grant

21-May Kiza Olson 325 S Miller Ave Litchfield Mn 55355 269.70$     5.17.24 236 WIC-Admin 6350 Other Charges & Services Breastfeed Equity Grant

21-May Kiza Olson 325 S Miller Ave Litchfield Mn 55355 134.85$     5.17.24 236 WIC-Admin 6350 Other Charges & Services Breastfeed Equity Grant

22-May Lacey Aalderks 62846 215th St Litchfield Mn 55355 346.09$     5.15.24 622 PW Health Equity Grant 6350 Other Charges & Services
Poverty Simulation 

Volunteer Lunch

22-May The Vision Company PO Box 248 Rogers Mn 55374 108.23$     82940 234 WIC Peer Grant 6265 Professional Services Peer Payroll

22-May The Vision Company PO Box 248 Rogers Mn 55374 85.45$       82940 234 WIC Peer Grant 6881 Other Contractor Fees Peer Markup and Mileage 

22-May The Vision Company PO Box 248 Rogers Mn 55374 431.68$     82940 234 WIC Peer Grant 6265 Professional Services Lead Peer Payroll

22-May The Vision Company PO Box 248 Rogers Mn 55374 244.73$     82940 234 WIC Peer Grant 6881 Other Contractor Fees
Lead Peer Markup and 

Mileage

28-May

Ridgewater College Business 
Office 2101 15th Ave NW Willmar Mn 56201 374.25$     0.00246419 206 FPSP 6350 Other Charges & Services Outreach Items

29-May The Vision Company PO Box 248 Rogers Mn 55374 99.92$       82977 234 WIC Peer Grant 6265 Professional Services Peer Payroll

29-May The Vision Company PO Box 248 Rogers Mn 55374 47.96$       82977 234 WIC Peer Grant 6881 Other Contractor Fees Peer Markup

29-May The Vision Company PO Box 248 Rogers Mn 55374 399.70$     82977 234 WIC Peer Grant 6265 Professional Services Lead Peer Payroll

29-May The Vision Company PO Box 248 Rogers Mn 55374 196.55$     82977 234 WIC Peer Grant 6881 Other Contractor Fees
Lead Peer Markup and 

Mileage

CHS Remittal Invoice Workbook 2020-2024
Printed 6/5/2024 Page 2 of 2
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  MEEKER-MCLEOD-SIBLEY COMMUNITY HEALTH SERVICES
  114 N Holcombe Ave, Suite 250, Litchfield  MN  55355

Date
Vendor Vendor Address Vendor City Vendor State Vendor Zip-Code  Payment Amount Invoice #

Grant/Program Number Account Class Object Number Account
Reason for Payment 

4-Jun Kiza Olson 325 S Miller Ave Litchfield Mn 55355 290.00$     5.31.24 212 Project Harmony Grant 6356 Program Costs McLeod County Fari Booth

4-Jun

Hunters Ridge Community 
Church 850 School Road SW Hutchinson Mn 55350 120.00$     6.4.24 104 CRABC 6350 Other Charges & Services Event Space

6-Jun The Vision Company PO Box 248 Rogers Mn 55374 88.66$       83011 234 WIC Peer Grant 6265 Professional Services Peer Payroll

6-Jun The Vision Company PO Box 248 Rogers Mn 55374 45.91$       83011 234 WIC Peer Grant 6881 Other Contractor Fees Peer Markup and Mileage 

6-Jun The Vision Company PO Box 248 Rogers Mn 55374 500.97$     83011 234 WIC Peer Grant 6265 Professional Services Lead Peer Payroll

6-Jun The Vision Company PO Box 248 Rogers Mn 55374 296.74$     83011 234 WIC Peer Grant 6881 Other Contractor Fees
Lead Peer Markup and 

Mileage

11-Jun

Ramsey Printing & Design, 
Inc 826 N Sibley Ave Litchfield Mn 55355 50.00$       74198 236 WIC-Admin 6350 Other Charges & Services Breastfeed Equity Grant

12-Jun The Vision Company PO Box 248 Rogers Mn 55374 160.40$     83048 234 WIC Peer Grant 6265 Professional Services Peer Payroll

12-Jun The Vision Company PO Box 248 Rogers Mn 55374 141.31$     83048 234 WIC Peer Grant 6881 Other Contractor Fees Peer Markup and Mileage 

12-Jun The Vision Company PO Box 248 Rogers Mn 55374 346.41$     83048 234 WIC Peer Grant 6265 Professional Services Lead Peer Payroll

12-Jun The Vision Company PO Box 248 Rogers Mn 55374 203.80$     83048 234 WIC Peer Grant 6881 Other Contractor Fees
Lead Peer Markup and 

Mileage

12-Jun The Vision Company PO Box 248 Rogers Mn 55374 194.56$     83048 234 WIC Peer Grant 6880 IBCLC IBCLC Payroll

12-Jun The Vision Company PO Box 248 Rogers Mn 55374 93.39$       83048 234 WIC Peer Grant 6881 Other Contractor Fees IBCLC Markup

17-Jun Lamar Companies PO Box 746966 Atlanta GA 30374-6966 4,400.00$      Contract #4604736 212 Project Harmony Grant 6154 Contracted Services Billboard Project Harmony

20-Jun The Vision Company PO Box 248 Rogers Mn 55374 367.73$     83083 234 WIC Peer Grant 6265 Professional Services Lead Peer Payroll

20-Jun The Vision Company PO Box 248 Rogers Mn 55374 281.03$     83083 234 WIC Peer Grant 6881 Other Contractor Fees
Lead Peer Markup and 

Mileage

20-Jun The Vision Company PO Box 248 Rogers Mn 55374 240.29$     83083 234 WIC Peer Grant 6265 Professional Services Peer Payroll

20-Jun The Vision Company PO Box 248 Rogers Mn 55374 231.92$     83083 234 WIC Peer Grant 6881 Other Contractor Fees
Peer Payroll Mark up and 

Mileage

20-Jun

Conway, Deuth & 
Schmiesing, PLLP 820 Sibley Ave N Litchfield Mn 55355 2,625.00$      336724 100 Local Public Health Grant 6266 Audit Expense Audit Expense

20-Jun

Conway, Deuth & 
Schmiesing, PLLP 820 Sibley Ave N Litchfield Mn 55355 2,410.00$      336724 100 Local Public Health Grant 6265 Professional Services Accounting Firm

20-Jun

McLeod County Health and 
Human Services 520 Chandler ave N Glencoe Mn 55336 28.80$       100 104 CRABC 6350 Other Charges & Services Breastfeeding Event Advert.

20-Jun Vivid Image, Inc. 897 Hwy 15 S Hutchinson Mn 55350 5,824.09$      23894 212 Project Harmony Grant 6354 Coypying
Project Harmony Printed 

Outreach

26-Jun Brett Nelson 1060 Lakewood Ct Young America Mn 55397 659.17$     6.26.24 622 PW Health Equity Grant 6350 Other Charges & Services BN MAPP Training Hotel

26-Jun Brett Nelson 1060 Lakewood Ct Young America Mn 55397 169.35$     6.26.24 622 PW Health Equity Grant 6336 Meals/Lodging/Parking & Misc. BN Mapp Training Meals

26-Jun Gold Tree Apparel
101 Main ST South  

STE 103 Hutchinson Mn 55350 400.00$     395 240 SHIP 6350 Other Charges & Services Totes - EATS

  INVOICE PAYMENTS Acct #000991730

CHS Remittal Invoice Workbook 2020-2024
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26-Jun The Vision Company PO Box 248 Rogers Mn 55374 179.97$     83118 234 WIC Peer Grant 6265 Professional Services Peer Payroll

26-Jun The Vision Company PO Box 248 Rogers Mn 55374 135.96$     83118 234 WIC Peer Grant 6881 Other Contractor Fees
Peer Payroll Markup and 

Mileage

26-Jun The Vision Company PO Box 248 Rogers Mn 55374 255.81$     83118 234 WIC Peer Grant 6265 Professional Services Lead Peer Payroll

26-Jun The Vision Company PO Box 248 Rogers Mn 55374 122.79$     83118 234 WIC Peer Grant 6881 Other Contractor Fees Lead Peer Payroll Markup

CHS Remittal Invoice Workbook 2020-2024
Printed 8/6/2024 Page 2 of 2
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  MEEKER-MCLEOD-SIBLEY COMMUNITY HEALTH SERVICES
  114 N Holcombe Ave, Suite 250, Litchfield  MN  55355

Date
Vendor Vendor Address Vendor City Vendor State Vendor Zip-Code  Payment Amount Invoice #

Grant/Program Number Account Class Object Number Account
Reason for Payment 

1-Jul Vivid Image, Inc. 897 Hwy 15 S Hutchinson Mn 55350 1,236.00$      24029 100 Local Public Health Grant 6154 Contracted Services Website Page Hosting

2-Jul

Meeker County Ag Society  
Attn: Brandon Faber 710 N. Holcombe Ave Litchfield Mn 55355 135.00$     7.2.24 212 Project Harmony Grant 6356 Program Costs Meeker County Fair Booth

8-Jul The Vision Company PO Box 248 Rogers Mn 55374 152.09$     83156 234 WIC Peer Grant 6265 Professional Services Peer Payroll

8-Jul The Vision Company PO Box 248 Rogers Mn 55374 73.01$       83156 234 WIC Peer Grant 6881 Other Contractor Fees Peer Payroll Markup

8-Jul The Vision Company PO Box 248 Rogers Mn 55374 346.41$     83156 234 WIC Peer Grant 6265 Professional Services Lead Peer Payroll

8-Jul The Vision Company PO Box 248 Rogers Mn 55374 205.14$     83156 234 WIC Peer Grant 6881 Other Contractor Fees
Lead Peer Markup and 

Mileage

9-Jul MnCCC Lockbox PO Box 860687 Minneapolis Mn 55486-0687 7,677.89$      2407032 100 Local Public Health Grant 6264 PH-Doc Software PH Doc Support

9-Jul Brett Nelson 1060 Lakewood Ct Young America Mn 55397 67.82$       7.9.24 622 PW Health Equity Grant 6336 Meals/Lodging/Parking & Misc. Lyft Ride for BN

10-Jul The Vision Company PO Box 248 Rogers Mn 55374 56.29$       83190 234 WIC Peer Grant 6265 Professional Services Peer Payroll

10-Jul The Vision Company PO Box 248 Rogers Mn 55374 27.02$       83190 234 WIC Peer Grant 6881 Other Contractor Fees Peer Payroll Markup

10-Jul The Vision Company PO Box 248 Rogers Mn 55374 266.47$     83190 234 WIC Peer Grant 6265 Professional Services Lead Peer Payroll

10-Jul The Vision Company PO Box 248 Rogers Mn 55374 161.41$     83190 234 WIC Peer Grant 6881 Other Contractor Fees
Lead Peer Markup and 

Mileage

16-Jul

Conway, Deuth & 
Schmiesing, PLLP 820 Sibley Ave N Litchfield Mn 55355 8,400.00$      337449 100 Local Public Health Grant 6266 Audit Expense 2023 Audit

16-Jul

Conway, Deuth & 
Schmiesing, PLLP 820 Sibley Ave N Litchfield Mn 55355 1,490.30$      337449 100 Local Public Health Grant 6265 Professional Services Accounting Firm

18-Jul The Vision Company PO Box 248 Rogers Mn 55374 95.96$       83233 234 WIC Peer Grant 6265 Professional Services Peer Payroll

18-Jul The Vision Company PO Box 248 Rogers Mn 55374 46.06$       83233 234 WIC Peer Grant 6881 Other Contractor Fees Peer Payroll Markup
18-Jul The Vision Company PO Box 248 Rogers Mn 55374 309.11$     83233 234 WIC Peer Grant 6265 Professional Services Lead Peer Payroll

18-Jul The Vision Company PO Box 248 Rogers Mn 55374 148.37$     83233 234 WIC Peer Grant 6881 Other Contractor Fees Lead Peer Markup

24-Jul The Vision Company PO Box 248 Rogers Mn 55374 304.80$     83254 234 WIC Peer Grant 6265 Professional Services Peer Payroll

24-Jul The Vision Company PO Box 248 Rogers Mn 55374 210.63$     83254 234 WIC Peer Grant 6881 Other Contractor Fees
Peer Payroll Markup and 

Mileage

24-Jul The Vision Company PO Box 248 Rogers Mn 55374 580.91$     83254 234 WIC Peer Grant 6265 Professional Services Lead Peer Payroll

24-Jul The Vision Company PO Box 248 Rogers Mn 55374 340.47$     83254 234 WIC Peer Grant 6881 Other Contractor Fees
Lead Peer Payroll Markup 

and Mileage

24-Jul The Vision Company PO Box 248 Rogers Mn 55374 116.74$     83254 234 WIC Peer Grant 6880 IBCLC IBCLC Payroll

24-Jul The Vision Company PO Box 248 Rogers Mn 55374 56.03$       83254 234 WIC Peer Grant 6881 Other Contractor Fees IBCLC Markup

24-Jul Kiza Olson 325 S Miller Ave Litchfield Mn 55355 1,500.00$      7.24.24 100 Local Public Health Grant 6203 Communications Survey Monkey

30-Jul

Citty of Hutchinson PRCE  
ATTN: Lynn Neumann 900 Harringotn St SW Hutchinson Mn 55350 6,402.50$      7.29.24 240 SHIP 6350 Other Charges & Services MOVES - Bike Fleet

31-Jul The Vision Company PO Box 248 Rogers Mn 55374 55.90$       83287 234 WIC Peer Grant 6265 Professional Services Peer Payroll

31-Jul The Vision Company PO Box 248 Rogers Mn 55374 28.17$       83287 234 WIC Peer Grant 6881 Other Contractor Fees
Peer Payroll Markup and 

Mileage
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31-Jul The Vision Company PO Box 248 Rogers Mn 55374 543.60$     83287 234 WIC Peer Grant 6265 Professional Services Lead Peer Payroll
31-Jul The Vision Company PO Box 248 Rogers Mn 55374 260.93$     83287 234 WIC Peer Grant 6881 Other Contractor Fees Lead Peer Payroll Markup

CHS Remittal Invoice Workbook 2020-2024
Printed 8/6/2024 Page 2 of 2
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100 - Local Public Health Grant 104 - CRABC 107 - Workforce Development

Ordinary Income/Expense
Income

5303 · SHIP Grant 0.00 0.00 0.00
5350 · Refugee Health Disparities 0.00 0.00 0.00
5400 · Federal Grant 0.00 0.00 10,475.44
5413 · WIC Grant 0.00 0.00 0.00
5428 · Follow Along Program 0.00 0.00 0.00
5430 · Project Harmony 0.00 0.00 0.00
8010 · Interest Income 837.35 0.00 0.00

Total Income 837.35 0.00 10,475.44

Expense
6105 · Salaries & Wages-FT 4,848.16 0.00 0.00
6110 · Salaries & Wages 5,597.80 0.00 0.00
6152 · HSA Insurance-County Share 38.75 0.00 0.00
6153 · Health & Life Ins-County Share 198.64 0.00 0.00
6154 · Contracted Services 0.00 0.00 0.00
6163 · PERA-County Share 780.12 0.00 0.00
6175 · FICA-County Share 799.12 0.00 0.00
6203 · Communications 102.68 0.00 0.00
6265 · Professional Services 2,410.00 0.00 0.00
6266 · Audit Expense 6,225.00 0.00 0.00
6268 · Bank Service Fees & Charges 0.00 0.00 0.00
6269 · Payroll Services 56.00 0.00 0.00
6335 · Mileage 312.22 0.00 0.00
6350 · Other Charges & Services 12.00 148.80 0.00
6354 · Copying 0.00 0.00 0.00
6356 · Program Costs 0.00 0.00 0.00
6864 · Early Hearing & Dect. CP 0.00 0.00 0.00
6879 · REHN - 2 0.00 0.00 0.00
6880 · IBCLC 0.00 0.00 0.00
6881 · Other Contractor Fees 0.00 0.00 0.00

Total Expense 21,380.49 148.80 0.00

Net Ordinary Income -20,543.14 -148.80 10,475.44

Net Income -20,543.14 -148.80 10,475.44

1:25 PM Meeker-McLeod-Sibley Community Health Services
07/08/24 Grant Summary Report
Accrual Basis June 2024
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108 - CDC Federal Infrastructur 109 - FPHR 203 - Early Hearing Detection

Ordinary Income/Expense
Income

5303 · SHIP Grant 0.00 0.00 0.00
5350 · Refugee Health Disparities 0.00 0.00 0.00
5400 · Federal Grant 0.00 0.00 0.00
5413 · WIC Grant 0.00 0.00 0.00
5428 · Follow Along Program 0.00 0.00 0.00
5430 · Project Harmony 0.00 0.00 0.00
8010 · Interest Income 0.00 0.00 0.00

Total Income 0.00 0.00 0.00

Expense
6105 · Salaries & Wages-FT 619.92 1,867.20 0.00
6110 · Salaries & Wages 1,247.63 1,293.28 0.00
6152 · HSA Insurance-County Share 6.25 0.00 0.00
6153 · Health & Life Ins-County Share 31.22 0.86 0.00
6154 · Contracted Services 0.00 0.00 0.00
6163 · PERA-County Share 140.07 237.04 0.00
6175 · FICA-County Share 142.86 241.76 0.00
6203 · Communications 0.00 0.00 0.00
6265 · Professional Services 0.00 0.00 0.00
6266 · Audit Expense 0.00 0.00 0.00
6268 · Bank Service Fees & Charges 0.00 0.00 0.00
6269 · Payroll Services 0.00 0.00 0.00
6335 · Mileage 205.02 117.00 0.00
6350 · Other Charges & Services 0.00 0.00 0.00
6354 · Copying 0.00 0.00 0.00
6356 · Program Costs 0.00 0.00 0.00
6864 · Early Hearing & Dect. CP 0.00 0.00 975.00
6879 · REHN - 2 0.00 0.00 0.00
6880 · IBCLC 0.00 0.00 0.00
6881 · Other Contractor Fees 0.00 0.00 0.00

Total Expense 2,392.97 3,757.14 975.00

Net Ordinary Income -2,392.97 -3,757.14 -975.00

Net Income -2,392.97 -3,757.14 -975.00

1:25 PM Meeker-McLeod-Sibley Community Health Services
07/08/24 Grant Summary Report
Accrual Basis June 2024
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205 - Follow Along 206 - Sexual & Reproduct Health 212 - Project Harmony Grant

Ordinary Income/Expense
Income

5303 · SHIP Grant 0.00 0.00 0.00
5350 · Refugee Health Disparities 0.00 0.00 0.00
5400 · Federal Grant 0.00 0.00 0.00
5413 · WIC Grant 0.00 0.00 0.00
5428 · Follow Along Program 162.37 0.00 0.00
5430 · Project Harmony 0.00 0.00 31,405.06
8010 · Interest Income 0.00 0.00 0.00

Total Income 162.37 0.00 31,405.06

Expense
6105 · Salaries & Wages-FT 0.00 0.00 3,958.40
6110 · Salaries & Wages 0.00 0.00 0.00
6152 · HSA Insurance-County Share 0.00 0.00 50.00
6153 · Health & Life Ins-County Share 0.00 0.00 409.12
6154 · Contracted Services 0.00 0.00 4,400.00
6163 · PERA-County Share 0.00 0.00 296.88
6175 · FICA-County Share 0.00 0.00 300.87
6203 · Communications 0.00 0.00 51.34
6265 · Professional Services 0.00 0.00 0.00
6266 · Audit Expense 0.00 0.00 0.00
6268 · Bank Service Fees & Charges 0.00 0.00 0.00
6269 · Payroll Services 0.00 0.00 0.00
6335 · Mileage 0.00 0.00 136.68
6350 · Other Charges & Services 0.00 374.25 0.00
6354 · Copying 0.00 0.00 5,824.09
6356 · Program Costs 0.00 0.00 290.00
6864 · Early Hearing & Dect. CP 0.00 0.00 0.00
6879 · REHN - 2 0.00 0.00 0.00
6880 · IBCLC 0.00 0.00 0.00
6881 · Other Contractor Fees 0.00 0.00 0.00

Total Expense 0.00 374.25 15,717.38

Net Ordinary Income 162.37 -374.25 15,687.68

Net Income 162.37 -374.25 15,687.68

1:25 PM Meeker-McLeod-Sibley Community Health Services
07/08/24 Grant Summary Report
Accrual Basis June 2024
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234 - WIC Peer Grant 236 - WIC 240 - SHIP-Eats

Ordinary Income/Expense
Income

5303 · SHIP Grant 0.00 0.00 18,799.35
5350 · Refugee Health Disparities 0.00 0.00 0.00
5400 · Federal Grant 0.00 0.00 0.00
5413 · WIC Grant 0.00 105,445.00 0.00
5428 · Follow Along Program 0.00 0.00 0.00
5430 · Project Harmony 0.00 0.00 0.00
8010 · Interest Income 0.00 0.00 0.00

Total Income 0.00 105,445.00 18,799.35

Expense
6105 · Salaries & Wages-FT 1,464.08 9,879.09 4,132.80
6110 · Salaries & Wages 0.00 0.00 100.00
6152 · HSA Insurance-County Share 14.45 85.55 0.00
6153 · Health & Life Ins-County Share 74.40 447.02 85.22
6154 · Contracted Services 0.00 0.00 0.00
6163 · PERA-County Share 109.81 740.92 309.96
6175 · FICA-County Share 106.52 732.05 323.81
6203 · Communications 203.23 102.68 201.33
6265 · Professional Services 2,204.08 0.00 0.00
6266 · Audit Expense 0.00 0.00 0.00
6268 · Bank Service Fees & Charges 0.00 0.00 0.00
6269 · Payroll Services 0.00 0.00 0.00
6335 · Mileage 0.00 385.92 160.80
6350 · Other Charges & Services 0.00 50.00 0.00
6354 · Copying 0.00 0.00 0.00
6356 · Program Costs 0.00 0.00 0.00
6864 · Early Hearing & Dect. CP 0.00 0.00 0.00
6879 · REHN - 2 0.00 0.00 0.00
6880 · IBCLC 194.56 0.00 0.00
6881 · Other Contractor Fees 1,538.61 0.00 0.00

Total Expense 5,909.74 12,423.23 5,313.92

Net Ordinary Income -5,909.74 93,021.77 13,485.43

Net Income -5,909.74 93,021.77 13,485.43

1:25 PM Meeker-McLeod-Sibley Community Health Services
07/08/24 Grant Summary Report
Accrual Basis June 2024
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306 - COV Vacc 3 (Fed Funding) 502 - Emergency Preparedness 506 - MN Emergency RSG

Ordinary Income/Expense
Income

5303 · SHIP Grant 0.00 0.00 0.00
5350 · Refugee Health Disparities 0.00 0.00 0.00
5400 · Federal Grant 0.00 0.00 0.00
5413 · WIC Grant 0.00 0.00 0.00
5428 · Follow Along Program 0.00 0.00 0.00
5430 · Project Harmony 0.00 0.00 0.00
8010 · Interest Income 0.00 0.00 0.00

Total Income 0.00 0.00 0.00

Expense
6105 · Salaries & Wages-FT 472.32 2,845.12 3,305.36
6110 · Salaries & Wages 426.02 0.00 0.00
6152 · HSA Insurance-County Share 5.00 0.00 44.38
6153 · Health & Life Ins-County Share 24.87 21.75 746.20
6154 · Contracted Services 0.00 0.00 0.00
6163 · PERA-County Share 67.38 213.38 0.00
6175 · FICA-County Share 68.72 217.65 239.95
6203 · Communications 0.00 35.34 16.00
6265 · Professional Services 0.00 0.00 0.00
6266 · Audit Expense 0.00 0.00 0.00
6268 · Bank Service Fees & Charges 0.00 0.00 0.00
6269 · Payroll Services 0.00 0.00 0.00
6335 · Mileage 125.96 23.45 138.02
6350 · Other Charges & Services 0.00 0.00 0.00
6354 · Copying 0.00 0.00 0.00
6356 · Program Costs 0.00 0.00 0.00
6864 · Early Hearing & Dect. CP 0.00 0.00 0.00
6879 · REHN - 2 0.00 0.00 0.00
6880 · IBCLC 0.00 0.00 0.00
6881 · Other Contractor Fees 0.00 0.00 0.00

Total Expense 1,190.27 3,356.69 4,489.91

Net Ordinary Income -1,190.27 -3,356.69 -4,489.91

Net Income -1,190.27 -3,356.69 -4,489.91

1:25 PM Meeker-McLeod-Sibley Community Health Services
07/08/24 Grant Summary Report
Accrual Basis June 2024
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507 - MRC STTRONG 601 - Child & Teen Checkups 622- Prime West Equity Grant

Ordinary Income/Expense
Income

5303 · SHIP Grant 0.00 0.00 0.00
5350 · Refugee Health Disparities 0.00 0.00 0.00
5400 · Federal Grant 0.00 0.00 0.00
5413 · WIC Grant 0.00 0.00 0.00
5428 · Follow Along Program 0.00 0.00 0.00
5430 · Project Harmony 0.00 0.00 0.00
8010 · Interest Income 0.00 0.00 0.00

Total Income 0.00 0.00 0.00

Expense
6105 · Salaries & Wages-FT 543.92 0.00 0.00
6110 · Salaries & Wages 0.00 0.00 0.00
6152 · HSA Insurance-County Share 5.63 0.00 0.00
6153 · Health & Life Ins-County Share 103.95 0.00 0.00
6154 · Contracted Services 0.00 0.00 0.00
6163 · PERA-County Share 0.00 0.00 0.00
6175 · FICA-County Share 39.98 0.00 0.00
6203 · Communications 0.00 0.00 0.00
6265 · Professional Services 0.00 0.00 0.00
6266 · Audit Expense 0.00 0.00 0.00
6268 · Bank Service Fees & Charges 0.00 0.00 0.00
6269 · Payroll Services 0.00 0.00 0.00
6335 · Mileage 0.00 0.00 0.00
6350 · Other Charges & Services 0.00 0.00 346.09
6354 · Copying 0.00 0.00 0.00
6356 · Program Costs 0.00 0.00 0.00
6864 · Early Hearing & Dect. CP 0.00 0.00 0.00
6879 · REHN - 2 0.00 0.00 0.00
6880 · IBCLC 0.00 0.00 0.00
6881 · Other Contractor Fees 0.00 0.00 0.00

Total Expense 693.48 0.00 346.09

Net Ordinary Income -693.48 0.00 -346.09

Net Income -693.48 0.00 -346.09

1:25 PM Meeker-McLeod-Sibley Community Health Services
07/08/24 Grant Summary Report
Accrual Basis June 2024
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626 - RHEN - 2 628 - Refugee Health Unclassified

Ordinary Income/Expense
Income

5303 · SHIP Grant 0.00 0.00 0.00
5350 · Refugee Health Disparities 0.00 1,131.00 0.00
5400 · Federal Grant 0.00 0.00 0.00
5413 · WIC Grant 0.00 0.00 0.00
5428 · Follow Along Program 0.00 0.00 0.00
5430 · Project Harmony 0.00 0.00 0.00
8010 · Interest Income 0.00 0.00 0.00

Total Income 0.00 1,131.00 0.00

Expense
6105 · Salaries & Wages-FT 0.00 0.00 0.00
6110 · Salaries & Wages 0.00 0.00 -135.58
6152 · HSA Insurance-County Share 0.00 0.00 0.00
6153 · Health & Life Ins-County Share 0.00 0.00 91.25
6154 · Contracted Services 0.00 0.00 0.00
6163 · PERA-County Share 0.00 0.00 0.00
6175 · FICA-County Share 0.00 0.00 -10.35
6203 · Communications 0.00 0.00 0.00
6265 · Professional Services 0.00 0.00 0.00
6266 · Audit Expense 0.00 0.00 0.00
6268 · Bank Service Fees & Charges 0.00 0.00 6.95
6269 · Payroll Services 0.00 0.00 0.00
6335 · Mileage 0.00 0.00 -12.48
6350 · Other Charges & Services 0.00 0.00 0.00
6354 · Copying 0.00 0.00 0.00
6356 · Program Costs 0.00 0.00 0.00
6864 · Early Hearing & Dect. CP 0.00 0.00 0.00
6879 · REHN - 2 18,242.82 0.00 0.00
6880 · IBCLC 0.00 0.00 0.00
6881 · Other Contractor Fees 0.00 0.00 0.00

Total Expense 18,242.82 0.00 -60.21

Net Ordinary Income -18,242.82 1,131.00 60.21

Net Income -18,242.82 1,131.00 60.21

1:25 PM Meeker-McLeod-Sibley Community Health Services
07/08/24 Grant Summary Report
Accrual Basis June 2024
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TOTAL

Ordinary Income/Expense
Income

5303 · SHIP Grant 18,799.35
5350 · Refugee Health Disparities 1,131.00
5400 · Federal Grant 10,475.44
5413 · WIC Grant 105,445.00
5428 · Follow Along Program 162.37
5430 · Project Harmony 31,405.06
8010 · Interest Income 837.35

Total Income 168,255.57

Expense
6105 · Salaries & Wages-FT 33,936.37
6110 · Salaries & Wages 8,529.15
6152 · HSA Insurance-County Share 250.01
6153 · Health & Life Ins-County Share 2,234.50
6154 · Contracted Services 4,400.00
6163 · PERA-County Share 2,895.56
6175 · FICA-County Share 3,202.94
6203 · Communications 712.60
6265 · Professional Services 4,614.08
6266 · Audit Expense 6,225.00
6268 · Bank Service Fees & Charges 6.95
6269 · Payroll Services 56.00
6335 · Mileage 1,592.59
6350 · Other Charges & Services 931.14
6354 · Copying 5,824.09
6356 · Program Costs 290.00
6864 · Early Hearing & Dect. CP 975.00
6879 · REHN - 2 18,242.82
6880 · IBCLC 194.56
6881 · Other Contractor Fees 1,538.61

Total Expense 96,651.97

Net Ordinary Income 71,603.60

Net Income 71,603.60

1:25 PM Meeker-McLeod-Sibley Community Health Services
07/08/24 Grant Summary Report
Accrual Basis June 2024
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100 - Local Public Health Grant 104 - CRABC 108 - CDC Federal Infrastructur

Ordinary Income/Expense
Income

5303 · SHIP Grant 0.00 0.00 0.00
5336 · Local Public Health Grant 81,583.89 0.00 0.00
5345 · C&Tc State 0.00 0.00 0.00
5355 · MN Emergency RSG 0.00 0.00 0.00
5365 · Foundational Public Health Resp 0.00 0.00 0.00
5370 · Healthy Homes S 0.00 0.00 0.00
5400 · Federal Grant 0.00 0.00 0.00
5413 · WIC Grant 0.00 0.00 0.00
5414 · MCH Grant 0.00 0.00 0.00
5422 · Child & Teen Checkups Grant 0.00 0.00 0.00
5430 · Project Harmony 0.00 0.00 0.00
5433 · TANF 0.00 0.00 0.00
5460 · PHEP Grant 0.00 0.00 0.00
5466 · RHEN - 2 0.00 0.00 0.00
5470 · CDC Federal Infrastructure 0.00 0.00 11,114.13
5476 · MRC STTRONG 0.00 0.00 0.00
5480 · Immunization Quality Improvemen 0.00 0.00 0.00
5750 · Gifts & Contributions-General 0.00 400.00 0.00
5860 · Miscellaneous 500.00 0.00 0.00

Total Income 82,083.89 400.00 11,114.13

Expense
6105 · Salaries & Wages-FT 3,815.36 0.00 678.96
6110 · Salaries & Wages 5,765.16 0.00 1,217.20
6152 · HSA Insurance-County Share 75.63 0.00 14.38
6153 · Health & Life Ins-County Share 382.10 0.00 71.57
6154 · Contracted Services 1,236.00 0.00 0.00
6163 · PERA-County Share 715.22 0.00 142.21
6175 · FICA-County Share 732.90 0.00 145.06
6203 · Communications 102.68 0.00 0.00
6246 · Staff Developement 0.00 0.00 0.00
6264 · PH.DOC Software 7,677.89 0.00 0.00
6265 · Professional Services 1,490.30 0.00 0.00
6266 · Audit Expense 8,400.00 0.00 0.00
6268 · Bank Service Fees & Charges 0.00 0.00 0.00
6269 · Payroll Services 56.00 0.00 0.00
6335 · Mileage 111.22 0.00 101.84
6336 · Meals/Lodging/Parking & Misc. 0.00 0.00 0.00
6350 · Other Charges & Services 12.00 308.42 0.00
6356 · Program Costs 0.00 0.00 0.00
6855 · CHS County Payment 500.00 0.00 0.00
6860 · Follow Along Program CP 0.00 0.00 0.00
6862 · Project Harmony CP 0.00 0.00 0.00
6865 · SHIP - County Payment 0.00 0.00 0.00

10:17 AM Meeker-McLeod-Sibley Community Health Services

08/06/24 Grant Summary Report
Accrual Basis July 2024
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100 - Local Public Health Grant 104 - CRABC 108 - CDC Federal Infrastructur

6867 · C & TC County Payment 0.00 0.00 0.00
6879 · REHN - 2 0.00 0.00 0.00
6881 · Other Contractor Fees 0.00 0.00 0.00
6883 · Refugee Health Disparities CP 0.00 0.00 0.00

Total Expense 31,072.46 308.42 2,371.22

Net Ordinary Income 51,011.43 91.58 8,742.91

Net Income 51,011.43 91.58 8,742.91

10:17 AM Meeker-McLeod-Sibley Community Health Services

08/06/24 Grant Summary Report
Accrual Basis July 2024
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109 - FPHR 205 - Follow Along 209 - MCH

Ordinary Income/Expense
Income

5303 · SHIP Grant 0.00 0.00 0.00
5336 · Local Public Health Grant 0.00 0.00 0.00
5345 · C&Tc State 0.00 0.00 0.00
5355 · MN Emergency RSG 0.00 0.00 0.00
5365 · Foundational Public Health Resp 9,431.05 0.00 0.00
5370 · Healthy Homes S 0.00 0.00 0.00
5400 · Federal Grant 0.00 0.00 0.00
5413 · WIC Grant 0.00 0.00 0.00
5414 · MCH Grant 0.00 0.00 15,353.48
5422 · Child & Teen Checkups Grant 0.00 0.00 0.00
5430 · Project Harmony 0.00 0.00 0.00
5433 · TANF 0.00 0.00 0.00
5460 · PHEP Grant 0.00 0.00 0.00
5466 · RHEN - 2 0.00 0.00 0.00
5470 · CDC Federal Infrastructure 0.00 0.00 0.00
5476 · MRC STTRONG 0.00 0.00 0.00
5480 · Immunization Quality Improvemen 0.00 0.00 0.00
5750 · Gifts & Contributions-General 0.00 0.00 0.00
5860 · Miscellaneous 0.00 0.00 0.00

Total Income 9,431.05 0.00 15,353.48

Expense
6105 · Salaries & Wages-FT 4,434.60 0.00 0.00
6110 · Salaries & Wages 1,582.36 0.00 0.00
6152 · HSA Insurance-County Share 0.00 0.00 0.00
6153 · Health & Life Ins-County Share 2.18 0.00 0.00
6154 · Contracted Services 0.00 0.00 0.00
6163 · PERA-County Share 451.28 0.00 0.00
6175 · FICA-County Share 460.29 0.00 0.00
6203 · Communications 0.00 0.00 0.00
6246 · Staff Developement 0.00 0.00 0.00
6264 · PH.DOC Software 0.00 0.00 0.00
6265 · Professional Services 0.00 0.00 0.00
6266 · Audit Expense 0.00 0.00 0.00
6268 · Bank Service Fees & Charges 0.00 0.00 0.00
6269 · Payroll Services 0.00 0.00 0.00
6335 · Mileage 306.86 0.00 0.00
6336 · Meals/Lodging/Parking & Misc. 0.00 0.00 0.00
6350 · Other Charges & Services 195.22 0.00 0.00
6356 · Program Costs 0.00 0.00 0.00
6855 · CHS County Payment 0.00 0.00 0.00
6860 · Follow Along Program CP 0.00 162.37 0.00
6862 · Project Harmony CP 0.00 0.00 0.00
6865 · SHIP - County Payment 0.00 0.00 0.00

10:17 AM Meeker-McLeod-Sibley Community Health Services

08/06/24 Grant Summary Report
Accrual Basis July 2024
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109 - FPHR 205 - Follow Along 209 - MCH

6867 · C & TC County Payment 0.00 0.00 0.00
6879 · REHN - 2 0.00 0.00 0.00
6881 · Other Contractor Fees 0.00 0.00 0.00
6883 · Refugee Health Disparities CP 0.00 0.00 0.00

Total Expense 7,432.79 162.37 0.00

Net Ordinary Income 1,998.26 -162.37 15,353.48

Net Income 1,998.26 -162.37 15,353.48

10:17 AM Meeker-McLeod-Sibley Community Health Services

08/06/24 Grant Summary Report
Accrual Basis July 2024
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212 - Project Harmony Grant 224 - TANF 234 - WIC Peer Grant

Ordinary Income/Expense
Income

5303 · SHIP Grant 0.00 0.00 0.00
5336 · Local Public Health Grant 0.00 0.00 0.00
5345 · C&Tc State 0.00 0.00 0.00
5355 · MN Emergency RSG 0.00 0.00 0.00
5365 · Foundational Public Health Resp 0.00 0.00 0.00
5370 · Healthy Homes S 0.00 0.00 0.00
5400 · Federal Grant 0.00 0.00 0.00
5413 · WIC Grant 0.00 0.00 0.00
5414 · MCH Grant 0.00 0.00 0.00
5422 · Child & Teen Checkups Grant 0.00 0.00 0.00
5430 · Project Harmony 27,578.36 0.00 0.00
5433 · TANF 0.00 34,051.61 0.00
5460 · PHEP Grant 0.00 0.00 0.00
5466 · RHEN - 2 0.00 0.00 0.00
5470 · CDC Federal Infrastructure 0.00 0.00 0.00
5476 · MRC STTRONG 0.00 0.00 0.00
5480 · Immunization Quality Improvemen 0.00 0.00 0.00
5750 · Gifts & Contributions-General 0.00 0.00 0.00
5860 · Miscellaneous 0.00 0.00 0.00

Total Income 27,578.36 34,051.61 0.00

Expense
6105 · Salaries & Wages-FT 3,958.40 0.00 965.21
6110 · Salaries & Wages 0.00 0.00 0.00
6152 · HSA Insurance-County Share 100.00 0.00 17.30
6153 · Health & Life Ins-County Share 809.49 0.00 89.05
6154 · Contracted Services 0.00 0.00 0.00
6163 · PERA-County Share 296.88 0.00 72.26
6175 · FICA-County Share 298.90 0.00 67.28
6203 · Communications 51.34 0.00 203.23
6246 · Staff Developement 300.00 0.00 0.00
6264 · PH.DOC Software 0.00 0.00 0.00
6265 · Professional Services 0.00 0.00 1,662.11
6266 · Audit Expense 0.00 0.00 0.00
6268 · Bank Service Fees & Charges 0.00 0.00 0.00
6269 · Payroll Services 0.00 0.00 0.00
6335 · Mileage 124.62 0.00 0.00
6336 · Meals/Lodging/Parking & Misc. 0.00 0.00 0.00
6350 · Other Charges & Services 0.00 0.00 0.00
6356 · Program Costs 135.00 0.00 0.00
6855 · CHS County Payment 0.00 0.00 0.00
6860 · Follow Along Program CP 0.00 0.00 0.00
6862 · Project Harmony CP 8,469.58 0.00 0.00
6865 · SHIP - County Payment 0.00 0.00 0.00

10:17 AM Meeker-McLeod-Sibley Community Health Services

08/06/24 Grant Summary Report
Accrual Basis July 2024
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212 - Project Harmony Grant 224 - TANF 234 - WIC Peer Grant

6867 · C & TC County Payment 0.00 0.00 0.00
6879 · REHN - 2 0.00 0.00 0.00
6881 · Other Contractor Fees 0.00 0.00 919.76
6883 · Refugee Health Disparities CP 0.00 0.00 0.00

Total Expense 14,544.21 0.00 3,996.20

Net Ordinary Income 13,034.15 34,051.61 -3,996.20

Net Income 13,034.15 34,051.61 -3,996.20

10:17 AM Meeker-McLeod-Sibley Community Health Services

08/06/24 Grant Summary Report
Accrual Basis July 2024
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236 - WIC 240 - SHIP-Eats 306 - COV Vacc 3 (Fed Funding)

Ordinary Income/Expense
Income

5303 · SHIP Grant 0.00 14,315.51 0.00
5336 · Local Public Health Grant 0.00 0.00 0.00
5345 · C&Tc State 0.00 0.00 0.00
5355 · MN Emergency RSG 0.00 0.00 0.00
5365 · Foundational Public Health Resp 0.00 0.00 0.00
5370 · Healthy Homes S 0.00 0.00 0.00
5400 · Federal Grant 0.00 0.00 51,351.85
5413 · WIC Grant 39,722.00 0.00 0.00
5414 · MCH Grant 0.00 0.00 0.00
5422 · Child & Teen Checkups Grant 0.00 0.00 0.00
5430 · Project Harmony 0.00 0.00 0.00
5433 · TANF 0.00 0.00 0.00
5460 · PHEP Grant 0.00 0.00 0.00
5466 · RHEN - 2 0.00 0.00 0.00
5470 · CDC Federal Infrastructure 0.00 0.00 0.00
5476 · MRC STTRONG 0.00 0.00 0.00
5480 · Immunization Quality Improvemen 0.00 0.00 0.00
5750 · Gifts & Contributions-General 0.00 0.00 0.00
5860 · Miscellaneous 0.00 0.00 0.00

Total Income 39,722.00 14,315.51 51,351.85

Expense
6105 · Salaries & Wages-FT 10,338.19 1,789.40 413.28
6110 · Salaries & Wages 0.00 100.00 730.32
6152 · HSA Insurance-County Share 181.45 0.00 8.76
6153 · Health & Life Ins-County Share 941.10 91.88 43.56
6154 · Contracted Services 0.00 0.00 0.00
6163 · PERA-County Share 774.99 134.21 85.77
6175 · FICA-County Share 739.34 144.53 87.49
6203 · Communications 102.68 213.34 0.00
6246 · Staff Developement 0.00 0.00 0.00
6264 · PH.DOC Software 0.00 0.00 0.00
6265 · Professional Services 0.00 0.00 0.00
6266 · Audit Expense 0.00 0.00 0.00
6268 · Bank Service Fees & Charges 0.00 0.00 0.00
6269 · Payroll Services 0.00 0.00 0.00
6335 · Mileage 399.32 20.10 129.98
6336 · Meals/Lodging/Parking & Misc. 0.00 0.00 0.00
6350 · Other Charges & Services 177.31 421.89 0.00
6356 · Program Costs 0.00 0.00 0.00
6855 · CHS County Payment 0.00 0.00 0.00
6860 · Follow Along Program CP 0.00 0.00 0.00
6862 · Project Harmony CP 0.00 0.00 0.00
6865 · SHIP - County Payment 0.00 8,633.78 0.00

10:17 AM Meeker-McLeod-Sibley Community Health Services

08/06/24 Grant Summary Report
Accrual Basis July 2024
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236 - WIC 240 - SHIP-Eats 306 - COV Vacc 3 (Fed Funding)

6867 · C & TC County Payment 0.00 0.00 0.00
6879 · REHN - 2 0.00 0.00 0.00
6881 · Other Contractor Fees 0.00 0.00 0.00
6883 · Refugee Health Disparities CP 0.00 0.00 0.00

Total Expense 13,654.38 11,549.13 1,499.16

Net Ordinary Income 26,067.62 2,766.38 49,852.69

Net Income 26,067.62 2,766.38 49,852.69

10:17 AM Meeker-McLeod-Sibley Community Health Services

08/06/24 Grant Summary Report
Accrual Basis July 2024
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308 - IQIP 401 - Healthy Homes 502 - Emergency Preparedness

Ordinary Income/Expense
Income

5303 · SHIP Grant 0.00 0.00 0.00
5336 · Local Public Health Grant 0.00 0.00 0.00
5345 · C&Tc State 0.00 0.00 0.00
5355 · MN Emergency RSG 0.00 0.00 0.00
5365 · Foundational Public Health Resp 0.00 0.00 0.00
5370 · Healthy Homes S 0.00 20,135.50 0.00
5400 · Federal Grant 0.00 0.00 0.00
5413 · WIC Grant 0.00 0.00 0.00
5414 · MCH Grant 0.00 0.00 0.00
5422 · Child & Teen Checkups Grant 0.00 0.00 0.00
5430 · Project Harmony 0.00 0.00 0.00
5433 · TANF 0.00 0.00 0.00
5460 · PHEP Grant 0.00 0.00 13,363.08
5466 · RHEN - 2 0.00 0.00 0.00
5470 · CDC Federal Infrastructure 0.00 0.00 0.00
5476 · MRC STTRONG 0.00 0.00 0.00
5480 · Immunization Quality Improvemen 2,172.60 0.00 0.00
5750 · Gifts & Contributions-General 0.00 0.00 0.00
5860 · Miscellaneous 0.00 0.00 0.00

Total Income 2,172.60 20,135.50 13,363.08

Expense
6105 · Salaries & Wages-FT 0.00 0.00 1,338.88
6110 · Salaries & Wages 0.00 0.00 0.00
6152 · HSA Insurance-County Share 0.00 0.00 20.00
6153 · Health & Life Ins-County Share 0.00 0.00 246.33
6154 · Contracted Services 0.00 0.00 0.00
6163 · PERA-County Share 0.00 0.00 100.42
6175 · FICA-County Share 0.00 0.00 96.60
6203 · Communications 0.00 0.00 35.34
6246 · Staff Developement 0.00 0.00 0.00
6264 · PH.DOC Software 0.00 0.00 0.00
6265 · Professional Services 0.00 0.00 0.00
6266 · Audit Expense 0.00 0.00 0.00
6268 · Bank Service Fees & Charges 0.00 0.00 0.00
6269 · Payroll Services 0.00 0.00 0.00
6335 · Mileage 0.00 0.00 0.00
6336 · Meals/Lodging/Parking & Misc. 0.00 0.00 0.00
6350 · Other Charges & Services 0.00 0.00 0.00
6356 · Program Costs 0.00 0.00 0.00
6855 · CHS County Payment 0.00 0.00 0.00
6860 · Follow Along Program CP 0.00 0.00 0.00
6862 · Project Harmony CP 0.00 0.00 0.00
6865 · SHIP - County Payment 0.00 0.00 0.00

10:17 AM Meeker-McLeod-Sibley Community Health Services

08/06/24 Grant Summary Report
Accrual Basis July 2024
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308 - IQIP 401 - Healthy Homes 502 - Emergency Preparedness

6867 · C & TC County Payment 0.00 0.00 0.00
6879 · REHN - 2 0.00 0.00 0.00
6881 · Other Contractor Fees 0.00 0.00 0.00
6883 · Refugee Health Disparities CP 0.00 0.00 0.00

Total Expense 0.00 0.00 1,837.57

Net Ordinary Income 2,172.60 20,135.50 11,525.51

Net Income 2,172.60 20,135.50 11,525.51

10:17 AM Meeker-McLeod-Sibley Community Health Services

08/06/24 Grant Summary Report
Accrual Basis July 2024
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505 - EP - CRI 506 - MN Emergency RSG 507 - MRC STTRONG

Ordinary Income/Expense
Income

5303 · SHIP Grant 0.00 0.00 0.00
5336 · Local Public Health Grant 0.00 0.00 0.00
5345 · C&Tc State 0.00 0.00 0.00
5355 · MN Emergency RSG 0.00 37,932.18 0.00
5365 · Foundational Public Health Resp 0.00 0.00 0.00
5370 · Healthy Homes S 0.00 0.00 0.00
5400 · Federal Grant 0.00 0.00 0.00
5413 · WIC Grant 0.00 0.00 0.00
5414 · MCH Grant 0.00 0.00 0.00
5422 · Child & Teen Checkups Grant 0.00 0.00 0.00
5430 · Project Harmony 0.00 0.00 0.00
5433 · TANF 0.00 0.00 0.00
5460 · PHEP Grant 2,348.76 0.00 0.00
5466 · RHEN - 2 0.00 0.00 0.00
5470 · CDC Federal Infrastructure 0.00 0.00 0.00
5476 · MRC STTRONG 0.00 0.00 5,718.18
5480 · Immunization Quality Improvemen 0.00 0.00 0.00
5750 · Gifts & Contributions-General 0.00 0.00 0.00
5860 · Miscellaneous 0.00 0.00 0.00

Total Income 2,348.76 37,932.18 5,718.18

Expense
6105 · Salaries & Wages-FT 669.44 3,740.96 1,004.16
6110 · Salaries & Wages 0.00 243.44 0.00
6152 · HSA Insurance-County Share 10.00 56.25 15.00
6153 · Health & Life Ins-County Share 112.29 922.70 243.75
6154 · Contracted Services 0.00 0.00 0.00
6163 · PERA-County Share 50.21 0.00 0.00
6175 · FICA-County Share 48.30 288.81 72.45
6203 · Communications 0.00 16.00 0.00
6246 · Staff Developement 0.00 0.00 0.00
6264 · PH.DOC Software 0.00 0.00 0.00
6265 · Professional Services 0.00 0.00 0.00
6266 · Audit Expense 0.00 0.00 0.00
6268 · Bank Service Fees & Charges 0.00 0.00 0.00
6269 · Payroll Services 0.00 0.00 0.00
6335 · Mileage 0.00 69.68 0.00
6336 · Meals/Lodging/Parking & Misc. 0.00 0.00 0.00
6350 · Other Charges & Services 0.00 0.00 0.00
6356 · Program Costs 0.00 0.00 0.00
6855 · CHS County Payment 0.00 0.00 0.00
6860 · Follow Along Program CP 0.00 0.00 0.00
6862 · Project Harmony CP 0.00 0.00 0.00
6865 · SHIP - County Payment 0.00 0.00 0.00

10:17 AM Meeker-McLeod-Sibley Community Health Services

08/06/24 Grant Summary Report
Accrual Basis July 2024
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505 - EP - CRI 506 - MN Emergency RSG 507 - MRC STTRONG

6867 · C & TC County Payment 0.00 0.00 0.00
6879 · REHN - 2 0.00 0.00 0.00
6881 · Other Contractor Fees 0.00 0.00 0.00
6883 · Refugee Health Disparities CP 0.00 0.00 0.00

Total Expense 890.24 5,337.84 1,335.36

Net Ordinary Income 1,458.52 32,594.34 4,382.82

Net Income 1,458.52 32,594.34 4,382.82

10:17 AM Meeker-McLeod-Sibley Community Health Services

08/06/24 Grant Summary Report
Accrual Basis July 2024
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601 - Child & Teen Checkups 622- Prime West Equity Grant 626 - RHEN - 2

Ordinary Income/Expense
Income

5303 · SHIP Grant 0.00 0.00 0.00
5336 · Local Public Health Grant 0.00 0.00 0.00
5345 · C&Tc State 26,794.83 0.00 0.00
5355 · MN Emergency RSG 0.00 0.00 0.00
5365 · Foundational Public Health Resp 0.00 0.00 0.00
5370 · Healthy Homes S 0.00 0.00 0.00
5400 · Federal Grant 0.00 0.00 0.00
5413 · WIC Grant 0.00 0.00 0.00
5414 · MCH Grant 0.00 0.00 0.00
5422 · Child & Teen Checkups Grant 26,794.83 0.00 0.00
5430 · Project Harmony 0.00 0.00 0.00
5433 · TANF 0.00 0.00 0.00
5460 · PHEP Grant 0.00 0.00 0.00
5466 · RHEN - 2 0.00 0.00 40,430.88
5470 · CDC Federal Infrastructure 0.00 0.00 0.00
5476 · MRC STTRONG 0.00 0.00 0.00
5480 · Immunization Quality Improvemen 0.00 0.00 0.00
5750 · Gifts & Contributions-General 0.00 0.00 0.00
5860 · Miscellaneous 0.00 0.00 0.00

Total Income 53,589.66 0.00 40,430.88

Expense
6105 · Salaries & Wages-FT 72.31 0.00 0.00
6110 · Salaries & Wages 0.00 0.00 0.00
6152 · HSA Insurance-County Share 1.25 0.00 0.00
6153 · Health & Life Ins-County Share 6.44 0.00 0.00
6154 · Contracted Services 0.00 0.00 0.00
6163 · PERA-County Share 5.43 0.00 0.00
6175 · FICA-County Share 5.28 0.00 0.00
6203 · Communications 0.00 0.00 0.00
6246 · Staff Developement 0.00 0.00 0.00
6264 · PH.DOC Software 0.00 0.00 0.00
6265 · Professional Services 0.00 0.00 0.00
6266 · Audit Expense 0.00 0.00 0.00
6268 · Bank Service Fees & Charges 0.00 0.00 0.00
6269 · Payroll Services 0.00 0.00 0.00
6335 · Mileage 0.00 0.00 0.00
6336 · Meals/Lodging/Parking & Misc. 0.00 593.37 0.00
6350 · Other Charges & Services 0.00 659.17 0.00
6356 · Program Costs 0.00 0.00 0.00
6855 · CHS County Payment 0.00 0.00 0.00
6860 · Follow Along Program CP 0.00 0.00 0.00
6862 · Project Harmony CP 0.00 0.00 0.00
6865 · SHIP - County Payment 0.00 0.00 0.00

10:17 AM Meeker-McLeod-Sibley Community Health Services

08/06/24 Grant Summary Report
Accrual Basis July 2024
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601 - Child & Teen Checkups 622- Prime West Equity Grant 626 - RHEN - 2

6867 · C & TC County Payment 51,307.94 0.00 0.00
6879 · REHN - 2 0.00 0.00 15,229.69
6881 · Other Contractor Fees 0.00 0.00 0.00
6883 · Refugee Health Disparities CP 0.00 0.00 0.00

Total Expense 51,398.65 1,252.54 15,229.69

Net Ordinary Income 2,191.01 -1,252.54 25,201.19

Net Income 2,191.01 -1,252.54 25,201.19

10:17 AM Meeker-McLeod-Sibley Community Health Services

08/06/24 Grant Summary Report
Accrual Basis July 2024
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628 - Refugee Health Unclassified TOTAL

Ordinary Income/Expense
Income

5303 · SHIP Grant 0.00 0.00 14,315.51
5336 · Local Public Health Grant 0.00 0.00 81,583.89
5345 · C&Tc State 0.00 0.00 26,794.83
5355 · MN Emergency RSG 0.00 0.00 37,932.18
5365 · Foundational Public Health Resp 0.00 0.00 9,431.05
5370 · Healthy Homes S 0.00 0.00 20,135.50
5400 · Federal Grant 0.00 0.00 51,351.85
5413 · WIC Grant 0.00 0.00 39,722.00
5414 · MCH Grant 0.00 0.00 15,353.48
5422 · Child & Teen Checkups Grant 0.00 0.00 26,794.83
5430 · Project Harmony 0.00 0.00 27,578.36
5433 · TANF 0.00 0.00 34,051.61
5460 · PHEP Grant 0.00 0.00 15,711.84
5466 · RHEN - 2 0.00 0.00 40,430.88
5470 · CDC Federal Infrastructure 0.00 0.00 11,114.13
5476 · MRC STTRONG 0.00 0.00 5,718.18
5480 · Immunization Quality Improvemen 0.00 0.00 2,172.60
5750 · Gifts & Contributions-General 0.00 0.00 400.00
5860 · Miscellaneous 0.00 0.00 500.00

Total Income 0.00 0.00 461,092.72

Expense
6105 · Salaries & Wages-FT 0.00 0.00 33,219.15
6110 · Salaries & Wages 0.00 -133.30 9,505.18
6152 · HSA Insurance-County Share 0.00 0.00 500.02
6153 · Health & Life Ins-County Share 0.00 182.51 4,144.95
6154 · Contracted Services 0.00 0.00 1,236.00
6163 · PERA-County Share 0.00 0.47 2,829.35
6175 · FICA-County Share 0.00 -10.18 3,177.05
6203 · Communications 0.00 0.00 724.61
6246 · Staff Developement 0.00 0.00 300.00
6264 · PH.DOC Software 0.00 0.00 7,677.89
6265 · Professional Services 0.00 0.00 3,152.41
6266 · Audit Expense 0.00 0.00 8,400.00
6268 · Bank Service Fees & Charges 0.00 6.95 6.95
6269 · Payroll Services 0.00 0.00 56.00
6335 · Mileage 0.00 22.78 1,286.40
6336 · Meals/Lodging/Parking & Misc. 0.00 0.00 593.37
6350 · Other Charges & Services 0.00 0.00 1,774.01
6356 · Program Costs 0.00 0.00 135.00
6855 · CHS County Payment 0.00 0.00 500.00
6860 · Follow Along Program CP 0.00 0.00 162.37
6862 · Project Harmony CP 0.00 0.00 8,469.58
6865 · SHIP - County Payment 0.00 0.00 8,633.78

10:17 AM Meeker-McLeod-Sibley Community Health Services

08/06/24 Grant Summary Report
Accrual Basis July 2024
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628 - Refugee Health Unclassified TOTAL

6867 · C & TC County Payment 0.00 0.00 51,307.94
6879 · REHN - 2 0.00 0.00 15,229.69
6881 · Other Contractor Fees 0.00 0.00 919.76
6883 · Refugee Health Disparities CP 1,131.00 0.00 1,131.00

Total Expense 1,131.00 69.23 165,072.46

Net Ordinary Income -1,131.00 -69.23 296,020.26

Net Income -1,131.00 -69.23 296,020.26

10:17 AM Meeker-McLeod-Sibley Community Health Services

08/06/24 Grant Summary Report
Accrual Basis July 2024
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Reporting Year 2024

Vendor Name
Payment Amount 

Annually

Vivid Image Website 6,250.00$    

MCIT Workmans Comp 10,727.00$    

MnCCC PH-Doc 34,711.56$    

PHAB Reacreditation 5,600.00$    

McLeod County IT IT Support 14,878.86$    

Auditor Mar-24 2,726.93$    

Remaining 30,000.00$    

CDS Accounting 24,000.00$    

Audit Portion 16,537.50$    

Administrator Quarterly Fiscal Duties 1,790.00$    

Document Preparation 1,585.00$    

CHS BOM - Fiscal

Quarterly Grant Invoicing, Payments, 

Workbooks, Suppport to Counties and 

Grant Teams 13,400.00$    

Fiscal duites to CHS specifically 14,180.00$    

Annual REDCap Report 882.00$     

CHS BOM - Other PHDoc Support 2,127.00$    
CHB and Executive Team Meetings and 

Prep 2,127.00$    

Document Preparation 1,418.00$    

Statuatory Work 2,482.00$    

Team Meetings 5,850.00$    

Vendor Relations 7,090.00$    

Trainings (Webinars or In-Person) 4,609.00$    

202,971.85$   
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Date Uploaded to CDS: 7/9/2024

Reporting Quarter Jan-Mar 2024

Program Name Program Code        (Transfer Funds From) Transfer of Funds to Payment Code Payment Amount

Sexual and Reproductive Health 

Services 206 100-LPHG 5270 1,174.93$        100%

RHEN-2 626 100-LPHG 5270 868.71$        50%

Project Harmony January 212 100-LPHG 5270 530.48$        None of Counties

Project Harmony February 212 100-LPHG 5270 485.61$        None of Counties

Project Harmony March 212 100-LPHG 5270 591.00$        None of Counties

CTC 601 100-LPHG 5270 2,280.43$        

WIC January 236 100-LPHG 5270 1,283.00$        None of Counties

WIC February 236 100-LPHG 5270 1,382.00$        None of Counties

WIC March 236 100-LPHG 5270 1,233.00$        None of Counties

Infrastructure 108 100-LPHG 5270 355.91$        

WIC Peer 236 100-LPHG 5270 514.82$        None of Counties

MCH/Title V 209 100-LPHG 5270 15.12$        

TANF 224 100-LPHG 5270 256.15$        

RSG 506 100-LPHG 5270 138.61$        

Foundational Public Health 

Responsibilities 109 100-LPHG 5270 83.60$        

Healthy Homes 401 100-LPHG 5270 34.98$        

IQIP 308 100-LPHG 5270 125.97$        50% of Counties

Total 11,354.32$        

Meeker-McLeod-Sibley Community Health Services
Indirect Cost Quarterly Payment to LPHG from programs

Indirect Cost Fund Transfers

Printed 8/20/2024
Page 1 of 1
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Date Uploaded to CDS:

Reporting Quarter Apr-June 2024

Program Name Program Code        (Transfer Funds From) Transfer of Funds to Payment Code Payment Amount

Sexual and Reproductive Health 

Services 206 100-LPHG 5270 600.00$        
100% to CHS as counties never 

collected prior

RHEN-2 626 100-LPHG 5270 369.61$        50% of Counties

Project Harmony April 212 100-LPHG 5270 1,944.48$        None of Counties

Project Harmony May 212 100-LPHG 5270 2,085.04$        None of Counties

Project Harmony June 212 100-LPHG 5270 2,046.93$        None of Counties

CTC 601 100-LPHG 5270 2,184.60$        50% of Counties

WIC April 236 100-LPHG 5270 1,275.00$        None of Counties

WIC May 236 100-LPHG 5270 2,394.00$        None of Counties

WIC June 236 100-LPHG 5270 1,754.00$        None of Counties

Infrastructure 108 100-LPHG 5270 704.59$        None of Counties

WIC Peer 236 100-LPHG 5270 883.98$        CHS only grant

MCH/Title V 209 100-LPHG 5270 140.63$        Pre-Budgeted

TANF 224 100-LPHG 5270 2,396.00$        Pre-Budgeted

RSG 506 100-LPHG 5270 1,422.86$        Pre-Budgeted

Foundational Public Health 

Responsibilities 109 100-LPHG 5270 857.37$        CHS only grant

Healthy Homes 401 100-LPHG 5270 721.06$        50% of Counties

IQIP 308 100-LPHG 5270 98.96$        50% of Counties

Total 21,879.11$        

Meeker-McLeod-Sibley Community Health Services
Indirect Cost Quarterly Payment to LPHG from programs

Indirect Cost Fund Transfers

Printed 8/20/2024
Page 1 of 1
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Meeker-McLeod-Sibley Community Health Services 
PERSONNEL POLICY 

INTRODUCTION 
CODE OF CONDUCT 

 

 
SECTION 1 GENERAL PROVISIONS 

 

 
1.1 EQUAL OPPORTUNITY EMPLOYER 
1.2 RECRUITMENT AND SELECTION PROCESS 
1.3 DATA PRIVACY 
1.4 POLICY AGAINST OFFENSIVE CONDUCT, HARASSMENT 

AND VIOLENCE 
1.5 NEPOTISM 
1.6 OUTSIDE ACTIVITIES 
1.7 HOURS OF WORK AND ATTENDANCE 

 
 
SECTION 2 COMPENSATION/BENEFITS 

 

 
2.1 SALARY SCHEDULE/PLAN 
2.2 OVERTIME COMPENSATION 
2.3 REIMBURSABLE EXPENDITURES 
2.4 TERMINATION ENTITLEMENTS 
2.5 INSURANCE BENEFITS 

 
 
 
SECTION 3 EMPLOYEE PERFORMANCE/CONDUCT 

 

 
3.1 EMPLOYEE PROBATIONARY PERIOD 
3.2 PERFORMANCE EVALUATIONS 
3.3 DISCIPLINE 
3.4 GRIEVANCE PROCEDURE 
3.5 TERMINATION OF EMPLOYMENT 
3.6 DRUG AND ALCOHOL-FREE WORKPLACE 
3.7 FOOD PURCHASING 
3.8 TOBACCO FREE AND SMOKE FREE ENVIRONMENT 
3.9 HEALTHY VENDING 
3.10 LACTATION POLICY 
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3.11 LATEX ALLERGY/SENSITIVITY 
 
 
 
SECTION 4 LEAVE PROVISIONS 

 

 
4.1 HOLIDAYS 
4.2 VACATIONS 
4.3 SICK LEAVE 
4.4 FUNERAL LEAVE 
4.5 MATERNITY/PATERNITY LEAVE OF ABSENCE 
4.6 FAMILY AND MEDICAL LEAVE ACT 
4.7 JURY DUTY 
4.8 PERSONAL LEAVE 
4.9 EDUCATION LEAVE 
4.10 INCLEMENT WEATHER/EMERGENCY CONDITIONS 
4.11 VOLUNTEERISM LEAVE 
4.12 MILITARY LEAVE 
4.13 VOTING LEAVE 
4.14 POLITICAL LEAVE 
4.15 VOLUNTARY LEAVE TRANSFER 
4.16 UNPAID LEAVE 

 
 
 
SECTION 5 TECHNOLOGY/EQUIPMENT 

 
 
5.1 ACCEPTABLE USE FOR COMPUTER AND NETWORK 

SYSTEMS 
5.2 CELLULAR TELEPHONE 
5.3 ELECTRICAL EQUIPMENT USAGE AND PURCHASING 
5.4 SOCIAL MEDIA USAGE 
5.5 VEHICLE AND EQUIPMENT USE 
5.6 IDENTIFICATION BADGES 
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INTRODUCTION 
 
 
The Meeker-McLeod-Sibley Community Health Board hereby establishes a 
personnel policy for any employee, agent, officer, commissioner or any other elected 
official. These policies shall apply to all employees of Meeker-McLeod-Sibley 
Community Health Services unless otherwise superseded by a collective 
bargaining agreement or Federal or State Statute or Merit System. 
 
 
It is the purpose of these policies to provide uniform, comprehensive, appropriate 
and efficient system of personnel administration in Meeker-McLeod-Sibley 
Community Health Services. This system is designed to provide for standards of 
excellence in employment and the fair treatment of applicants and employees in all 
aspects of personnel administration.  
 
The Meeker-McLeod-Sibley Community Health Board reserves the right to 
delegate certain functions of personnel administration where appropriate and in the 
best interest of Meeker-McLeod-Sibley Community Health Services. 
 

 
The Meeker-McLeod-Sibley Community Health Board recognizes that this 
personnel policy manual is not a comprehensive list of work rules for Meeker-
McLeod-Sibley Community Health Services employees. Meeker-McLeod-Sibley 
Community Health Services reserves the right at its discretion to deviate from these 
policies, adopt additional policies, amend or repeal these policies as it sees fit, at 
the sole discretion of the Meeker-McLeod-Sibley Community Health Board, 
without notice to employees. 
 
 
These policies and procedures are not an employment contract. The policies and 
procedures contained herein supersedes any and all prior personnel policies, past 
practices, oral and written representation, or statements regarding the terms and 
conditions of employment with Meeker-McLeod-Sibley Community Health 
Services. 
 

 
The Meeker-McLeod-Sibley Community Health Board retains the full and 
unrestricted right to operate and manage all manpower, facilities and equipment; to 
establish functions and programs; to set and amend budgets; to determine the 
utilization of technology; to establish and modify the organizational structure; to select, 
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direct and determine the number of personnel; to establish work schedules, and to 
perform any managerial function in a manner not otherwise specifically limited by 
State and/or Federal Law, current bargaining agreements, these regulations and 
Meeker-McLeod-Sibley Community Health Board resolutions. 
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The Director and Management team may establish rules of procedure for the 
express administration of personnel matters unique to the Meeker-McLeod-Sibley 
Community Health Services. Such rules shall be filed with the Meeker-McLeod-
Sibley Community Health Services Director. 
 
 
Those employees who are subject to collective bargaining agreements as negotiated 
in accordance with the Public Employment Labor Relations Act, or as amended, 
shall be governed by the terms of the collective bargaining agreement in addition to 
these policies. In the event of a conflict between a collective bargaining agreement 
and these policies, the collective bargaining agreement shall prevail. Nothing in 
these policies shall be construed to confer any additional direct or indirect 
compensation or fringe benefit upon any employee included in a collective 
bargaining agreement. No employee subject to a collective bargaining agreement 
shall have the right to file a grievance through these policies. 
 
 
Employees subject to these policies shall comply with and carry out the provisions 
of these policies, as well as any additional departmental rules and regulations. Any 
employee who fails to comply with any of the provisions of these Policies or rules 
adopted thereunder, shall be subject to disciplinary action, up to and including 
discharge. 
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CODE OF CONDUCT 
 
 
It is the policy of the Meeker-McLeod-Sibley Community Health Board to 
promote the highest standards of honesty, impartiality and conduct. The Meeker-
McLeod-Sibley Community Health Services Code of Conduct is designed to 
instruct and guide an official, agent or employee of the conduct expected and required 
in both their official duties and their general conduct. 
 
 
No employee shall engage in any act which is in conflict or creates an appearance of 
impropriety or conflict with the performance of official duties. When an employee 
believes the potential for a conflict of interest exists, it is the employee’s 
responsibility to avoid the situation. Employees must notify their supervisor if a 
conflict of interest or perception of a conflict of interest situation exists or may exist. 
Employees who knowingly fail to avoid or disclose a potential, perceived or actual 
conflict of interest situation are subject to disciplinary action in addition to any 
criminal penalty that may be involved. 
 
 
THE BASIC CODES OF ETHICS 

 

ETHICAL PRACTICES 
 

 
An official, agent or employee of Meeker-McLeod-Sibley Community Health 
Services is expected to observe the highest standards of business and personal ethics. 
Primarily this involves the practice of honesty and sincerity in dealings with other 
government officials, the public, fellow employees and those with whom Meeker-
McLeod-Sibley Community Health Services transacts business. This would also 
involve the avoidance of any relationship with persons, firms or corporations with 
whom Meeker-McLeod-Sibley Community Health Services transacts business, 
which may involve the employee in a conflict of interest which could be detrimental to 
them, Meeker-McLeod-Sibley Community Health Services, or fellow employees. 
This Code of Conduct is general in nature. However, the absence of a Meeker-
McLeod-Sibley Community Health Services instruction covering a particular 
situation does not relieve an employee from the responsibility of exercising the highest 
ethical standards in that situation. 
 
 
ILLEGAL PRACTICES 
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No official, agent, or employee shall, in discharging their assigned responsibilities and 
duties, engage in any activity which might involve them or Meeker-McLeod-Sibley 
Community Health Services or its employees in a violation of any federal, state or 
local law, rule or regulation. It is the direct responsibility of each individual, agent or 
employee to familiarize themselves with the legal standards and restrictions applicable 
to their assigned duties and to guide them accordingly. The services of Meeker-
McLeod-Sibley Community Health Services attorneys are available for advice and 
consultation in this respect. 
 
Any official, agent, or employee who discovers evidence of theft or misuse of public 
funds shall report the incident to the McLeod County Law Enforcement Agency 
and the State Auditor. 

 
 
CONFLICTS OF INTEREST 

 

 
An employee shall not enter into a business transaction when he/she uses 
confidential information gained in the course of employment. 

 
 
An employee shall not provide financial assistance to a client from their own 
personal resources. 

 

 
An employee may not accept compensation in any form from a client or vendor for 
his/her work for the Meeker-McLeod-Sibley Community Health Services, i.e. 
including but not limited to, money, sporting event tickets, gift cards, etc. 
Compensation does not include items of insignificant value such as pens or items of 
very nominal value, awards, plaques, or momentos recognizing the employee’s 
contribution in their area or to a charitable organization, honoraria or other expenses in 
conjunction with a paper presentation or demonstration in the employee’s field of 
expertise or scholarships/financial grants for schooling. 
 
 
An employee shall not knowingly: 

 
 

Use his/her position to secure benefits, privileges, exemptions or 
advantages for the employee, the employee’s family or friends 

 
 

Accept other employment, enter into a contractual relationship or public 
office where it will affect the employee’s independence of judgment or 
require use of the confidential information gained in the employee’s duties as 
an employee for the Meeker-McLeod-Sibley Community Health 
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Services. 
 

 

Act as an agent or attorney for any matter pending before Meeker-McLeod-
Sibley Community Health Services or its boards or agencies except in the 
proper discharge of his/her duties or if such action is personal in nature to the 
employee or the employee’s family. 
 

Example: An employee should not appear before the Planning Commission on behalf 
of a third party and seek to use his/her position to sway the Commission because of 
such position. However, an employee may have to utilize the Court system to act as a 
Personal Representative in a family member’s estate or in a dissolution action.
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SECTION 1.1 - EQUAL OPPORTUNITY EMPLOYER/ 
AFFIRMATIVE ACTION 

 
 
It is the policy and intent of Meeker-McLeod-Sibley Community Health Services 
to provide equality in employment to all persons. This policy expressly prohibits 
discrimination because of race, color, creed, religion, national origin, mental or 
physical disability, sexual orientation, marital status, status with regard to public 
assistance, sex, age or other protected class status (except where age is a bona fide 
occupational qualification) in all aspects of its personnel policies, programs, 
practices, and operations. 

 
 
Meeker-McLeod-Sibley Community Health Services will take affirmative action 
to ensure that all employment practices are free of discrimination. Such employment 
practices include, but are not limited to, the following: hiring, upgrading, demotion, 
transfer, recruitment or recruitment advertising, selection, layoff, disciplinary action, 
termination, rates of pay or other forms of compensation and selection for training 
including apprenticeship. 

 

 
Meeker-McLeod-Sibley Community Health Services fully supports incorporation 
of non-discrimination and Affirmative Action rules and regulations into contracts. 

  
Meeker-McLeod-Sibley Community Health Services has appointed the McLeod 
County Human Resources Director to manage the Equal Employment Opportunity 
program. The responsibilities will include monitoring all Equal Employment 
Opportunity activities and evaluating the effectiveness of the Affirmative Action 
program on an annual basis and as required by federal, state and local agencies. The 
Meeker-McLeod-Sibley Community Health Services Administrator of Meeker-
McLeod-Sibley Community Health Services will receive and review reports on the 
program. If any employee or applicant for employment believes he/she has been 
discriminated against, please contact Meeker-McLeod-Sibley Community Health 
Services Administration, 830  11th Street East, Suite 110, Glencoe MN 55336. 
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SECTION 1.2 -  RECRUITMENT AND SELECTION PROCESS 
 

 
It is the policy of Meeker-McLeod-Sibley Community Health Services 
to recruit and select qualified persons for positions in Meeker-McLeod-Sibley 
Community Health Services service. Employees of the Meeker-McLeod-Sibley 
Community Health Services shall be encouraged to advance their career through 
promotion or transfer. Recruitment shall be conducted in a manner to ensure open 
competition, provide equal employment opportunity and to prohibit discrimination.   

 
 
RECRUITMENT PROCESS 

 

 
When there is a need to hire staff, including replacement or temporary hires the CHS 
Director in consultation with the CHS Management Team shall make a request to the 
Meeker-McLeod-Sibley Community Health Board. 
 
 
After Meeker-McLeod-Sibley Community Health Board approval, the Human 
Resources Director shall work with the CHS Management Team to update and 
approve the job description, determine the appropriate advertising media and shall 
post according to collective bargaining agreements, if applicable. Advertising shall 
be done in a cost-effective manner as approved by the HR Director. Each item of 
advertising shall include the words “Equal Opportunity/Affirmative Action 
Employer.” Internal and external posting may be done simultaneously. The 
application deadline will be set at least 5 business days after the last advertisement is 
run. 
 
 
All applicants for employment in Meeker-McLeod-Sibley Community Health   
Services shall complete the McLeod County On-line Employment Application. 
Separate applications shall be submitted for each vacancy for which the applicant 
wants to be considered.  Resumes or other documentation be submitted on request. 

 
 
SELECTION PROCESS 

 

 
All applications shall be reviewed, rating them on a 100-point scale. This scale, 
called a Training & Experience Rating Form, allows the CHS Management 
Team to rank the applicants based on minimum and desired qualifications 
needed for the essential functions of the job. This scale should be developed 
before advertising for the position so that objective criteria is in place and shall 

83



be applied without influence 
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from applications received. If the applicants meet the minimum qualifications, 
Veteran’s Preference points will be awarded per MS 197.447, or as amended. 

 
 
All interviews are structured to provide the most objective assessment of each 
applicant’s qualifications. The interviews will be conducted by the CHS 
Management Team and/or designee(s). In addition to a verbal interview, skills 
testing may also be conducted on each of the applicants. 

 
 
It shall be the hiring department’s responsibility to conduct reference checks on the 
applicants. 

 
 
Once the finalist is determined,  Human Resources will be contacted and a verbal 
conditional offer of employment can be made by the CHS. Once the candidate has 
accepted, contact Human Resources as soon as possible. Human Resources will send 
out a letter stating the conditional offer of employment, the salary and start date 
and will include the Background Check Authorization form. Other applicants will be 
notified regarding that decision. (The Meeker-McLeod-Sibley Community Health 
Board, the CHS Management Team Services and Human Resources shall be 
conferred with in setting a beginning salary rate in the case of promotion, demotion or 
new hire that is above the minimum of the appropriate grade). Conditions of 
employment may include, but are not limited to, a background check, criminal 
records check, drug testing, physical examination and driving record check. Human 
Resources shall assist the hiring department with these requirements. A criminal 
background check shall be conducted on all finalists for employment, all volunteers, 
contracted personnel or those working for Meeker-McLeod-Sibley Community 
Health Services through a temp service. 
 
 
Once the Background Check results have been received, Human Resources will 
contact the CHS Management Team to review the information and determine a start 
date. The CHS Management Team will notify the Payroll/Benefits Coordinator to 
schedule a primary orientation with the Payroll/Benefits Coordinator so that the 
new employee can complete employment forms and receive benefit information 
(if applicable). New employees will also attend a secondary orientation scheduled 
by Human Resources to receive information about various aspects of employment, 
including computer and phone basics and OSHA/safety training.  Additional training 
specific to Meeker-McLeod-Sibley Community Health Services program will be 
conducted by CHS Management team and/or designee(s). 

 
 
The new employee will serve a probationary period, the length set by applicable 
personnel policy or union contract. 
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SECTION 1.3 - DATA PRIVACY 

 
 
It is the policy of the Meeker-McLeod-Sibley Community Health Board to comply 
with the requirements of the Minnesota Government Data Practices Act that relate to 
public access to government data and rights of subjects of data. The Meeker-
McLeod-Sibley Community Health Services Guidelines and Procedures for the 
Minnesota Data Practices Act are available upon request. 
 
 
Data on individuals are classified as either public, private or confidential. Public data 
must be available to anyone for any reason. Private data is available only to the data 
subject and anyone authorized by the data subject or by law to see it. Data classified 
as confidential is not available to the public or the data subject. 
 
 
Anyone may exercise the right to access public government data by either calling or 
writing the Meeker-McLeod-Sibley Community Health Services Administrator’s 
Office. 
 
 
Employees may obtain access to their personnel file by contacting their Department 
Head. Only public and private data need be made available (not confidential). 
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SECTION 1.4 - POLICY AGAINST OFFENSIVE CONDUCT, 
HARASSMENT AND VIOLENCE 

 
 
I. GENERAL STATEMENT OF POLICY 

 

 
Meeker-McLeod-Sibley Community Health Services will maintain an 
environment that is free from offensive conduct, harassment and violence 
based on the protected classes of race, color, creed, national origin, gender, 
religion, disability, age, marital status, familial status or status with regard to 
public assistance or sexual orientation.  

 
It shall be a violation of this policy for any employee, agent, officer, 
commissioner or other elected official of Meeker-McLeod-Sibley 
Community Health Services to engage in offensive or harassing verbal or 
physical conduct of a sexual nature or to inflict, threaten to inflict, or 
attempt to inflict sexual violence or violence based on race, color, creed, 
national origin, gender, religion, disability, age, status with regard to public 
assistance, marital status or sexual orientation towards any Meeker-McLeod-
Sibley Community Health Services employee, officer, agent, or member of 
the public seeking public services or accommodations from the Meeker-
McLeod-Sibley Community Health Services. 

 
 

Meeker-McLeod-Sibley Community Health Services policy also protects 
employees from offensive conduct, harassment, and violence by vendors, 
third-parties, and the general public. In such case, the employee subject to 
the conduct should follow the procedures outlined in this policy. 

 

 
Violence is a physical act of aggression, assault or force or the threat thereof. 
Any violence or threat for any reason (except defense of self or other, or, in 
the case of law enforcement and correctional staff, force as authorized by 
department policy) is expressly prohibited. This policy sets a zero tolerance 
for violence in any form and violence for any reason (except as noted above) 
is prohibited and will not be tolerated in the workplace. 
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Meeker-McLeod-Sibley Community Health Services will act to investigate 
all complaints, either formal or informal, verbal or written, of offensive, 
harassing or violent conduct based on the protected classes listed above.  

 
II. OFFENSIVE CONDUCT, HARASSMENT AND VIOLENCE 

DEFINED 
 

Offensive conduct/harassment for all the protected classes listed previously 
includes: 

 
1) Submission to that conduct or communication is made a term or condition, 

either explicitly or implicitly, of obtaining or retaining employment, public 
service or public accommodations; 

2) Submission to or rejection of that conduct or communication by an 
individual is used as a factor in decisions affecting that individual’s 
employment, public services or public accommodations or; 

3) That conduct or communication has the purpose or effect of substantially or 
unreasonable interfering with an individual’s employment or use of public 
services or public accommodations or creating an intimidating, hostile or 
offensive employment, public service or public accommodation 
environment. 

 
 

The following list will serve to further define some types of offensive 
conduct or harassment: 

 
 

A. Sexual/ Gender Based Offensive Conduct or Harassment: Definition. 
 

 
Sexual/Gender based offensive conduct/harassment includes unwelcome 
physical or verbal conduct relating to an individual’s gender or directed 
at an individual because of gender; unwelcome sexual advances, 
requests for sexual favors, sexually motivated physical conduct or other 
verbal or physical conduct or communication of a sexual or gender 
biased nature: Examples of sexual/gender harassment may include but 
are not limited to: 

 
 

i. unwelcome verbal remarks, jokes or innuendoes of a sexual nature 
or based upon gender; 

 

 
ii. unwelcome pressure for sexual activity; 
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iii unwelcome, sexually motivated touching or inappropriate patting, 
pinching, or other physical contact; 

 
 

iv. unwelcome sexual behavior or words, including demands for sexual 
favors, accompanied by implied or overt threats, promises, or 
preferential treatment with regard to an individual’s employment or 
access to public services or public accommodations; 

 
 
 

v. distribution or display of written materials, pictures or other graphics 
of a sexual or gender biased nature; 

 
 

B. Sexual Violence: Definition: 
 

 
Sexual violence is a physical act of aggression or force or the threat 
thereof which involves the touching of another’s intimate parts, or 
forcing a person to touch any person's intimate parts including  the 
genital area, groin, inner thigh, buttocks or breasts, as well as the 
clothing covering these areas. 

 
 

Sexual violence may include, but is not limited to: 
 
 

1. touching, patting, grabbing or pinching another person’s intimate 
parts, whether that person is of the same sex or the opposite sex; 

 
 

2. coercing, forcing or attempting to coerce or force the touching of 
anyone’s intimate parts; 

 

 
3. threatening to force or coerce sexual acts, including the touching 

of intimate parts or intercourse, on another; 
 
 

4. Assault upon another because of, or in a manner reasonably related 
to, gender. 

 
 
 

C. Racial/Color/National Origin Violence: Definition. 
 
 

Racial/Color/National Origin violence is a physical act of aggression or 
assault upon another because of, or in a manner reasonably related to, 
race, color, or national origin. 
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D. Religious or Creed-Based Violence: Definition. 
 
 

Religious or creed-based violence is a physical act of aggression or 
assault upon another because of, or in a manner reasonably related to, 
religion. 

 
 
 

E. Marital Status Based Offensive Conduct/Harassment and Marital 
Status Bias: Definition: 

 

 
“Marital status” means whether a person is single, married, remarried, 
divorced, separated or a surviving spouse, and in employment cases 
includes protection against discrimination on the basis of the identity, 
situation, actions or beliefs of a spouse or former spouse. 

 
 

F. Status With Regard to Public Assistance Based Offensive 
Conduct/Harassment and Bias: Definition. 

 

 
“Status with regard to public assistance” means the condition of being a 
recipient of federal, state or local assistance. 

 
 

G. Sexual Orientation Based Offensive Conduct/Harassment and  Bias: 
Definition 

 

 
“Sexual Orientation” means having or being perceived as having an 
emotional, physical or sexual attachment to another person without 
regard to the sex of that person or being perceived as having an 
orientation for such an attachment, or having or being perceived as 
having a self-image or identity not traditionally associated with one’s 
biological maleness or femaleness. “Sexual orientation” does not include 
physical or sexual attachment to children by an adult. 

 
H. Sexual Orientation Based Violence: Definition. 

 
 

Sexual orientation violence is a physical act of aggression or assault 
upon another because of, or in a manner reasonably related to, that 
individual’s actual or perceived sexual orientation. 
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I. Assault: Definition.  Assault is: 
 
 

1. an act done with intent to cause fear in another of immediate 
bodily harm or death; 

 
 

2. the intentional infliction of or attempt to inflict bodily harm upon 
another; or 

 
 

3. the threat to do bodily harm to another with present ability to 
carry out the threat. 

 
 
III: APPLICABILITY 

 

 
Offensive conduct, harassment or bias may occur (this list includes but is 

not limited to): 
 

 
1. Between a supervisor and an employee; 

 
 

2. Between co-employees; 
 
 

3. Between an employee or supervisor and a member of the public 
seeking to obtain or use public services/ accommodations; 

 
 

4. Between a commissioner or other elected official  and  an 
employee or member of the public receiving or seeking public 
services/accommodations; 

 

 
5. Against an employee or supervisor by a vendor;  

 
6. Between an agent of the Meeker-McLeod-Sibley Community 

Health Services and an employee, supervisor, elected official or 
member of the public. 

 
 
IV. REPORTING PROCEDURES 

 
Any person who believes he or she has been the victim of offensive conduct 
of a sexual nature, sexual harassment or harassment or bias based on race, 
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color, creed, national origin, gender, religion, disability, age, marital status, 
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status with regard to public assistance or sexual orientation by an employee, 
agent, official, commissioner or other elected official of Meeker-McLeod-
Sibley Community Health Services, or any person with knowledge or 
belief of conduct which may constitute such harassment or bias toward 
an employee, official or member of the public seeking or receiving 
public services or accommodations, shall report the alleged conduct 
immediately to an appropriate Meeker-McLeod-Sibley Community Health 
Services  official designated below. 

 
 
Meeker-McLeod-Sibley Community Health Services encourages the reporting 
party or complainant to use the report form available from the McLeod County 
Administrator’s office or available from a member of the CHS Management 
Team, but verbal reports shall be considered complaints as well. Nothing in 
this policy shall prevent any person from reporting harassment or violence 
directly to the Meeker-McLeod-Sibley Community Health Services Human 
Rights Officer. 
 
 

A. Meeker-McLeod-Sibley Community Health Services Department 
 
 

1. The CHS Administrator is the person responsible for receiving 
verbal or written reports of all types of offensive conduct, 
harassment and bias described in Section II, at the department 
level. 

 

 
2. Any CH S  M an age m e n t  Te a m  m em b e r ,  an d /o r  

supervisory employee (team leaders), who receives a formal or 
informal, verbal or written report of harassment, bias or 
violence as defined in this policy, or who otherwise becomes 
aware of harassment, bias or violence as defined in this policy, 
shall inform the CHS Administrator immediately without 
screening or investigating any report, unless the CHS 
Administrator is involved in the alleged harassment, bias or 
violence. In the event that the CHS Administrator is involved, or it 
is otherwise deemed by the supervisory employee to be 
inappropriate to report to the CHS Administrator, the report shall 
be made directly to the McLeod County Human Rights Officer or 
Alternative Human Rights Officer as described below. Failure of 
a supervisory employee to forward such a report to the 
appropriate party shall be grounds for discipline, including 
immediate discharge of employment. 
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3. Upon receipt of a report, the CHS Administrator must notify 
the McLeod County Human Rights Officer immediately, without 
screening or 
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investigating the report. The CHS Administrator may request, but 
may not insist upon, a written complaint by the complainant. A 
written statement of the facts alleged will be forwarded as soon as 
practicable by the CHS Administrator to the McLeod County 
Human Rights Officer. If the report was given verbally, the CHS 
Administrator shall personally reduce it to written form within 24 
hours and forward it to the Human Rights Officer. Failure to 
forward any harassment or violence report or complaint as provided 
herein will result in disciplinary action against the department head, 
including immediate termination from employment. 

 
 

4. If the complaint involves the CHS Administrator, the complaint shall 
be made or filed directly with the McLeod County Human Rights 
Officer by the reporting party or complainant. 

 

 
5. The Meeker-McLeod-Sibley Community Health Board hereby 

designates the Meeker-McLeod-Sibley Community Health Services 
Administrator, 1805 Ford Ave Suite 200, Glencoe, MN 55336, 507-
766-3531, as the Meeker-McLeod-Sibley Community Health Services 
Human Rights Officer to receive reports of sexual harassment and of 
offensive conduct, harassment and violence based on race, color, 
creed, national origin, gender, religion, disability, age, marital status, 
status with regard to public assistance or sexual orientation. 

 
 

6. If the complaint involves the Human Rights Officer, the complaint 
shall be filed directly with the Alternative Human Rights Officer, 
who is the McLeod County Human Rights Officer, County 
Administrator, McLeod County, 830 11th Street East, Suite 112, 
Glencoe, MN 55336, 320-864-1265. 

 
 

7. The Meeker-McLeod-Sibley Community Health Services shall 
conspicuously post the name of the Human Rights Officer and 
Alternative Human Rights Officer, including mailing address and 
telephone number. 

 

 
C. Submission of a good faith complaint or report of offensive or harassing 

conduct of a sexual nature or offensive conduct, harassment, bias or 
violence based on race, color, creed, national origin, gender, religion, 
disability, age, marital status, status with regard to public assistance or 
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sexual orientation shall not affect the reporter's future employment or 
access to public services or public accommodations. 

 

D. The Meeker-McLeod-Sibley Community Health Services will process 
complaints made under this policy as discreetly as possible, consistent with 
the Meeker-McLeod-Sibley Community Health Services’s legal obligations 
and the necessity to investigate allegations of discriminatory harassment 
and violence and take disciplinary action when the conduct has occurred. 

 
 
V. INVESTIGATION 

 

 
A. By authority of the Meeker-McLeod-Sibley Community Health Board, 

the Human Rights Officer or Alternative Human Rights Officer, upon 
receipt of a report or complaint of offensive or harassing conduct of a 
sexual nature or offensive conduct, harassment, bias or violence based 
on race, color, creed, national origin, gender, religion, disability, age, 
marital status, status with regard to public assistance or sexual 
orientation, shall undertake or authorize an investigation. The 
investigation may be conducted by Meeker-McLeod-Sibley Community 
Health Services officials or by a third-party designated by the Meeker-
McLeod-Sibley Community Health Board. 

 
 

B. The investigation may consist of personal interviews with the 
complainant, the individual(s) against whom the complaint is filed, and 
others who may have knowledge of the alleged incident(s) or 
circumstances giving rise to the complaint. The investigation may also 
consist of any other methods and documents deemed pertinent by the 
investigator. 

 
 

C. In determining whether alleged conduct constitutes a violation of this 
policy, Meeker-McLeod-Sibley Community Health Services should 
consider the surrounding circumstances, the nature of the behavior, 
past incidents or past or continuing patterns of behavior, the 
relationships between the parties involved and the context in which the 
alleged incidents occurred. Whether a particular action or incident 
constitutes a violation of this policy requires a determination based on 
all the facts and the surrounding circumstances. 

 
 
 

D. In addition, the Meeker-McLeod-Sibley Community Health Board may 
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take immediate steps, at its discretion, to protect the complainant and 
other employees or members of the public pending completion of the 
investigation. 

 
 

E. Meeker-McLeod-Sibley Community Health Services Human Rights 
Officer shall make a written report to the MMS CHS Attorney. If the 
complaint involves the Attorney, the report may be filed directly with 
the  Meeker-McLeod-Sibley Community Health Board. The report shall 
include a determination of whether the allegations have been 
substantiated as factual and whether they appear to be violations of this 
policy. 

 
 
VI. Meeker-McLeod-Sibley Community Health Board ACTION 

 
 

A. The Meeker-McLeod-Sibley Community Health Board will take such 
action as appropriate based on the results of the investigation. In the 
event that the investigation establishes that a violation of this policy 
has occurred, disciplinary action may be taken. 

 

 
B. Consistent with the requirements of the Minnesota Government Data 

Practices Act, Minnesota Statutes § 13.01 et. seq., the results of the 
Meeker-McLeod-Sibley Community Health Service's investigation will 
be made available to the complainant. 

 
 
VII. REPRISAL 

 

 
Meeker-McLeod-Sibley Community Health Services will discipline (up to 
and including termination) or take appropriate action against any 
employee, officer, commissioner, agent or other elected official, or other 
person, who retaliates against any person who reports alleged harassment, 
bias or violence under this policy or any person who testifies, assists or 
participates in an investigation, or who testifies, assists or participates in a 
proceeding or hearing relating to such harassment, bias or violence. 
Retaliation includes, but is not limited to, any form of intimidation, 
reprisal or harassment. 

 
 
VIII. DISCIPLINE 

 
 

Any Meeker-McLeod-Sibley Community Health Services action taken 
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against an individual pursuant to this policy shall be consistent with the 
requirements of: 

 

 
A. Applicable Collective Bargaining Agreements; 

 
 

B. Meeker-McLeod-Sibley Community Health Services Policies; 
 
 

C. State and Federal Law. 
 
 

Meeker-McLeod-Sibley Community Health Board will take such 
disciplinary action it deems necessary and appropriate, including 
warning, suspension, immediate discharge or other appropriate action 
to end discriminatory harassment and violence and prevent its 
recurrence. 
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IX. DISSEMINATION OF POLICY 
 

 
A. This policy shall be kept at each public health department location of 

Meeker, McLeod, Sibley counties in areas accessible to employees and 
members of the public. 

 

 
B.  This policy shall be distributed to all employees upon its 

adoption and to all new employees upon hire. 
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MEEKER-MCLEOD-SIBLEY COMMUNITY HEALTH SERVICES 
OFFENSIVE CONDUCT, HARASSMENT AND VIOLENCE 
INCIDENT REPORT FORM 

 
Meeker-McLeod-Sibley Community Health Services maintains a policy to provide a work 
environment free from offensive conduct, harassment and violence. Offensive conduct, 
harassment and violence in any manner or form will not be tolerated. Meeker-McLeod-Sibley 
Community Health Services encourages the reporting of incidents and will actively investigate as 
well as take appropriate action on all reports. 

 

 
 
 
 
 

YOUR NAME: 

ADDRESS: 

 
TELEPHONE NUMBER: 

 
 
 
 
NAME OF PERSON YOU BELIEVE HARASSED YOU: 

 
LIST OF ANY WITNESSES WHO WERE PRESENT: 
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LOCATION(S) WHERE INCIDENT(S) OCCURRED: 
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Describe the incident(s) as completely as possible, including such things as: What force, if 
any was used; verbal statements (e.g., threats, requests, demands, etc.); what, if any 
physical contact was involved; what you did to avoid the situation; etc. (use reverse side if 
necessary) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
I hereby certify that the information I have provided in this form or as an attachment to 
this form is true, correct and complete to the best of my knowledge and belief. 

 
 
Signature 

 
 
Date 
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SECTION 1.5 - NEPOTISM 
 
 
General – In order to ensure the lack of bias and/or favoritism or the appearance of 
same, relatives of Meeker-McLeod-Sibley Community Health Services department 
heads and employees will not be employed, promoted, or engaged to perform 
services where it results in a relative serving as a direct report or directly 
influencing the recruitment, employment, salary, fees or performance review of 
another relative. Relatives shall be defined as persons related by blood or 
marriage within the third degree of kindred, computed according to the rules of 
“civil law” which shall include: spouse, parents, sons, daughters, brothers, sisters, 
grandparents, in-laws, persons who live with each other and consider themselves 
or represent to others a relationship situation ally similar to being married. All 
decisions and determinations with regard to the interpretation and effect of the 
above shall be made by the Human Resources Director. 

 
 
Transfers – The regulations stated above supersede any and all language associated 
with transfers. 

 

 
Marriage – If two employees within the same department marry during the period 
of their employment which results in one employees serving as a direct report or 
directly influencing the recruitment, employment, salary, fees or performance 
review of the employee’s spouse, or otherwise develop a relationship defined in the 
first paragraph above which results in one employees serving as a direct report or 
directly influencing the recruitment, employment, salary, fees or performance 
review of the employee’s relative, one of the employees shall be transferred to 
another department if a position is available. 

 
 
In determining who will be transferred, the preferences of the employees will be 
granted, subject to bargaining unit contracts, fitness for the position and 
availability of the position. If no position exists, and the parties do not indicate a 
preference as to who shall resign, a termination notice shall be served on the 
person with the least seniority. 
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SECTION 1.6 - OUTSIDE ACTIVITIES 
 
 
Employees shall not participate in any employment, private business, or activity 
during hours scheduled to work for Meeker-McLeod-Sibley Community Health 
Services, or outside work hours, in a manner that is in conflict with duties assigned 
by Meeker-McLeod-Sibley Community Health Services.  

 

 
No Meeker-McLeod-Sibley Community Health Services employee will hold an 
outside position or interest when it is determined that the outside position or 
interest is incompatible with the assigned position the employee holds with 
Meeker-McLeod-Sibley Community Health Services. Where the outside 
employment or activity is of a similar nature to Meeker-McLeod-Sibley Community 
Health Services employment, the Department Head will indicate written approval or 
disapproval to the employee and Meeker-McLeod-Sibley Community Health 
Services Administrator. In instances where the Meeker-McLeod-Sibley 
Community Health Services Administrator finds actual or apparent conflict of 
interest, the Meeker-McLeod-Sibley Community Health Services Administrator 
may so determine. Employees shall discontinue any outside activity within seven 
(7) days upon receiving written notice from the Department Head to that effect. 

 
 
The employee’s failure to disclose to the Department Head that the employee is 
participating in non- Meeker-McLeod-Sibley Community Health Services 
employment may be grounds for disciplinary action including suspension or 
dismissal. 
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SECTION 1.7 – HOURS OF WORK AND ATTENDANCE 
 

 
Full-time employees shall be regularly scheduled to work 40 hours per week. A 
work week shall be a seven day period, measured from Sunday through the 
following Saturday. The normal work day shall be 8 hours starting at 8:00 a.m. and 
ending at 4:30 p.m. for the convenience of the public and for the efficiency of 
operations. With approval from the CHS Management Team, employees may adopt 
flexible schedules provided that normal Meeker-McLeod-Sibley Community 
Health Services business hours and a 40 hour work week is maintained. Hours 
can only be flexed within one work week. 

 
 

ATTENDANCE 
 

a. Assignment of scheduled working hours shall be made by the C H S  
M a n a g e m e n t  T e a m .  

b. Employees are to be present at work during all regularly scheduled hours, 
unless arrangements in accordance with leave policies have been made. 

c. Unexcused absence and tardiness shall be reasons for disciplinary action, up 
to and including termination. 

 
 
LUNCH PERIODS 

 
a. Any employee working a shift of at least six continuous hours shall be entitled 

to a one-half hour lunch period each day. 
b. Lunch periods are not a compensated part of the work shift. An employee 

shall not be compensated in money or time off for refusing to take a 
scheduled lunch period. 

 
REST PERIODS 

 
a. An employee is entitled to a fifteen minute rest period midway during each 

four-hour period of work. 
b. Rest periods are part of the paid work shift. An employee shall not be 

compensated in additional money or time off for refusing to take a scheduled 
rest period. 

 

DOCUMENTATION 
 

a. CHS employees will use current McLeod County documentation system to 
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document hours worked.. 
b. Reporting of expenses will use the current McLeod County process, with 
approval by the CHS Administrator. 
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SECTION 2.1 - SALARY SCHEDULE/PLAN 

 
 
 
 

Meeker-McLeod-Sibley Community Health Services has adopted the 
McLeod County compensation plan.  The compensation plan shall be 
directly related to the job classification system and be designed to 
provide uniformity and comparable worth as far as it is practical. The 
compensation plan shall be developed and maintained so that all 
positions substantially similar are included within the same class, and 
that the same schedules of compensation may be made to apply with 
equity under like working conditions to all positions in the same class. 

 
 

It is the inherent right of the Meeker-McLeod-Sibley Community Health 
Board to redesign jobs, restructure jobs and create new jobs to meet the 
objectives of Meeker-McLeod-Sibley Community Health Services. From 
time to time, the Meeker-McLeod-Sibley Community Health Board will need 
to create new positions to better respond to the needs and challenges of 
Meeker-McLeod-Sibley Community Health Services. It will be the 
responsibility of CHS Management Team to define and determine essential 
requirements and duties of the position. Human Resources will work with 
CHS Management Team to develop the job description. A grade and pay 
range will be assigned through the job classification system. Final approval 
of a new position will require Meeker-McLeod-Sibley Community Health 
Board approval. The rating assigned the job description will be verified by 
Human Resources and may include further review at such time as the  job 
incumbent has sufficient experience to describe the duties and 
responsibilities of the position after it has developed and is stable. 
 
 

Annual adjustment to the compensation plan may be established at the 
discretion of the Meeker-McLeod-Sibley Community Health Board 
or through the collective bargaining process. The effective date of annual 
pay adjustments may be the beginning date of the first payroll period of 
each year. Employees whose salary is below the salary range maximum 
may also be eligible for an increase on the first day of the pay period 
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closest to the employee’s anniversary date in class. To receive such pay 
adjustment within the pay 
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range, an employee must have been employed by Meeker-McLeod-
Sibley Community Health Services for at least one year and must 
receive a satisfactory job performance review. 

 
 

An employee who receives a rating of 1, which means “Needs 
Improvement” in two or more performance review categories or in the 
same category in two consecutive performance evaluations will not be 
eligible for any range movement or general increase. The employee will 
have no claim to receive that increase in future years even if his/her 
performance has since improved. Employees can appeal their 
Performance Evaluation to the Meeker-McLeod-Sibley Community 
Health Services Administrator. It will be the responsibility of the 
Department Head to notify payroll of an employee not eligible for the 
pay increase due to poor performance. 
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SECTION 2.2 - OVERTIME COMPENSATION 

 

 
 
 
Non-Exempt Employees - All work hours in excess of 40 hours per week by non- 
exempt employees shall be eligible for overtime compensation at a rate of one and a 
half times the normal rate of pay. In lieu of overtime compensation, non-exempt 
employees may accrue compensatory time at the rate of one and a half times the 
regular rate of pay. The total available balance of accrued compensatory time shall 
not exceed 40 hours. 

 
 
All work which qualifies as overtime shall have prior approval by the CHS 
Administrator.  The use of comp time shall be approved through CHS 
Administrator. 

 
 
 
Exempt Employees - Exempt employees, as determined by the Federal Fair Labor 
Standards Act (FLSA), shall be entitled to compensatory time at straight time. 
The CHS Administrator may approve accrual of compensatory time for 
emergency or necessary work performed beyond 40 hours per week. The total 
available balance shall not exceed 40 hours and is not included in severance pay.  

 
 
For both Exempt and Non-exempt Employees, holidays will be considered time 
worked when calculating compensatory time or overtime compensation. Hours paid 
but not worked including the Floating Holiday, Vacation, Sick Leave and 
Compensatory Time shall not be included in the calculation of 40 hours per week for 
purposes of computing eligibility for overtime compensation or the accrual of 
compensatory time. 
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SECTION 2.3 – REIMBURSABLE EXPENDITURES 
 
 
Reasonable expenses incurred by employees for Meeker-McLeod-Sibley 
Community Health Services on Meeker-McLeod-Sibley Community Health 
Services business shall be reimbursed. All requests for reimbursement must be 
approved by C H S  A d m i n i s t r a t o r . Whenever possible, employees shall 
seek the most efficient means of transportation, lodging, meals or any other 
reimbursable expenditures. 

 
 
MEAL ALLOWANCE 

 
 
Meeker-McLeod-Sibley Community Health Services will reimburse employees for 
the actual cost of meals which are part of a job requirement. Meals within McLeod  
county are not reimbursable except if included as part of a meeting registration fee.  
Receipts must accompany any meal reimbursement request of more than $5.00. 
Meal reimbursements will not exceed $35.00 per day. 
 

When overnight travel is involved, meals will be treated as an expense. When no 
overnight travel is involved, meals will be treated as income. To qualify for these 
payments, employees shall submit an Employee Expense Report which states the 
purpose of the expense to the CHS Administrator for approval and then forward it to 
the Auditor-Treasurer’s Office for payment. A receipt from the entity which 
provided the meal must be attached to the expense report or no reimbursement 
will be made. 
 
 
Reimbursement for dinner may be claimed by the individual if they are away from 
their normal work location in a travel status overnight or required to remain in a 
travel status until after 7:00 p.m. 
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Expenses for alcoholic beverages are not reimbursable. 
 
 
Tips or gratuities are not reimbursable, except if included as part of a conference, 
seminar fee, tuition fee, or registration fee, and are not separately identified. 

 
 
Meal expenses incurred must be paid directly by the employee. Each employee must 
submit their own receipt for reimbursement.  

 
 
All receipts for reimbursement must be submitted to the Auditor - Treasurer’s Office 
within 60 days of the charge being incurred. The request must include the original 
receipt, and must include the date and time of the meal, the name of the restaurant 
and an itemized food listing. 

 
 
No cash advances for meal expenses shall be issued to an employee. 

 
 
MILEAGE EXPENSE 

 
 
The Meeker-McLeod-Sibley Community Health Services will reimburse employees 
for the use of their private vehicles at a rate set by the Meeker-McLeod-Sibley 
Community Health Board. Accurate records must be kept regarding points of 
origin and destination. 
 
 
CONFERENCES 

 
 
All conferences must be approved by the CHS Administrator prior to registration.  
Employees will complete a conference request form. Attending a non-approved 
conference will be at the employee’s expense. 

 
 

OUT-OF-STATE TRAVEL 
 
 
Any out-of-state travel by Meeker-McLeod-Sibley Community Health Services staff 
for training or conferences requires prior approval by the CHS Management Team. 
 
 
MISCELLANEOUS REIMBURSEMENTS 

 
 
All requests for reimbursements for items such as office supplies, etc. must also be 
accompanied by a receipt and be approved by the CHS Administrator. 
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SECTION 2.4 - TERMINATION ENTITLEMENTS 
 

 
Severance payments shall be paid for separations of employment in the following 
circumstances for non-probationary employees: 

 

 

• When resigning with proper notice 
• When laid off 
• When retiring 
• When dismissed for reasons other than misconduct 
• Death of an employee 

 
 
VACATION 

 
 
Accrued vacation, up to the amount of time earned during the previous year, will be 
paid to regular full-time and part-time employees as provided above. 

 
 
SICK LEAVE 

 
 
Employees hired prior to October 21, 1997 will be eligible for a payout of their 
unused sick leave accrual up to 55% of a maximum of 100 days (800 hours). 

 

 
For non-union employees hired prior to October 21, 1997, 100% of their vacation 
and sick leave severance will go into a Health Care Savings Plan (HSCP). (Upon 
the death of an employee, no funds can be received by the HCSP. All applicable 
payments will be made to the beneficiary as a payroll check). 

 
 
COMPENSATORY TIME 

 

 
Non-exempt employees will have compensatory time paid out as severance for any 
balance of compensatory hours. The total available balance of compensatory time 
shall not exceed 30 hours. Exempt employees will not be paid out for a 
compensatory time balance upon termination. 

 
 
HEALTH AND LIFE INSURANCE 

 
 
Meeker-McLeod-Sibley Community Health Services will pay the regular monthly 
employer contribution for eligible employee coverage if the employment 
termination date is after the 15th of the month. If the termination date is on or before 
the 15th of the month, the contribution amount will be pro-rated for calendar days 
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prior to the termination date and the employee 
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must pay a pro-rated amount to keep health insurance in effect for that month. 
Employees will be allowed to use vacation time until the end of the month of 
termination to extend their termination date for this purpose. Eligible employees 
have the option to continue coverage and will be notified by Meeker-McLeod-
Sibley Community Health Service’s COBRA Administrator. The COBRA coverage 
will be available to the terminating employee and their dependents (if applicable) 
for 18 months following their termination date. 

 
 
RECOGNITION 

 

 
CHS employees will participate in the McLeod County’s Employee Recognition 
programs.   
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SECTION 2.5 - INSURANCE BENEFITS 
 
 
Certain insurance benefits are a part of an employee's compensation package. 
Insurance benefits will start the first day of the month following 30 days of 
employment with Meeker-McLeod-Sibley Community Health Services. 

 
 
HEALTH INSURANCE 

 

 
Meeker-McLeod-Sibley Community Health Services will choose and provide health 
insurance for elected officials and regular employees who are scheduled for 30 or 
more hours per week and will pay a monthly contribution set by the Meeker-
McLeod-Sibley Community Health Board. Regular employees working less than 
30 hours per week, temporary and seasonal employees shall not be eligible for health 
insurance benefits. For full details on health insurance coverage, contact the McLeod 
County Human Resource Director 
 
 
All former Meeker-McLeod-Sibley Community Health Services employees and the 
employee’s dependents may continue to participate indefinitely in the Meeker-
McLeod-Sibley Community Health Services sponsored hospital, medical and dental 
insurance group that the employee participated in immediately before retirement 
at the employee’s own expense, under the conditions outlined in Minnesota 
Statute 471.61, subd. 2a, as amended. 

 
 
LIFE INSURANCE 

 

 
Meeker-McLeod-Sibley Community Health Services will purchase a set amount of 
life Insurance authorized by the Meeker-McLeod-Sibley Community Health 
Board for all elected officials and regular employees who are scheduled for 30 or 
more hours per week. Meeker-McLeod-Sibley Community Health Services 
contribution for life insurance policy shall be in accordance with the Meeker-McLeod-
Sibley Community Health Services’s insurance policy. Eligible employees may 
purchase extra personal, spouse, and dependent coverage through the Meeker-
McLeod-Sibley Community Health Services at their own expense. 
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SECTION 3.1 - EMPLOYEE PROBATIONARY PERIOD 
 

 
Every person appointed, promoted, demoted, or transferred to a regular position, 
shall be required to successfully complete a probationary period. This probationary 
period shall begin immediately on the effective date of the said position and shall 
continue for six calendar months.   These probationary periods allow the employee 
to adjust to their new position and allow the department head or supervisor the 
opportunity to provide training and evaluate the abilities of the employee. 

 
 
1. Probationary Period for New Employees 

A one year probationary period shall be mandatory for all new employees.  A 
new employee may be dismissed by the Department Head with or without cause 
during the probationary period. The employee so terminated shall be notified in 
writing  of the decision  and  shall  not  have the right  to  file a grievance or 
otherwise appeal the decision unless eligible for a Veteran’s hearing. If the 
dismissed employee feels that their Equal Employment Opportunity rights have 
been violated, the employee may appeal the dismissal to the Meeker-McLeod-
Sibley Community Health Board. 

 
 

Unless the employee is dismissed during the probationary period, a probationary 
employee shall automatically attain regular employment status. 

 
 

During the probationary period, a new employee shall accrue vacation and sick 
leave accruals but will not be eligible to use the accrued vacation until being 
employed for six months. 

 

 
If employment is terminated for any reason during the probationary period, no 
vacation, accrued sick leave, or floating holiday shall be due the employee and 
no severance shall be paid to the employee. 
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SECTION 3.2 - PERFORMANCE EVALUATIONS 
 
 
It is the policy of the Meeker-McLeod-Sibley Community Health Board 
that all employees have their performance reviewed by the CHS Management Team 
and have an opportunity to discuss their performance. During an employee's 
performance evaluation, it will be the individual's total performance as related to the 
stated responsibilities of their positions that will be evaluated. 

 
 
At the time of the CHS employee’s pay increases, Meeker-McLeod-Sibley 
Community Health Services Administration will conduct a review to ensure the 
Performance Evaluations of direct reports for the previous calendar year have been 
completed. If the evaluations have not been completed, the increase will be 
suspended until they are up-to-date. 

 
 
Performance evaluations shall be conducted at least annually.  The following goals 
should be achieved during an employee's performance evaluation: 

1. To determine how well an employee is performing in assigned areas of 
responsibility as outlined in the job description. 

2. To stimulate improved performance and personal development on the part 
of each employee so as to achieve the highest possible level of excellence in 
service to the citizens of Meeker-McLeod-Sibley Community Health 
Services. 

3. To determine how the employee views his/her assigned responsibilities. 
 
In addition to the annual performance evaluations, employees will also be evaluated 
under the following conditions: 

1. Prior  to  the  completion  of  the  six  month  probationary  period  for  new 
employees and for employees promoted or transferred into a new position. 

2. Any time an employee’s performance has significantly improved or declined. 
3. Any time the CHS Management Team determines it is in the best interest 

of the employee and/or the Meeker-McLeod-Sibley Community Health 
Services. 

 

 
A copy of the completed evaluation shall be sent to Human Resources for inclusion 
in the employee’s personnel folder. 

 
 

Process 
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In September of each year, the Meeker-McLeod-Sibley Community Health 
Services, Human Resource Authority will send out performance evaluations on 
Meeker-McLeod-Sibley Community Health Services employees.  The evaluations 
will be sent to a designated number of people identified by CHS Management 
Team.  The evaluations will be compiled by Human Resources and shared with 
CHS Management Team.  Individual evaluation meetings will be scheduled 
between employee’s and the CHS Administrator and/or designee(s).  
 
The performance evaluation for the CHS Administrator will happen in a similar 
manner.  The results will be sent to the Meeker-McLeod-Sibley Community Health 
Board Executive Committee.  An  individual evaluation meeting will be scheduled 
between the Meeker-McLeod-Sibley Community Health Board Executive 
Committee and CHS Administrator. 
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SECTION 3.3 - DISCIPLINE 
 

Just Cause for Disciplinary Action - Meeker-McLeod-Sibley Community 
Health Services employees are subject to disciplinary action for failing to 
fulfill their duties and responsibilities, misconduct and for failure to follow 
policies, procedures, rules or regulations. It will be the policy of the 
Meeker-McLeod-Sibley Community Health Services to administer 
disciplinary penalties without discrimination of any nature. All disciplinary 
action will be for just cause, and the employee has the right to challenge 
through the grievance procedure any disciplinary action which the 
employee believes to be unjust. If disciplinary action is being considered, 
the Department Head will contact Human Resources. The Department 
Head will investigate all allegations before disciplinary action is taken. 

 
 

An adequate reason or "cause" for a disciplinary action will include, but not 
necessarily be limited to, any of the following conduct: 

 

 
1. Conduct or performance on the job which: 

• indicates a lack of ability to adequately perform the 
duties of the position held by the employee; 

 

 

• indicates a failure to produce the quality of work the 
position requires; 

 

 

• demonstrates insubordination, which is defined as a 
refusal to follow appropriate written or oral procedures, 
instructions, or directions from a supervisor or 
department head; 

 
 

• demonstrates an attempt to cause poor morale or 
disrespect among Meeker-McLeod-Sibley Community 
Health Services employees by actions or attitude on the 
job. 

 
 

2. Verbal or physical abuse or improper treatment of an inmate, patient, 
client, member of the public or employee of any Meeker-McLeod-
Sibley Community Health Services. 

 
 

3. Habitual or excessive tardiness in reporting for scheduled working 
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hours or the failure to report to work without reasonable cause for 
three consecutive days. 

 

 
4. Stealing,  misappropriation  or  conversion,  willful  misuse  and/or 
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negligence of Meeker-McLeod-Sibley Community Health Services 
property or the property of other employees or clients of any Meeker-
McLeod-Sibley Community Health Services. 

 
 

5. Intentional falsification of any time card, or any other Meeker-
McLeod-Sibley Community Health Services record or request for pay, 
leave or benefits. 

 
 

6. The violation of any departmental or Meeker-McLeod-Sibley 
Community Health Services rule or regulation which has been 
adopted in written form and is known, or reasonably should be 
known, by the employee involved. 

 

 
7. Disciplinary action may be taken for reasons or “cause” specifically 

defined by the Department Head in addition to these regulations. 
 
 

TYPES OF DISCIPLINARY ACTION 
 

 
The following are types of disciplinary actions that may or may not be used 
depending on the severity of the situation and the totality of the 
circumstances: 

 
 

1. Oral Reprimand - This is an action taken by a CHS Management 
Team in which the CHS Administrator tells an employee about the 
action or behavior the CHS Management Team wishes the employee 
to change, cease or begin. Oral reprimands shall be documented 
including the date and content of the discussion and the parties 
present, and included within the employee’s personnel file. 

 
 

2. Written Reprimand - This is an action taken by the CHS Management 
Team in which the C H S  A d m i n i s t r a t o r  describes the action or 
behavior which CHS Management Team wishes the employee to 
change, cease or begin. The written reprimand will describe in detail 
the behavior to be corrected, and will give direction and orders for 
the future and will point out the consequences of repeating the 
actions which brought about the written reprimand. The written 
reprimand will be signed by the CHS Administrator and presented in 
person. The employee should sign all copies to acknowledge 
receipt; if the employee refuses, the presenter will note it on the 
form. A copy of the written reprimand will be retained by the 

123



department and one copy sent to Human Resources Department for 
inclusion in the employee’s personnel file. 
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3. Suspension without Pay - This is an action taken by the CHS 
Management Team which removes an employee from employment 
and payroll. This action does not require the employee's consent to 
place the employee on such a leave without pay. The employee does 
not accrue salary, vacation or sick leave, nor is the employee entitled 
to use paid time off while on suspension. 
At the end of the suspension, the employee will be returned to the 
same department, classification, and salary as when the employee was 
suspended.  If through the appeal process the suspension is found to 
be without cause, back pay and benefits may be reinstated. 

 
 

Disciplinary Suspension Procedure: After consultation with Human 
Resources, the CHS Administrator will notify the employee in 
writing of the reason(s) for the suspension and the effective date 
thereof. The notification will also include the employee's notice of 
any appeal rights available to the employee. Probationary employees 
do not have the right of appeal. 

 
 

4. Dismissal - This is an action taken by the CHS Management 
Team which permanently removes an employee from Meeker-
McLeod-Sibley Community Health Services employment. Dismissed 
employees need not be kept in employment or be paid for any time 
after the completion of the normal working day they are dismissed 
unless the employee claims veteran’s rights under Minnesota Statute 
197.46, or as amended. 

 
 

Dismissal Procedure: After consultation with Human Resources and 
prior to making a decision to discharge an employee, the CHS 
Administrator will notify the employee in writing of the reason(s) for 
the intent to discharge the employee . The employee will be 
informed of the opportunity to present the employee's view of the 
issue(s) to Human Resources. The employee may have representation 
present at the meeting. The right to such meeting will expire at 
the end of the employee’s next scheduled workday after the notice 
of intent to discharge is delivered to the employee, unless the CHS 
Management Team, Human Resources, and the employee agree 
otherwise. Although the employee will remain in paid status during 
this period, they may be removed from the worksite pending the 
meeting. 
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After consultation with Human Resources, the CHS Administrator 
will 
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notify the employee in writing of the reason(s) for the discharge and the 
effective date thereof. The dismissed employee will be notified of their appeal 
rights in the notification of dismissal. Probationary employees are not afforded 
a pre-dismissal meeting nor do they have the right to appeal the dismissal 
unless the employee claims veteran’s rights under Minnesota Statute 197.46, or 
as amended. 
 
 

5. Additional Notice and Procedural Requirements for Veterans - In 
addition to the requirements set forth above, veterans who are 
demoted or discharged from any position that is not temporary are 
entitled to these additional rights: 

 
 

a. The employee must be notified, in writing, of the right to request a 
veteran’s hearing within sixty (60) days of the notice of intent to 
termination. 

b. During the sixty (60) day period, the employee will receive their 
regular pay and benefits. 

c. Failure to request a hearing within the sixty (60) day period shall 
constitute a waiver by the employee of the right to a hearing and 
all other legal remedies for reinstatement. 

 

 
A veteran may elect a veteran’s hearing before the County 
Personnel Board of Appeals in accordance with Minnesota Statute 
197.46 as amended. 
 

6. The Meeker-McLeod-Sibley Community Health Services 
Administrator may initiate dismissal of an appointed official  
whenever it is deemed necessary, with the approval of the Meeker-
McLeod-Sibley Community Health Board 
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SECTION 3.4 - GRIEVANCE PROCEDURE 
 
 

DEFINITION 
 

A grievance is a dispute or disagreement raised by an employee or group of 
employees as to the interpretation or application of the specific terms of a 
Meeker-McLeod-Sibley Community Health Services policy. 

 
 

LIMITATIONS 
 

 
An employee who commences a grievance proceeding under the provisions of a 
collective bargaining agreement is precluded from grieving the same issue under 
this policy. It is not the intention of the Meeker-McLeod-Sibley Community 
Health Board by establishing the grievance procedure herein to thereby grant 
an aggrieved employee a second opportunity to litigate an issue which has 
already been litigated in any other administrative or judicial proceeding. 

 
 

PROCEDURE 
 
 

It will be the policy of the Meeker-McLeod-Sibley Community Health 
Services to adjust all grievances promptly and fairly. In order to facilitate the 
processing of employee grievances in an orderly and timely manner and to 
provide the employee access to all levels of management and a fair and 
impartial hearing, the following procedures are to be used: 

 

 
Step 1 - An employee having a grievance will present such 
grievance to the immediate supervisor within ten (10) working 
days after the event causing the grievance. The employee may be 
accompanied by a representative of choice. It will be the 
responsibility of the supervisor to investigate the grievance, 
discuss the grievance with the employee and give a verbal response 
to the employee within ten (10) working days from the time the 
grievance was initially presented. In instances where the 
organizational structure does not provide a level of supervision 
between the CHS Administrator and the employee, grievances 
will be presented directly to the CHS Administrator as set forth in 
Step 2. 

 
 

Step 2 - A grievance not resolved in Step 1 may be appealed to 
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Step 2. The grievance will be set forth in writing, stating the 
nature of the grievance, the facts on which it is based, the 
provision(s)  of  the  Meeker-McLeod-Sibley Community Health 
Services  policy  allegedly  violated,  and  the 
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remedy requested. The Step 2 grievance will be presented to the 
CHS Administrator within ten (10) working days from the time 
of the supervisor's response. The CHS Administrator will 
investigate the grievance, discuss it with the employee and 
give a written response to the employee within ten (10) working 
days following the meeting with the employee. 

 
 

Step 3 - A grievance not resolved in Step 2 may be appealed to 
Step 3. The grievance will be set forth in writing stating the nature 
of the grievance, the facts on which it is based, the provision(s) of 
the Meeker-McLeod-Sibley Community Health Services policy 
allegedly violated and the remedy requested. The Step 3 grievance 
will be presented to the Meeker-McLeod-Sibley Community Health 
Board within ten (10) working days from the time of the CHS 
Administrator's response in writing at Step 2. The Meeker-
McLeod-Sibley Community Health or designated representative, 
will make, or cause to be made, an investigation of the complaint 
and alleged violation of the regulations. The decision of the 
Meeker-McLeod-Sibley Community Health Services Board will be 
final (with the exception of suspensions over thirty (30) days and 
dismissal) and the Meeker-McLeod-Sibley Community Health 
Board’s response will be placed in writing to the employee within 
fifteen (15) working days following receipt of the appealed 
grievance. 

 
 
EMPLOYEE REPRSENTATION 

 

 
Employees, and their representative if a Meeker-McLeod-Sibley Community 
Health Services employee, will be paid by the Meeker-McLeod-Sibley 
Community Health Services at their regular rate of pay for time reasonably 
spent preparing and participating in the grievance procedure, provided that 
the employee has notified and received the approval of the CHS Administrator 
who has determined that such absence is reasonable and would not be 
detrimental to the work of the Community Health Services. 

 
 
APPEALS PROCEDURE 

 

 
If an employee complaint regarding suspension over thirty (30) days or 
dismissal is not resolved to the employee’s satisfaction in the three steps of the 
Grievance Procedure, then the appeal procedure outlined below will be 
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followed: 
 
 

o Upon written request from the aggrieved employee submitted within 
10  days  the  Step  3  response,  McLeod County Human  Resources  will  
schedule  a hearing before the MMS Executive Committee to be held within 
ten (10) working days from the day of receipt of such request. The hearing 
may be continued by the MMS Executive Committee for good cause shown by 
either party. 
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CONDUCT OF STAFFING COMMITTEE HEARING 

 

 
Both parties may call witnesses to testify at the hearing. The witnesses will be 
sworn in by the chief presiding officer. Testimony will be tape-recorded and 
transcribed and will be preserved at least until the time for further appeal has 
expired. The employee as the aggrieved party will present testimony first. The 
employer may introduce testimony at the close of the employee's case. Both 
parties may cross-examine witnesses. The MMS Executive Committee on its 
own motion may investigate the circumstances surrounding a complaint in any 
department for the purpose of resolving the grievance. 

 
 
DECISION 

 

 
The decision of the MMS Executive Committee will be based upon the 
preponderance of evidence. The MMS Executive Committee will make written 
findings of fact, decision and order. All records of the proceedings will be kept 
on file in the office of McLeod County Human Resources. Findings, decision 
and order and any reports of the MMS Executive Committee will be submitted 
to the Meeker-McLeod-Sibley Community Health Board for consideration 
and action as deemed appropriate by the Meeker-McLeod-Sibley Community 
Health Board, except that to the extent required with respect to the employees of 
departments and agencies paid in full or in part by Federal funds, the findings 
of the MMS Executive Committee will be binding and final in those 
circumstances necessary to conform to any valid federal or state regulations 
affecting the department or position. 
 
 
TIME LIMITS 

 

 
If the grievance is not presented within the time periods set forth above, it will 
be considered waived. If a grievance is not appealed to the next step within the 
specified time limit, it will be considered settled on the basis of the last 
response. If the proper authority does not respond to a grievance or appeal 
thereof within the specified time limits, the employee will treat the grievance as 
denied and may immediately appeal the grievance to the next step. The time 
limit in each step may be extended by mutual agreement of the employee and 
authority involved in the step. 

132



MMS Executive DECISION 
 

 
Decisions of the MMS Executive Committee shall be final. 

 
 
REPRISALS PROHIBITED 

 
 
No employee will be disciplined for seeking redress through a grievance or as a 
result of testimony given in accordance with the provisions of these regulations. 
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SECTION 3.5 - TERMINATION OF EMPLOYMENT 
 
 
 
TYPES OF TERMINATION 

 

 
1. Resignation with Proper Notice 

An employee who wishes to resign in good standing shall submit a signed notice 
of voluntary resignation to the MMS CHS Administrator, not less than two weeks 
prior to the effective date of resignation.  The MMS CHS Administrator may 
grant a shorter notice if circumstances warrant it. CHS Administrators and 
Supervisors shall be required to submit a four-week notice of resignation.  The 
CHS Administrator shall provide a written response to the employee, accepting 
the resignation with the effective date given. 

 

 
2. Retirement 

Retiring employees shall provide written notice of retirement to the CHS 
Administrator not less than four weeks prior to the effective date of retirement. 

 

 
3. Probationary Dismissal 

An employee may be dismissed prior to completing the probationary period for 
new employees if, in the opinion of the MMS Management Team or designated 
supervisor, the employee does not demonstrate the necessary abilities, skills 
and/or interest to perform the required duties of the position. 

 
 
4. Reduction in Workforce 

A decision to reduce the workforce shall be based on a Meeker-McLeod-
Sibley Community Health Board decision after consultation with the MMS 
Management Team. A Notice of Reduction in Workforce will be issued 10 days 
in advance of the effective date of layoff. 

 

 
5. Dismissal 

See Section 3.3 – Discipline for detailed information regarding dismissal. 
 
 
To the extent permitted by law, payment for vacation and/or other severance may be 
withheld if the employee is in any way indebted to the Meeker-McLeod-Sibley 
Community Health Services or in possession of Meeker-McLeod-Sibley 
Community Health Services equipment or property. 
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SECTION 3.6 - DRUG AND ALCOHOL-FREE WORKPLACE 
 

 
Meeker-McLeod-Sibley Community Health Services recognizes its 
responsibility to maintain a drug and alcohol- free workplace. The purpose 
of this policy is to set forth Meeker-McLeod-Sibley Community Health 
Services policy regarding alcohol and other drug use, including unlawful 
drug use or abuse in the workplace, and testing procedures. 

 

 
 

PROHIBITIONS 
 

 
A. No employee shall report to work under the influence of alcohol, 

marijuana, controlled substances, or other drugs which affect his/her 
alertness, coordination, reaction, response, judgment, decision-making 
or safety. 

 
 

B. No employee shall operate, use or drive any work related equipment, 
machinery or vehicle while under the influence of alcohol, marijuana, 
controlled substances, or other mood-altering drugs. Such employee is 
under an affirmative duty to immediately notify his/her supervisor that 
he/she is not in appropriate mental or physical condition to operate, use 
or drive work-related equipment. 

 
 

C. During work hours, while on Meeker-McLeod-Sibley Community 
Health Services premises or wherever the Meeker-McLeod-Sibley 
Community Health Services work is being performed, no employee 
shall use, manufacture, sell, possess or transfer any illegal drug, 
including marijuana, alcoholic beverages, or any prescription drug 
(except as medically prescribed and directed). Additionally, employees 
shall not participate in these activities during rest breaks or during 
overtime work. The following are exceptions: 

 
 

• Possession of alcohol, only, in his/her personal vehicle, but shall 
not use, sell, or consume alcohol while on Meeker-McLeod-
Sibley Community Health Services premises. 

 

 

• Possession of alcohol while being transported in a Meeker-
McLeod-Sibley Community Health Services vehicle in 
compliance with applicable statutory requirements. 
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D. Engaging in off-duty sale, purchase, transfer, use, or possession of 
illegal drugs or controlled substances may have a negative effect on an 
employee's ability to perform work for Meeker-McLeod-Sibley 
Community Health Services. In such circumstances, the employee is 
subject to discipline. 

 
 

E. When an employee is taking medically authorized drugs or other 
substances which may alter job performance, the employee is under an 
affirmative duty to notify the appropriate supervisor of the potential 
that his/her ability to perform his/her regular duties may be impaired. 
Prescription and over-the-counter drugs are not prohibited when taken 
in standard dosage and/or according to a physician’s prescription. Any 
employee taking prescribed or over-the-counter medications will be 
responsible for consulting the prescribing physician and/or pharmacist 
to ascertain whether the medication may interfere with safe 
performance of his/her job. If the use of a medication could 
compromise the safety of the employee, fellow employees or the 
public, it is the employee’s responsibility to use appropriate personnel 
procedures (e.g., call in sick, use leave, request change of duty, notify 
supervisor) to avoid unsafe workplace practices. The illegal or 
unauthorized use of prescription drugs is prohibited. It is a violation of 
our drug-free workplace policy to intentionally misuse and/or abuse 
if job performance deterioration and/or other accidents occur. 

 
 

F. MMS Management Team or their designees, shall notify Meeker-
McLeod-Sibley Community Health Services Administration when they 
have reasonable suspicion to believe that an employee may have 
illegal drugs in his/her possession at work or on Meeker-McLeod-
Sibley Community Health Services premises. 

 
 

SEARCHES 
 

 
Entering the organization’s property constitutes consent to searches and 
inspections. If an individual is suspected of violating the drug and alcohol-free 
workplace policy, he or she may be asked to submit to a search or inspection at 
any time. Searches can be conducted of pockets and clothing, lockers, wallets, 
purses, briefcases and lunchboxes, desks and work stations and vehicles and 
equipment. 

 
 

CONSEQUENCES 
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One of the goals of our drug and alcohol-free workplace program is to 
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encourage employees to voluntarily seek help with alcohol and/or drug 
problems. If, however, an individual violates the policy, the consequences are 
serious. 

 
 

In the case of applicants, if he or she violates the drug-free workplace policy, 
the offer of employment can be withdrawn. The applicant may not reapply. 

 

 
If an employee violates the policy, he or she will be subject to progressive 
disciplinary action and may be offered an opportunity to participate in 
rehabilitation. In these circumstances, an employee who fails to successfully 
complete rehabilitation and/or repeatedly violates the policy will be terminated 
from employment. Nothing in this policy prohibits the employee from being 
disciplined or discharged for other violations and/or performance problems. 

 
 

RETURN-TO-WORK AGREEMENTS 
 

 
Following a violation of the drug-free workplace policy, an employee may be 
offered an opportunity to participate in rehabilitation. In such cases, the 
employee must sign and abide by the terms set forth in a Return-to-Work 
Agreement as a condition of continued employment. 

 
 

ASSISTANCE 
 
 

Meeker-McLeod-Sibley Community Health Services recognizes that alcohol 
and drug abuse and addiction are treatable illnesses. We also realize that early 
intervention and support improve the success of rehabilitation. To support our 
employees, our drug and alcohol- free workplace policy: 

• Encourages employees to seek help if they are concerned that they or 
their family members may have a drug and/or alcohol problem. 

• Encourages employees to utilize the services of qualified professionals 
in the community to assess the seriousness of suspected drug or alcohol 
problems and identify appropriate sources of help. 

• Offers all employees and their family members assistance with alcohol 
and drug problems through the Employee Assistance Program (EAP). 

• Treatment for alcoholism and/or other drug use disorders may be 
covered by the employee benefit plan. However, the ultimate financial 
responsibility for recommended treatment belongs to the employee. 

 
 

CONFIDENTIALITY / DATA DISCLOSURE 
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All information received by the organization through the drug and alcohol-free 
workplace program is private or confidential communication. Access to this 
information is limited to those who have a legitimate need to know in 
compliance with relevant laws, collective bargaining agreements and 
management policies. 

 
 

SHARED RESPONSIBILITY 
 

 
No employee shall report to work or be on call while their ability to perform 
job duties is impaired due to on- or off-duty use of alcohol or other drugs.  
In addition, employees are encouraged to: 

• Be concerned about working in a safe environment. 
• Support fellow workers in seeking help. 
• Use the Employee Assistance Program. 
• Report dangerous behavior to their supervisor. 

 
 

It is the supervisor/Management Team of Meeker-McLeod-Sibley Community 
Health Services’s responsibility to: 

• Inform employees of the drug and alcohol-free workplace policy. 
• Observe employee performance. 
• Investigate reports of dangerous practices. 
• Document negative changes and problems in performance. 
• Counsel employees as to expected performance improvement. 
• Refer employees to the Employee Assistance Program, as appropriate. 
• Clearly state consequences of policy violations. 

 
NOTIFICATION 

 

 
As a condition of employment, employees will abide by the terms and 

conditions of this drug and alcohol-free policy and will notify their 
department head of any criminal drug statute conviction for which a violation 
occurs in the workplace no later than five calendar days after such  
conviction. The organization will take appropriate action after notification. 
Federal contracting agencies will be notified when appropriate (typically 
within ten days). 

 
 

DRUG/ALCOHOL TESTING 
 
 

MMS Community Health Services will follow and abide by McLeod County’s 
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policies and established testing procedures. Any alcohol and/or other drug 
testing undertaken by the department shall be in accordance  with  Minnesota  
Statutes  181.950-957,  or  as  amended,  the 
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Minnesota Drug and Alcohol Testing in the Workplace Act. Individual 
departmental drug and alcohol testing policies must be in written form and 
must be reviewed by the Meeker-McLeod-Sibley Community Health Services 
Administrator prior to implementation. 

 
 

A. CIRCUMSTANCES UNDER WHICH TESTING MAY OCCUR: 
 
 

Any employee or job applicant of the Meeker-McLeod-Sibley 
Community Health Services may be tested under the following 
circumstance: 

 

 
1. Job Applicant – A job applicant may be requested or required to 

undergo drug and alcohol testing after a job offer has been 
conditionally made and before commencing employment in the 
position. 

2. Treatment Program Testing – The Meeker-McLeod-Sibley 
Community Health Services may test any employee referred 
by the Meeker-McLeod-Sibley Community Health Services 
for chemical dependency treatment or evaluation at any time 
and without prior notice during the period of treatment or 
evaluation and for up to two 
(2) years following completion of any prescribed chemical 
dependency treatment or evaluation program in accordance 
with Minnesota Statutes 181.951, Subd. 6, or as amended. 

3. Reasonable Suspicion Testing – No employee will be tested for 
drugs or alcohol under this policy without the person’s consent. 
If, however, Meeker-McLeod-Sibley Community Health 
Services asks an employee to undergo a drug 
and alcohol test and the employee refuses, the employee may be 
subject to disciplinary action. 

 
 

Meeker-McLeod-Sibley Community Health Services may 
request or require an employee to undergo drug or alcohol 
testing if the employer has a reasonable suspicion that the 
employee: 

 

 
a. Is under the influence of drugs or alcohol; 
b. Has violated the employer’s written work rules 

prohibiting the use, possession, sale, or transfer or 
drugs or alcohol while the employee is working or 
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while the employee is on the employer’s premises or 
operating the employer’s vehicle, machinery, or 
equipment; 

c. Has sustained or caused another person to sustain a 
work related personal injury; or 

d. Has caused a work related accident or was 
operating or helping to operate machinery, 
equipment, or vehicle involved in a work related 
accident. 
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B. CRITERIA FOR SELECTING TESTING LABORATORIES 

 
 

The company has contracted with a laboratory statutorily authorized to 
perform the drug and/or alcohol testing in accordance with Minnesota 
law. 

 
 

C. REFUSAL TO UNDERGO TESTING 
 
 

1. Job Applicants - Job applicants may refuse to undergo 
drug testing. However, if a job applicant refuses to 
undergo drug or alcohol testing requested or required by 
the employer, no such test shall be given, and the job 
applicant shall be deemed to have withdrawn the 
application for consideration for employment. 

2. Employees – Employees may refuse to undergo drug 
testing. However, if an employee refuses to undergo drug 
and alcohol testing carried out in conjunction with this 
policy the employee may be subject to discipline 
including, but not limited to, discharge. 

 
 

D. TAMPERING WITH THE BLOOD OR URINE SAMPLE 
 

 
If an employee tampers with his or her own urine or blood sample, or in 
any way deliberately causes a sample to be invalid, the employee may 
be subject to discipline including, but not limited to, discharge. In the 
case of this occurring with an applicant for employment, the offer for 
employment will be withdrawn. 

 
 

E. FIRST FAILURE TO PASS DRUG AND ALCOHOL TESTING 
 
 

Without evidence of any other misconduct, any employee who for the 
first time has a positive test result on a confirmatory test, will not be 
subject to discharge unless: 

 
 

1. Meeker-McLeod-Sibley Community Health Services has 
given the employee an opportunity to participate in, at the 
employee’s own expense or pursuant to coverage under 
an employee benefit plan, either a drug 
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or alcohol counseling or rehabilitation program, whichever 
is more appropriate, as determined by Meeker-McLeod-
Sibley Community Health Services after consultation with 
a certified chemical use counselor or physician trained in 
the diagnosis and treatment of chemical dependency; and 

2. The employee has either refused to participate in such a 
program or has failed to successfully complete the 
program within a reasonable time as evidenced by 
withdrawal or a positive test result on a confirmatory test 
after completion of the program. 

 
 

F. FAILURE TO PASS DRUG AND ALCOHOL TESTING 
GENERALLY: 

 

 
1. Initial Screening Test (Employee) – Meeker-McLeod-

Sibley Community Health Services will not discharge, 
discipline, discriminate against or require rehabilitation of 
an employee solely on the basis of a positive initial 
Screening Test that has not been verified by a 
Confirmatory Test. However, Meeker-McLeod-Sibley 
Community Health Services may temporarily suspend a 
tested Employee whose test results are positive or transfer 
the Employee to another position at the same rate of pay 
pending the outcome of a Confirmatory Test (and, if 
requested, a Confirmatory Retest) if Meeker-McLeod-
Sibley Community Health Services believed it is necessary 
to protect the health or safety of the employee, co-workers 
or the public. An employee who is suspended without pay 
will be reinstated with back pay if the outcome of the 
Confirmatory Retest is not positive. Requests for such a 
Retest must be made in writing within five (5) days of the 
employee’s receipt of notice of the test results. An 
employee who receives a positive test result on a 
Confirmatory Test and does not request in writing a 
Confirmatory Retest within five (5) working days after 
notice of positive confirmatory test results, may be subject 
to discipline including, but not limited to, discharge subject 
to the provisions of this policy. 

2. Initial Screening Test (Job Applicant) – Meeker-McLeod-
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Sibley Community Health Services will not withdraw a 
conditional offer of employment on the basis of a positive 
test result on a job applicant’s Initial Screening Test. An 
Initial Screening Test must be verified 

146



by a Confirmatory Test (and a Confirmatory Retest, if 
requested) before a conditional offer of employment can 
be withdrawn. A job applicant who receives a positive test 
result of a Confirmatory Test, fails or refuses a 
Confirmatory Retest, or does not request in writing a 
Confirmatory Retest within five (5) days after notice of a 
positive test result of a Confirmatory Test, may be refused 
employment and will be notified of the reasons for such 
refusal. 

3. Confirmatory Test – Discipline for a Confirmatory Test 
verifying a positive test result on an Initial Screening Test 
may include discharge of an employee; provided, however, 
that prior to discharge, the employee is given the 
opportunity to explain a positive test result and request and 
pay for a Confirmatory Retest on the original sample. If 
the Confirmatory Retest is not positive, no action will be 
taken against the employee. If the Confirmatory Retest is 
positive, and if it is the first positive retest result for the 
employee, the employee will not be terminated if the 
employee elects to participate, at the employee’s own 
expense, in a drug or alcohol treatment or rehabilitation 
program, whichever is appropriate. An employee who 
either refuses to participate in the treatment or 
rehabilitation program or who fails to successfully 
complete the treatment or rehabilitation program (as 
evidenced by withdrawal of the program before its 
completion or by a positive test result on a Confirmatory 
Test during or after completion of the program), may be 
subsequently discharged. 

 
 

G. RIGHTS OF EMPLOYEE OR JOB APPLICANT 
 

 
1. An employee or job applicant who receives a positive test 

result on a Confirmatory Test has the right to receive a 
copy of the test results report and, within three (3) working 
days of notice of the original positive Confirmatory Test 
result, to submit information to Meeker-McLeod-Sibley 
Community Health Services in addition to any information 
already submitted to explain that result, or within five (5) 
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working days to notify Meeker-McLeod-Sibley 
Community Health Services in writing of the employee’s 
intention to obtain a 
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Confirmatory Retest of the original sample at the 
employee’s or job applicant’s own expense. 

2. If the Confirmatory Retest is conducted in accordance with 
rules established by the Commissioner of the Minnesota 
Department of Health by a qualified laboratory, and if it is 
not positive, Meeker-McLeod-Sibley Community Health 
Services shall reimburse the employee or job applicant for 
the actual cost of the Confirmatory Retest and no adverse 
personnel action shall be taken against the employee or job 
applicant based on the original Confirmatory Test. 

 
 

H. GENERAL TESTING PROCEDURES 
 
 

All testing will be performed by a licensed laboratory that certifies its 
compliance with the requirements of the Minnesota Statutes 181.96 et. seq. 
When Meeker-McLeod-Sibley Community Health Services decides to test 
for drug or alcohol use the following procedures will apply: 

 

 
1. Initial Screening Test 

a. Acknowledgement. Before the Initial Screening 
Test, the employee or job applicant shall be 
informed of Meeker-McLeod-Sibley Community 
Health Service’s testing policy and given a form on 
which the employee or job applicant can 
acknowledge being so informed. The form shall 
allow the employee or job applicant to indicate any 
medication (prescription, signed for, or over-the- 
counter) that the individual is currently taking or has 
recently taken and other information relevant to the 
reliability of or explanation for a positive test result. 
Medical information disclosed on the form shall not 
be used as the basis for any adverse personnel 
action. 

b. If the Initial Screening Test produces a negative 
result, written notice of such result will be given to 
the individual who took the test within three (3) 
working days after the Meeker-McLeod-Sibley 
Community Health Services receives the test 
result report. The employee or applicant will also 
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be notified that they have the right to request and 
receive a copy of the test report. If the test result is 
a negative dilute, the individual shall be required to 
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take another test immediately. 
c. The testing laboratory will perform a Confirmatory 

Test on all Samples that produce a positive test 
result on the Initial Screening Test. 

 

 
2. Confirmatory Test. If the Initial Screening Test produces a 

positive test result, a second test (known as the 
Confirmatory Test) will be conducted by the laboratory. If 
the Confirmatory Test is not positive, the Meeker-McLeod-
Sibley Community Health Services will send written notice 
of this fact to the employee or job applicant within three 
(3) working days after receiving the result. 

 
 

If the Confirmatory Test produces a positive test result, 
Meeker-McLeod-Sibley Community Health Services will 
take the following steps: 

 

 
a. Meeker-McLeod-Sibley Community Health 

Services will send written notice of the positive 
test results to the employee or job applicant within 
three (3) working days after receiving it. 

b. The employee or job applicant will be informed of 
the right to receive a copy of the test result. 

c. The employee or job applicant will be told of the 
right to explain the positive result. 

d. The employee or job applicant will be informed of 
the right to request a Confirmatory Test of the 
original sample at the employee’s or job applicant’s 
expense. The employee or job applicant has five (5) 
working days in which to notify Meeker-McLeod-
Sibley Community Health Services of this request 
in writing. 

 
 

3. Confirmatory Retest. After an employee or job applicant 
chooses to request a Confirmatory Retest, the employee or 
job applicant has five (5) working days within which to 
notify Meeker-McLeod-Sibley Community Health 
Services of this request in writing. Within three 
(3) days of the receipt of such request, Meeker-McLeod-
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Sibley Community Health Services will notify the 
original testing laboratory that it is to conduct a 
Confirmatory Retest or transfer the sample to another 
certified laboratory for retesting. If the Confirmatory 
Retest does not confirm the original positive test result, no 
adverse personnel action will be taken by Meeker-
McLeod-Sibley Community Health Services. If the 
Confirmatory Retest is positive, Meeker-McLeod-Sibley 
Community Health Services may 
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withdraw its conditional offer of employment to a job 
applicant or terminate an employee if such employee 
chooses not to participate in a chemical dependency 
treatment or evaluation program. 

 
 

I. DATA PRIVACY 
 

 
Test result reports and other information acquired in the drug and 
alcohol testing process are private data on individuals as defined in 
Minnesota Statutes, Chapter 13, and may not be disclosed to another 
employer or to a third party individual, governmental agency, or private 
organization without the written consent of the employee or applicant 
tested, unless otherwise permitted by law or required by court order. 
(See Minnesota Statutes 181.954, Subd. 3.) 

 
 

J. OTHER MISCONDUCT 
 
 

Nothing in this Policy limits the right of the Meeker-McLeod-Sibley 
Community Health Services to discipline or discharge an employee on 
grounds other than a positive test result in a Confirmatory Test. For 
example, possession but not consumption of a controlled substance, the 
sale of a controlled substance on Meeker-McLeod-Sibley Community 
Health Services premises, or conviction under any criminal drug statute 
for a violation occurring in the workplace, may by themselves, be 
grounds for discipline of discharge. Any Meeker-McLeod-Sibley 
Community Health Services employee may be subject to discipline up 
to and including termination for violation of this Policy or any rules 
adopted by the Meeker-McLeod-Sibley Community Health Services 
with respect to the manufacture, use, sale, or transfer of drugs and 
alcohol. 
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MEEKER-MCLEOD-SIBLEY COMMUNITY HEALTH SERVICES DRUG 
TEST/BREATH ALCOHOL SCREENING ACKNOWLEDGEMENT AND 

CONSENT FORM 
 
 
Meeker-McLeod-Sibley Community Health Services requires that any employee 
or job applicant complete this form before undergoing a test for drug or alcohol 
use. 

 

 
I, voluntarily authorize the collection (of my blood and/or 
urine) in such a manner as this authorized testing laboratory deems appropriate for 
drug or alcohol testing purposes. In addition, I authorize the Meeker-McLeod-
Sibley Community Health Services to receive the results of the test from the 
designated laboratory analyzing the sample(s). 

 
 
I have been given and have seen a copy of the Drug and Alcohol Policy of the 
Meeker-McLeod-Sibley Community Health Services and consent to be tested. I 
understand that the results of this testing may affect my employment status with 
the Meeker-McLeod-Sibley Community Health Services. 

 

 
I understand that in order to ensure accuracy in this screening, if I test positive for 
drug use, I have the right to indicate any and all of the prescription drugs or over- 
the-counter medications I have taken within the last sixty (60) days, as well as any 
other information relevant to the reliability of, or explanation for, a positive test 
result. I, therefore voluntarily provide that I am currently taking, or have taken 
within the last sixty-(60) days, the following drugs/medications: (write, “NONE” 
if applicable). 

 
 
 
 
 
 
 
 
Signature Date    

Witness  Date 
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MEEKER-MCLEOD-SIBLEY COMMUNITY HEALTH SERVICES DRUG 
SCREENING REFUSAL 

 

 
I refuse to submit to a drug or alcohol test. 

 
 
I have been given and have seen a copy of the Drug and Alcohol Policy of  
Meeker-McLeod-Sibley Community Health Services and understand that a 
refusal to submit to testing may disqualify me from consideration for 
employment or, if an employee, subject me to discipline including, but not 
limited to, discharge. 

 
 
 
Signature Date    

Witness  Date 
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SECTION 3.7 - FOOD PURCHASING 
 

 
Meeker-McLeod-Sibley Community Health Services recognizes that in some 
situations expending Meeker-McLeod-Sibley Community Health Services resources 
from the General fund, grant money or other funds to purchase food for employees, 
clients and the public is warranted.  

 
It is expected that all employees will use discretion in determining whether or not it 
is appropriate to purchase food and view the decision from a taxpayer’s 
perspective.  Questions may be directed to Meeker-McLeod-Sibley Community 
Health Services Administration. 
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SECTION 3.8 – TOBACCO FREE AND SMOKE FREE 
ENVIRONMENT 

 

 
SCOPE 

 

 
This policy applies to all Meeker-McLeod-Sibley Community Health Services 
employees, clients, visitors, vendors and contractors.  Meeker-McLeod-Sibley 
Community Health Services uses McLeod County offices as the primary office 
space for staff, when office space is necessary.  MMS CHS will follow McLeod 
County’s tobacco free and smoke free environment policy.  Any updates or 
changes to McLeod County’s policy will also be in effect for Meeker-McLeod-
Sibley Community Health Services.  Following is McLeod County’s policy. 

 
 
PURPOSE 

 

 
The goal of a tobacco free worksite is to improve the health of employees, clients 
and visitors. Reducing tobacco use may increase productivity in the workplace, 
decreases absenteeism and lowers medical and health expenditures along with other 
costs associated with tobacco use. 

 
 
POLICY STATEMENT 
 
McLeod County complies with all applicable federal, state and local regulations 
regarding smoking or chew tobacco use in the workplace. We strive to provide a 
work environment that promotes the productivity and the well-being of our 
employees. This policy also serves as a model policy for other worksites in McLeod 
County. 

 
 
PROCEDURE/GUIDELINES 

 
 
McLeod County recognizes that smoking and tobacco use in the workplace can 
adversely affect employees; therefore both are prohibited indoors and outdoors 
including the grounds of all county buildings making them tobacco-free or within 
any vehicle/equipment operated by McLeod County. Smoking and tobacco use may 
include but is not limited to cigarettes, cigars, pipes, e-cigarettes and chewing 
tobacco. 
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Smoking and tobacco use are permitted only in a private enclosed vehicle parked in 
the parking lot. Smoking and tobacco use is not permitted in enclosed garages, under 
the building overhangs, or in a convertible, motorcycle or other open vehicle parked 
in a McLeod County parking area. 
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McLeod County Parks, Trails and the McLeod County Fairgrounds will be excluded 
from this policy other than the Extension/Parks office building and the HATS 
building. The Extension/Parks office building and office will be tobacco-free during 
non-fair time; persons must be 50 feet away from any entrances of the building. The 
HATS building will comply with the current Hutchinson ordinance which is 15 feet 
away from any entrance to a building as this is not a county building. 

 
 
It is the responsibility of every employee of McLeod County to support and comply 
fully with the tobacco-free policy. Vendors, contractors, clients, visitors and 
temporary employees are expected to comply with the tobacco-free policy and are 
expected to exercise common courtesy and to respect the needs and sensitivities 
McLeod County and others by refraining from using tobacco on the premises. 

 
 
EMPLOYEES 

 

 
Employees will be informed of this policy through various communication sources, 
including but not limited to, new employee orientation, annual staff update, 
employee policy, department meetings, employee newsletters, verbal 
communication, etc. 

 
 

A. Tobacco use is prohibited while employees are in vehicles/equipment 
operated and owned by McLeod County 

B. Employees are strongly encouraged not to loiter in front of adjacent, non- 
county buildings or other private properties. They are encouraged not to use 
sidewalks, streets and neighboring property as tobacco use areas. Employees 
must not litter on neighboring properties or McLeod County property. 

C. Smokers and tobacco users have an obligation not to abuse break time and 
work rules. 

D. Failure of an employee to comply with this policy will result in progressive 
discipline up to and including termination following current disciplinary 
procedures. 

 

 
The addictive nature of tobacco is fully recognized by McLeod County and support 
to all employees will be offered to assist in ceasing the employee’s usage of tobacco. 
McLeod County encourages all employees who use tobacco to utilize the resources 
available through the county health insurance plan as well as the Public Health 
Department for cessation services and information. Tobacco cessation services are 
also available from https://www.quitplan.com/ 
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VISITORS 
 

 
A. Visitors will be informed of this policy through various communication 

sources including but not limited to, posted signs on campus, printed 
literature, McLeod County personnel, public notices, etc. 

B. In the event that a visitor is seen using tobacco on McLeod County property, 
a verbal request will be made by McLeod County staff that the visitor should 
not use tobacco on County grounds. The request will be made in a polite and 
non-threatening manner. There will be business cards available for Mcleod 
County Employees to distribute that explains the policy and refers to 
cessation resources. After the verbal warning is given by the McLeod County 
employee, if the visitor becomes threatening, then employees should follow 
the De-escalation techniques referenced in the Safety Guidelines for Field 
Personnel. 

 
 
CONTRACTED PERSONNEL/VENDORS 

 
 

A. Contracted Personnel and/or Vendors will be informed of this policy through 
various communication sources, including but not limited to, contract 
agreements, county policy, and communication from county contacts, etc. 

B. Failure of a contracted person or vendor to follow this policy will be referred 
to appropriate McLeod County personnel / administration. 

 
 
SIGNAGE REQUIREMENTS 

 
 
Signage will be used to state the policy and will be clearly posted on the property, at 
all entrances and other prominent places. 

 
 
COMPLIANCE 

 

 
Enforcement of this policy is shared among all McLeod County employees. All 
employees are authorized and encouraged to communicate this policy with courtesy, 
respect and diplomacy. If the individual is an employee and refuses to comply with 
the policy, the employee’s supervisor should be notified. Employees who violate the 
policy will be subject to disciplinary procedures. Failure of an employee to comply 
with this policy will result in progressive discipline up to and including termination. 

 
 
Littering of tobacco related products on the grounds or parking lots is prohibited. All 
ashtrays or other collection receptacles for tobacco trash will be removed from the 
property. 
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SECTION 3.9 – HEALTHY VENDING 

 

 
I. Purpose  
Meeker-McLeod-Sibley (MMS) Community Health Services (CHS) recognizes that the ability of 
an organization to achieve its objectives is dependent upon the well-being of its employees. A 
healthy workforce is a more efficient and productive, experiences less absenteeism, fewer 
accidents, and has lower health care demands. Healthy eating and physical activity can reduce their 
risk for heart disease, diabetes and some cancers. Employers are in a unique position to promote 
and encourage their employees to be healthy and safe.  
 
MMS CHS is committed to promoting the health and well-being of our employees, CHS Team 
Members, and the public that we serve. By creating access to healthy, nutritious foods and 
opportunities to engage in physical activity during the work day, MMS CHS supports our 
employees and CHS Team Members in making healthier choices while they are at work. Through 
contact with the community, we are able to expose the public to healthy choices. As the Board of 
Health, it is our responsibility to set a good example when it comes to providing opportunities for 
healthy living. 
 
 
II. Healthy Eating  
MMS CHS is committed to providing healthy foods and beverage choices whenever food and/or 
beverages are provided at meetings, celebrations, CHS-sponsored events, or other opportunities. 
Food and beverage choices are encouraged to be within the nutritional standards and guidelines 
identified in this policy. (See Appendix for more detailed information).  
 

a. Meetings and Catering  
 

i. When food or beverages are provided, only healthy items should be served. 
If a less healthy food or beverage will be provided, a healthy food or 
beverage alternative must also be served.  
 

ii. When CHS meetings or events are catered by an outside vendor, the vendor 
must follow the healthy foods guidelines.  
 

iii. Staff is encouraged to not offer or provide food during mid-morning or mid-
afternoon meetings, presentations, and seminars.  

 
iv. These guidelines apply to internal meetings and events within the CHS, as 

well as meetings and events with external partners that the CHS is hosting or 
sponsoring. 
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III. Physical Activity  
MMS CHS is committed to providing an environment that encourages employees and CHS Team 
Members to be physically active while conducting business throughout the work day, especially 
for employees who often sit for more than 60 minutes at a time.  
 

a. Sit for 60, Move for 3  
 

Employees that have been sitting for more than 60 minutes are encouraged to get up and 
move for 3 minutes and perform tasks such as filing or photocopying.  
 
b. Breaks  

 
Employees will be encouraged to use their breaks and/or lunch periods for physical 
activity.  

 
c. Meetings Lasting More than 60 Minutes.  

 
Physical activities, such as stretch breaks or standing and walking meetings, will be 
incorporated when appropriate.  
 
d. Workstations  

 
To the extent possible, workstations that allow for employees to stand or be active while 
doing their work will be supported whenever possible.  

 
 
IV. Implementation and Support  
MMS CHS leadership (Commissioners, CHS Administrator, CHS Management Team Members 
and CHS Team Leaders) will be role models and support the implementation of this policy. CHS  
employees and team members with additional ideas, resources, or concerns are encouraged to 
contact the CHS Administrator.  
 
 
General Guidelines for Healthy Foods 
 
1. Healthy Food Choices: 

• Beverages: Water, 100% fruit juice, 100% vegetable juice, skim/1% milk, coffee and 
tea. 

• Breakfast: Fruit, low-fat yogurt, whole grains breads/cereals, oatmeal, small or mini 
muffins, granola bars, eggs, and lean breakfast meats. 

• Lunch or dinner: Lean protein selections, fruit, always serve a generous portion of 
vegetables alongside all entrees, fresh salads with dark leafy greens and low-fat 
dressing on the side, fruit salads and desserts, avoid fried foods. 

• Breaks: Fruits, raw vegetables, low-fat dips, baked whole grain chips, popcorn and 
whole grain crackers, pretzels, salsa, frozen yogurt, sorbet. 
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2. Additional Considerations: 

• Availability - Provide a fruit and/or vegetable with each meal and at least one fruit or 
vegetable at each break. 

• Appeal - Ensure the fruit and vegetable display areas are appealing and at least equal in 
size to the display areas for other foods. 

• Location - When buffets are present, ensure fruit and vegetable options are easy to 
identify and locate. 
 

Healthy Meeting Options 
 
Breakfast Meetings 

• Fruit and/or 100 percent fruit juices 
• Whole grain cereal and low-fat dairy or soy milk 
• Low-fat yogurt 
• Bagels and reduced-fat cream cheese 
• English muffins 

 
Lunch Meetings 

• Baked chicken with vegetables and brown rice 
• Pasta with vegetables 
• Box lunches: sandwiches with fruit 
• Veggie pizza 
• Vegetable soups 
• Green salads 
• Bean and veggie burritos 
• Lean meats 

 
Afternoon or Mid-morning Meetings 

• Fruit: apples, oranges, grapes, raisins, 100 percent juice 
• Sliced vegetables with low-fat dip 
• Low-fat milk or yogurt 
• Pretzels 
• Nuts, trail mixes 
• Baked tortilla chips with salsa 
• Reduced-fat crackers, graham crackers, animal crackers 
• Air-popped popcorn 

 
Beverages 

• Ice water 
• Coffee and flavored coffees – regular and decaffeinated 
• Skim or one percent milk 
• 100 percent fruit or vegetable juices – avoid large-size bottles 
• Tea-regular and herbal teas – hot or cold 
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• Coffee/tea creamers of skim milk, one percent milk or fat-free 
• Bottled spring or sparkling water – regular or flavored with no sugar 

 
 
For additional suggestions, please refer to the document: University of Minnesota School of Public 
Health: Guidelines for offering healthy foods at meetings, seminars and catered events.  
http://www.sph.umn.edu/news/nutritionalguidelines
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SECTION 3.10 – LACTATION SUPPORT 
 
 
In recognition of the well documented health advantages of breastfeeding for 
infants and mothers, Meeker-McLeod-Sibley Community Health Services 
provides a supportive environment to enable breastfeeding employees to express 
their milk during work hours.  Meeker-McLeod-Sibley primarily uses McLeod 
County office space for employees when necessary.  MMS CHS will follow 
McLeod County’s Lactation Support policy.  Following is McLeod County’s 
Lactation policy. 

 

 
McLeod County subscribes to the following worksite support policy. This policy 
shall be communicated to all current employees and included in new employee 
orientation training. It is expected that all employees will assist in providing a 
positive atmosphere of support for breastfeeding employees. 

 
 
EMPLOYER RESPONSIBILITIES 

 

 
Breastfeeding employees who choose to continue providing their milk for their 
infants after returning to work shall receive: 

 

 
• Milk Expression Breaks 
Breastfeeding employees are allowed to breastfeed or express milk during work 
hours using their normal breaks and meal times. For time that may be needed 
beyond the usual break times, employees may use personal leave or may make up 
the time as negotiated with their supervisors. 
Refer to Lactation Support in the Workplace Work Plan and Agreement on the 
McLeod County’s Intranet under Wellness. 

 

 
• A Place to Express Milk 
A private room (not a toilet stall or restroom) shall be available for employees to 
express milk. The room will be private, clean, have an electrical outlet, and may 
be located near a sink. If employees prefer, they may express milk in their own 
private offices, or in other comfortable locations agreed upon in consultation with 
the employee’s supervisor. Expressed milk will be stored as detailed in the 
Accommodations for Employee Lactation Support document. 
Refer to Accommodations for Employee Lactation Support on the McLeod County 
Intranet under Wellness. Privacy Please door hanger may be obtained through the 
McLeod County Public Health Department. 
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• Staff Support 
Supervisors are responsible for alerting pregnant and breastfeeding employees 
about the McLeod County’s worksite lactation support program and for negotiating 
practices that will help facilitate each employee’s infant feeding goals. 
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Provide McLeod County Lactation Support Policy to pregnant and breastfeeding 
employees. 

 
 
Contact McLeod County Breastfeeding Coordinator with questions/to serve 
as resource 320-864-3185. 
Refer to Business Case for Breastfeeding for Business Managers on the 
McLeod County Intranet under Wellness. 

 
 
EMPLOYEE RESPONSIBILITIES 

 

 
• Communication with Supervisors 
Employees who wish to express milk during the work period shall keep 
supervisors informed of their needs so that appropriate accommodations can be 
made to satisfy the need of both the employee and the employer. 
Refer to Business for Case for Breastfeeding for Employees on the McLeod County 
Intranet under Wellness. 

 

 
• Maintenance of Milk Expression Areas 
Breastfeeding employees are responsible for keeping milk expression areas clean 
for themselves and for the next user. This responsibility extends to both designated 
milk expression areas, as well as other areas where expressing milk will occur. 

 
 
• Milk Storage 
Employees should label all milk expressed with their name and date collected so it 
is not inadvertently confused with another employee’s milk. Each employee is 
responsible for proper storage of her milk using  Meeker-McLeod-Sibley 
Community Health Services refrigerators. Any non- conforming products stored in 
the refrigerator may be disposed of. Employees storing milk in the refrigerator 
assume all responsibility for the safety of the milk 
and the risk of harm for any reason, including improper storage, refrigeration and 
tampering. 
Refer to Breastmilk Storage Guidelines for the Full term, Healthy Infant on 
the McLeod County Intranet under Wellness. 

 

 
• Use of Break Times to Express Milk 
When more than one breastfeeding employee needs to use the designated lactation 
room/accommodations, employees can use a sign in log provided to the room to 
negotiate milk expression times that are most convenient to meet their needs. 
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An Accommodations Sign-In Log is available on the McLeod County Intranet 
under Wellness. 
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EQUIPMENT 
 

 
The Health and Human Service and Solid Waste employees have access to a 
Medela Lactina Select multi-user breast pump on behalf of the Minnesota State 
WIC program.  This pump is available in the following priority order: 

1. WIC employees 
2. WIC clients 
3. HHS and SW employees 

If interested in using the pump please contact the Public Health Breastfeeding 
Coordinator at 320-864-3185 prior to first use for planning purposes and 
information about purchasing necessary personal pump kit (approximately $15.00). 

 
 
EDUCATION 

 
 
Prenatal information about breastfeeding classes and information about postpartum 
home visiting is available for all mothers and fathers. 
A breastfeeding resource list, childbirth/breastfeeding class list for Glencoe 
Regional Health Services and Hutchinson Health Care, and Mom and Baby 
Public Health brochure are available on the McLeod County Intranet Under 
Wellness. 
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SECTION 3.11 LATEX ALLERGY/SENSITIVITY 
 
 
It is the policy of Meeker-McLeod-Sibley Community Health Services to provide 
an environment that minimizes exposure to natural rubber latex for the public as 
well as employees; an environment that provides for safe treatment of the latex 
allergic/sensitive people. Meeker-McLeod-Sibley Community Health Services 
uses McLeod County offices as the primary office space for staff, when office 
space is necessary.  MMS CHS will follow McLeod County’s tobacco free and 
smoke free environment policy.  Any updates or changes to McLeod County’s 
policy will also be in effect for Meeker-McLeod-Sibley Community Health 
Services.  Following is McLeod County’s policy. 

 
 
RATIONALE 

 

 
Latex Allergy is a sensitized immune response to latex protein antigens found in 
natural rubber products. Clinical findings may depend on the sensitivity of the 
person, the route of exposure, and the quantity of the antigen in the product. Latex 
antigen may be transmitted by air (opening latex glove package) or contact with 
rubber devices. A person may have sensitivity to latex that manifests itself as 
contact dermatitis; but when latex comes in contact with mucous membranes, the 
same individual may have an anaphylactic reaction. 

 
 
Preventative measures/latex precautions (i.e., removal of latex products from a 
person’s environment and substitution of latex-safe products) are keys to safe care. 

 
 
DEFINITIONS 

 

 
Airborne Latex Particles: latex particles which are shed from latex containing 
products and can be inhaled as an allergen. Latex products which are placed over a 
molded form as part of the manufacturing process are those likely to shed particles 
which become airborne. These products are generally very stretchy and include 
gloves, balloons, and condoms. The powder used in powdered latex gloves, 
becomes a vehicle for latex particles and as such, results in greater airborne latex 
hazard than latex gloves which are powder free. 

Latex:  a natural rubber product derived from the milky sap of the rubber tree. 

Non Airborne Latex Containing Items:  Products containing latex that are not thin 
and stretchy, but are firmer in consistency. These items generally do not pose a 
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risk of shedding airborne particles and would include items such as catheters, 
drainage tubing, and cords. These items should not touch mucous membranes or 
the skin of persons who are sensitive or allergic to latex. 
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RESPONSIBILITY 

Each department head is ultimately responsible/accountable for the enforcement of 
this policy within his/her office. The department head may assign responsibility 
for this enforcement to specific managers/supervisors within each office. All 
McLeod County employees are responsible for compliance with this policy. 
Deviation from this policy may be approved by a department head. 

Each department head/supervisor is responsible for assuring that new employees 
are educated regarding this Latex Allergy/Sensitivity policy. 

PROCEDURE 

Balloons: Due to the high latex allergen content found in latex balloons and the 
increased risk this poses to latex allergic/sensitive individuals, LATEX 
BALLOONS WILL NOT BE PERMITTED ANYWHERE IN McLeod County 
BUILDINGS AT ANY TIME. The foil (Mylar) balloons are acceptable and pose 
no risk to latex allergic/sensitive individuals. Signage will be displayed at 
entrances to county facilities, alerting those entering, that latex balloons cannot 
come into the building. Staff at entry areas who observe latex balloons, will stop 
the person and direct them to take the balloons outside of the building. The 
Fairground buildings will be exempt from this policy during the month of August 
when the McLeod County Fair Board and the Ag Association has control of the 
Fairgrounds for the county fair. 

Exam Gloves: Due to the high latex allergen content of most routine latex exam 
gloves, and the high incidence of airborne particles from these gloves posing risk 
for latex allergic/sensitive individuals. ALL EXAM GLOVES AND GLOVES 
USED FOR ACTIVITIES THAT ARE NOT LIKELY TO INVOLVE CONTACT 
WITH INFECTIOUS MATERIALS WILL BE NON-LATEX. When latex gloves 
must be used they must be LOW ALLERGEN/POWDER FREE. 
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SECTION 4.1 – HOLIDAYS 

The following days are official holidays for Meeker-McLeod-Sibley Community 
Health Services full-time and regular part-time employees including probationary 
employees. Holidays are pro-rated for regular part-time employees. 

New Year's Day............................... January 1st 

Martin Luther King Holiday ........... 3rd Monday in January 

President's Day ................................ 3rd Monday in February 

Memorial Day.................................. Last Monday in May 

Independence Day ........................... July 4th 

Labor Day ........................................ 1st Monday in September 

Veteran's Day................................... November 11th 

Thanksgiving Day ........................... 4th Thursday in November 

Day after Thanksgiving………….. 4th Friday in November (in lieu of Columbus 
Day) 

Christmas Day ................................. December 25 

Floating Holiday.............................. (One eight hour day of the present calendar 
year to be taken by the last day of the last full 
payroll period of the calendar year on a date 
determined by the employee with approval). 

When New Year's Day, January 1st; or Independence Day, July 4th; or Veteran's 
Day, November 11th; or Christmas Day, December 25th; falls on Sunday, the 
following day shall be a holiday and when the aforementioned holidays fall on a 
Saturday, the preceding day shall be a holiday. 

Designated holidays that occur within a full-time employee’s approved and 
compensated leave of absence or vacation shall not be charged to the employee’s 
sick days or vacation time, but shall be recorded as a holiday. 
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Regular full-time and part-time employees including probationary employees are 
eligible for holiday pay. Part-time employees shall receive holiday pay on a pro-rata 
basis. Part-time employees must be employed a minimum of 50 percent of the 
normal work week or 20 hours per week to be eligible for pro-rata holidays. 
Holidays will be paid in the pay period in which they occur. Emergency, temporary 
and seasonal employees are not eligible for holiday pay. 

 
 
Employees must be in a paid status for at least one (1) day before and after a holiday 
in order to receive Holiday Pay. Therefore, a holiday cannot be the first or last day 
of employment. Employees will not receive holiday pay for holidays occurring 
while on an unpaid leave of absence. 

 
Floating Holiday 

 

In order to be eligible for the floating holiday, an employee must be employed on or 
before July 1 of the year in question. The floating holiday cannot be carried over 
from one calendar year to the next and will not be paid out as part of severance. Part-
time employees will also receive one pro-rated Floating Holiday. 
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SECTION 4.2 – VACATION 

 
 
Vacation benefits shall granted to regular full and part-time employees only.  
Regular part-time employees shall accrue vacation time on a pro-rated accrual based 
on hours worked. Emergency employees, temporary and seasonal employees shall 
not receive vacation benefits. 

 
 
No employee shall be permitted to cash in vacation hours while also being 
compensated for regular hours worked. When an employee is not working because 
of illness or injury and has exhausted all sick leave, the employee may, at the 
discretion of the CHS Management Team, be permitted to use the employee's 
vacation benefit in lieu of sick leave. 

 
 
Vacation credits for full and part-time employees shall be earned according to the 
following schedule and shall be calculated from the employee's date of hire: 

Hours Per Days Per 
Length of Employment Year  Year   

 

Start - 5 Years 96 12 

More than 5 Years - 10 Years 120 15 

More than 10 Years - 15 Years 144 18 

More than 15 Years 176 22 
 
 

The employee’s hire date will be used in computing the vacation accrual earned. 
 
 
The maximum number of accumulated vacation hours for a regular full-time 
employee shall not exceed 240 hours at the end of any payroll period or 192 hours as 
of the last day of the last full payroll period of the year. 

 
 
No vacation may be taken while an employee is on probation. Employees, after 
having satisfactorily completed probation, are eligible to take accumulated earned 
vacation anytime thereafter. 

 
 

Vacations will be scheduled so as not to unduly disrupt the normal operation of 
the department, while taking into account the employee’s preferences for 
vacation periods. CHS Management Team shall have the discretion to deny 
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vacation leave at any given time based upon the needs of the department. 
 
If a regular full-time or part-time employee becomes ill or injured while on vacation, 
the employee's vacation shall be changed to sick leave for the period of the illness or 
injury, upon presenting a doctor's statement to the CHS Management Team which 
certifies the employee’s inability to work due to illness or injury. Notice shall be 
given to the CHS Administrator as soon as possible when the illness or injury occurs. 

 
 
Use of vacation leave shall be in no less than quarter hour increments (i.e. 15 
minutes equal .25 hours, etc). 

 
 
An employee must have a positive vacation leave balance in order to take vacation 
time off. Vacation time off cannot be used in the pay period in which it is accrued. 

 
 
Accumulated vacation leave may only be transferred from one employee to another 
pursuant to the Vacation Leave Donation Policy. 
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SECTION 4.3 – SICK LEAVE 

 
 
Paid sick leave shall be provided to regular full-time and part-time employees 
working over 14 hours per week on a pro-rated basis. When necessary a CHS 
Management Team may authorize the use of sick leave for personal illness, injury, 
or pregnancy and medical, dental, and optical appointments for the employee or 
family member listed below that cannot be scheduled outside of work hours. 

 
In accordance with Minn. Stat. § 181.9413 9, as amended, an employee may use 
paid sick leave benefits for absences due to illness or injury to the employee’s 
child, including adult child, spouse, sibling, parent, grandparent, stepparent, 
mother-in-law, father-in-law, or grandchild for reasonable periods of time as the 
employee's attendance may be necessary, on the same terms upon which the 
employee is able to use sick leave benefits for the employee's own illness or injury 
up to 160 hours in any 12-month period. An employee may use sick leave for 
themselves or relative (as listed above) to provide assistance because of sexual 
assault, domestic abuse or stalking. 

 
 
The CHS Management Team may require written and signed certification from a 
health care provider that the absence and use of sick leave was appropriate and 
necessary. 

 
Employees shall inform the CHS Administrator of the need to request sick leave 
by 8:15 a.m. Full-time employees, including probationary employees, shall accrue 
sick leave at a rate of 3.7 hours per payroll period. Sick leave may accumulate 
to a maximum of 120 days or 960 hours. 

 
For employees hired prior to October 21, 1997 and who have reached a maximum of 
960 hours as of the last day of the last full payroll period of the year will be paid the 
following January for hours in excess of 960 at the pay rate as of the last full payroll 
period of the year. Employees hired on or after October 21, 1997, will not be 
eligible to cash in sick leave as provided above in this paragraph. 

 
Use and recording of sick leave accruals shall be in no less than quarter hour 
increments (i.e. 15 minutes equal .25 hours, etc). 

 
An employee must have an available sick leave accrual balance in order to take sick 
leave. Sick leave cannot be used during the payroll period in which it is accrued. 
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SECTION 4.4 – FUNERAL LEAVE 

Funeral Leave up to a maximum of three (3) days per occurrence may be authorized 
by the CHS Management Team in case of a death in the immediate family; that is, 
spouse, children, step-children, brothers, sisters, parents, grandparents and 
grandchildren of either the employee or spouse. Each request will be considered 
individually by the CHS Management Team and circumstances such as travel time 
involved, responsibility of the employee for funeral arrangements, or 
administration of the estate, will be considered. Part-time employees, emergency 
employees, temporary and seasonal employees will not be paid for funeral leave. 

In order to receive funeral leave, the employee must designate the relationship of the 
deceased on their timesheet. 
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SECTION 4.5 – MATERNITY/PATERNITY LEAVE OF 
ABSENCE 

 

 
A Maternity/Paternity Leave of Absence may be granted of up to six (6) months to 
employees to care for the birth or adoption of their child with probationary or 
permanent status when requested with at least a 30 day notice if the leave is 
foreseeable. This is an unpaid leave unless the employee is eligible to use vacation, 
comp time, sick leave or other paid time available. The Maternity/Paternity Leave 
of Absence provided in this policy shall run concurrent with a related leave of 
absence provided by the Family and Medical Leave Act. 

 
 
In special instances, when unable to find a replacement for key staff personnel, 
and the mission of the department would be adversely affected by a 6-month leave, 
a maternity/paternity leave of a minimum of 12 weeks shall be granted in 
accordance with the Family and Medical Leave Act. 

 

 
The CHS Administrator shall require prior notice to determine the 
commencement date and duration of maternity/paternity leaves, and shall review 
each request on its individual merits, taking into consideration individual duties, 
efficiency, health and welfare of the employee or child, or other relevant criteria. 

 
 
Following childbirth or upon receiving the child when adopting and upon signifying 
his/her intent to return with at least two weeks’ notice and within the six month 
leave of absence period, an employee shall be reinstated to their original job or to a 
position of like status and pay. Vacation and sick leave benefits will not accrue 
during unpaid maternity/paternity leaves. 

 
 
Health and life insurance will be continued during a leave of absence of 12 
workweeks or less pursuant to the Family and Medical Leave Act with the employee 
being responsible for the same percentage of the premium as prior to the personal 
leave. Health and life insurance will be continued at the employee's expense during 
an unpaid leave of absence of more than 12 workweeks. 

 
 
When temporary help is needed due to an employee's leave of absence, the CHS 
Administrator shall make their request to the Meeker-McLeod-Sibley Community 
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Health Board. 
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SECTION 4.6 – FAMILY AND MEDICAL LEAVE ACT 
 

 
PURPOSE 

 

 
The Family and Medical Leave Act (FMLA) is intended to balance the demands of 
the workplace with the needs of families, to promote the stability and economic 
security of families, and to promote national interests in preserving family integrity. 
It allows “eligible” employees to take job-protected leave for up to a total of 12 
workweeks in a defined 12 month period because of certain qualifying 
circumstances. In some cases, the leave may be taken all at once, on an intermittent 
basis or the employee may work a part-time or reduced schedule. 

 
 
ELIGIBLE EMPLOYEES 

 

 
Eligible employees are those who have: 
1. Been  employed  by  Meeker-McLeod-Sibley Community Health Services for  

at  least  12  months  prior  to  the commencement of the leave; (the 12 months 
of employment required to qualify for leave need not be consecutive) and 

2. Worked a minimum of 1250 hours within the previous 12-month period. 
 
 
An employee who is not eligible for FMLA coverage at the time he or she 
commences leave may become eligible if he or she meets the eligibility requirements 
while on leave. 

 
 

QUALIFYING EVENTS COVERED BY THE FMLA 
 

 
FMLA will be granted to eligible employees for any of the following reasons: 
1. To care for their child (birth, adoption or foster care placement); or 
2. To care for their spouse, child (the child must be under 18 years of age, or 18 

years of age or older and “incapable of self-care” because of a mental or physical 
disability as defined by the Americans with Disability Act) or parent who has a 
“serious health condition”; or 

3. For a “serious health condition” that makes an employee unable to perform the 
essential functions of their job; or 
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4. For an exigency caused by the call to active duty of a member of the Armed 
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Forces; or 
5. To care for a spouse, child, parent or next of kin who is a service member and is

injured or becomes seriously ill while on active duty.

SERIOUS HEALTH CONDITION 

A serious health condition is defined by the FMLA as an illness, injury, impairment 
or physical or mental condition that requires “inpatient care” or “continuous 
treatment” by a health care provider. 

LENGTH OF LEAVE 

The length of the FMLA is not to exceed 12 work weeks in a 12 month period. The 
entitlement to FMLA for the birth or placement of a child expires 12 months after the 
birth or placement of the child. 

LEAVE YEAR 

The 12 month leave year will be measured forward from the first day the employee is 
absent from work on FMLA. 

NOTICE 

If the leave is foreseeable, the employee must give the Meeker-McLeod-Sibley 
Community Health Services at least 30 days advance notice. If the need for leave 
is unforeseeable, the employee should give as much notice as is practicable. 

MEDICAL CERTIFICATION 

The employee must provide a complete medical certification if the leave is for the 
serious health condition of a child, spouse, parent or the employee within 15 calendar 
days. A ”Certification of Health Care Provider for Employee’s Serious Health 
Condition” or “Certification of Health Care Provider for Family Member’s Serious 
Health Condition” forms can be obtained from M c L e o d  C o u n t y  Human 
Resources. It is to be completed by the attending physician or practitioner. 

The Meeker-McLeod-Sibley Community Health Services may require a second or 
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third medical opinion at the Meeker-McLeod-Sibley Community Health Services 's 
expense. 
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BOTH SPOUSES EMPLOYED BY THE MEEKER-MCLEOD-SIBLEY 
COMMUNITY HEALTH SERVICES 
 

 
When both spouses are employees of the Meeker-McLeod-Sibley Community 
Health Services, each spouse may take up to 12 weeks of FMLA per leave year. 
The leaves may run simultaneously. 

 
 
CONTINUATION OF INSURANCE AND PAYMENT OF PREMIUMS 

 

 
An employee on FMLA may choose to continue existing health care benefits and life 
insurance. These benefits will be maintained under the same conditions and at the 
same level of Meeker-McLeod-Sibley Community Health Services contribution as 
would have been provided as if the employee had continued in employment 
continuously for the duration of such leave. If there are changes to the Meeker-
McLeod-Sibley Community Health Services 's contribution levels and/or premium 
rates while the employee is on leave, those changes will take place as if the 
employee was still on the job. If the employee chooses to continue benefits, the 
employee will be required to continue payment of the employee's portion of the 
health care and/or other insurance coverage. 

 
 
The employee may choose not to retain health care or other insurance coverage 
during FMLA. When the employee returns from leave, the insurance coverage will 
be reinstated on the same terms as prior to taking leave without any qualifying 
period, physical examination, exclusion of pre-existing conditions, or other 
requirement. 

 
 
PREMIUM REIMBURSEMENT 

 

 
The employee will be required to reimburse the Meeker-McLeod-Sibley 
Community Health Services for any premiums paid during the leave if the 
employee does not return to work unless the employee cannot return to work due 
to the continuation, recurrence, or onset of a serious health condition of the 
child, spouse, parent or employee or due to other circumstances beyond the 
control of the employee. 

 
 
EFFECT ON BENEFIT ACCRUAL 

 
 
The employee will not accrue benefits such as vacation or sick leave while on unpaid 
FMLA. 
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JOB RESTORATION 
 

 
Employees will be reinstated to the same position or an equivalent position upon
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return from leave with equivalent pay, benefits and working conditions. An 
employee returning to work with a disability is also subject to provisions of the 
Americans with Disabilities Act. 
 
 
USE OF PAID OR UNPAID TIME 

 

 
The 12 weeks of FMLA will be unpaid unless the employee uses vacation, comp 
time or sick leave. Use of paid time must be in accordance with applicable personnel 
policies and union contracts. The employee must use paid sick leave for 
circumstances that qualify for the use of sick leave and reduce their sick leave bank 
to 80 hours before going on unpaid leave. (This does not apply to employees 
receiving Short-term Disability payments). Both paid and unpaid time count as part 
of the 12 weeks of FMLA. 

 
 
INTERMITTENT LEAVE 

 

 
Leave may be taken intermittently or on a reduced schedule if medically necessary. If 
not medically necessary, Meeker-McLeod-Sibley Community Health Board 
approval is required. The Meeker-McLeod-Sibley Community Health Services may 
require the employee to temporarily transfer to an alternative position of like status 
and pay if the new position better accommodates recurring periods of leave while the 
employee is on intermittent leave. If leave is taken intermittently, it will not affect 
the status of an exempt employee under the Fair Labor Standards Act. The employee 
has a statutory obligation to make a reasonable effort to schedule treatment as not to 
disrupt the employer’s operations. All requests for intermittent leave will be 
evaluated on a case-by-case basis. 
 
 
RETURN TO WORK 

 

 
The employee will be required to submit a fitness for duty report prior to returning to 
work if the FMLA was for the employee's own serious health condition. 

 
 
LEAVE PERTAINING TO MILITARY RELATED EVENTS 

 

 
A. Injured Service Member Leave 

An employee is entitled to up to twenty-six (26) weeks of leave in a single 
twelve month period to care for covered service member with a serious injury 
or illness. Employees who are eligible must be a spouse, parent, child or “next 
of kin”. 
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B. Qualifying Exigency Leave

188



This leave entitles an employee to take up to twelve (12) weeks of leave due to 
a “qualifying exigency” arising because an employee’s spouse, child, or parent 
has been called up to covered active duty; it does not apply to family members 
of the military who are in the regular armed services. 

 
 
GENERAL SUMMARY 

 
 
This policy is intended to be a general summary of the FMLA law. Each situation 
will be evaluated on a case-by-case basis in accordance with the FMLA. Please 
contact the McLeod County Human Resources Director for specific details. 
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SECTION 4.7 - JURY DUTY 
 
 
 
Jury Duty is considered a civic obligation. When served with a notice of jury duty, 
the employee shall furnish their supervisor with a copy of the notice. Employees 
called for jury duty shall receive their regular compensation and other benefits. Any 
compensation other than for expenses shall be remitted to the Meeker-McLeod-
Sibley Community Health Services Auditor - Treasurer within ten (10) days 
following receipt by the employee. Employees shall return to their regular duties if 
released from jury duty during their scheduled hours of work. 

 
 
Application  of  this  policy  to  those  employees  who  are  not  full-time  will  be 
determined on an individual basis. 
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SECTION 4.8 - PERSONAL LEAVE 

For justifiable reasons, the CHS Management Team may, with the concurrence of the 
Meeker-McLeod-Sibley Community Health Board, approve the absence of an 
employee without pay for up to 30 calendar days.  Any absence of more than 30 days 
and less than one year must be approved in advance by the Meeker-McLeod-Sibley 
Community Health Board. Where appropriate, the Meeker-McLeod-Sibley 
Community Health Board will grant an official leave of absence in order to preserve 
the employee's status as a public employee and benefit rights under applicable 
retirement programs. The employee shall not accrue vacation, sick leave or other paid 
benefits during a personal leave. 

Health and life insurance will be continued during a personal leave of absence of 30 
days or less with the employee being responsible for the same percentage of the 
premium costs as prior to the personal leave. Health and life insurance may be 
continued at the employee's expense during a personal leave of absence of more than 
30 days. 

191



SECTION 4.9 - EDUCATION LEAVE 

Education leave without pay may be granted, at the sole discretion of the Meeker-
McLeod-Sibley Community Health Board, for a period not to exceed two years, to 
any employee enrolled in a graduate school for classes determined to be directly 
related to the performance of the employee's current position.  Any employee granted 
an educational leave may also, at the option of the Meeker-McLeod-Sibley 
Community Health Board, receive service credit for purposes of benefit earning 
eligibility (i.e. vacation accrual rate; seniority) and may be granted salary increases 
upon return to work at the time such increases would have been received if he/she 
had continued in regular employment with the Department. 
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SECTION 4.10 - INCLEMENT WEATHER/EMERGENCY 
CONDITIONS 

MMS CHS will follow McLeod County’s Inclement Weather/Emergency 
Conditions policy.  Any updates or changes to McLeod County’s policy will also 
be in effect for Meeker-McLeod-Sibley Community Health Services.  Following is 
McLeod County’s policy. 

The McLeod County Board of Commissioners authorizes the County Administrator, 
or designee, upon recommendation of the County Sheriff and/or County Engineer, to 
declare that emergency conditions exist. An emergency condition includes severe 
weather or other condition(s) that threaten the health and/or safety of the employees 
and citizens at any or all county locations. In the event of declared emergency 
conditions, the Department Head or designee, may dismiss the employees early. An 
employee may use accrued vacation leave, comp time or unpaid leave for absences 
due to dismissal upon a declared emergency.  

This policy is developed with the assumption that a complete closing of all county 
facilities during normal business hours shall not occur. However, the County 
Administrator and McLeod County Board Chair retain the authority to deviate 
from this policy if deemed necessary. 
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SECTION 4.11 - VOLUNTEERISM LEAVE 

MMS CHS will follow McLeod County’s Volunteerism Leave policy.  Any 
updates or changes to McLeod County’s policy will also be in effect for Meeker-
McLeod-Sibley Community Health Services.  Following is McLeod County’s 
policy. 

Volunteer service to the local fire department is allowed during working hours upon 
prior notification to the Department Head of such service.  The employee is allowed 
to respond to an emergency fire call while on duty and will be paid by the Meeker-
McLeod-Sibley Community Health Services the employee’s regular rate of pay for 
the normal work hours of the day with no loss in pay. No overtime will be 
authorized or accrued as a result of volunteer service. The employee is expected to 
return to work when the emergency is over unless approved leave time is granted.  
Any other types of volunteer work must be done outside of regular working hours or 
as approved leave time. 
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SECTION 4.12 - MILITARY LEAVE 

MMS CHS will follow McLeod County’s Military Leave policy.  Any updates or 
changes to McLeod County’s policy will also be in effect for Meeker-McLeod-
Sibley Community Health Services.  Following is McLeod County’s policy. 

McLeod County shall provide military leaves in accordance with state and federal 
law. 

In accordance with Minnesota Statute 192.26, as amended, an individual who is a 
member of the National Guard, military reserve or any other reserve component of 
the military or naval force of the United States or a State shall be granted a leave of 
absence without loss of pay, seniority status, efficiency rating, vacation, sick leave, 
or other benefits not to exceed fifteen (15) days in any calendar year for such 
activity. 

Under the Uniformed Services Employment and Reemployment Rights Act 
(USERRA), McLeod County will grant an unpaid military leave of absence to any 
employee who requests such leave in order to perform service in the uniformed 
services. It is the policy of McLeod County to comply with USERRA and all other 
state, federal, and local laws. 
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SECTION 4.13 - VOTING LEAVE 

MMS CHS will follow McLeod County’s Voting Leave policy.  Any updates or 
changes to McLeod County’s policy will also be in effect for Meeker-McLeod-
Sibley Community Health Services.  Following is McLeod County’s policy. 

Employees who are eligible to vote in an election may be absent from work for a 
reasonable amount of time to vote during the morning of the day of the election. 

McLeod County will not impose a penalty or deduction from wages because of 
such absence in accordance with Minnesota Statute 204C.04, as amended. McLeod 
County will not directly or indirectly refuse, abridge, or interfere with this right 
or any other election right of an employee. Election means a regularly scheduled 
state primary or general election, a local election, an election to fill a vacancy in 
the office of United States Representative, or a presidential primary unless it is 
conducted by mail. 

Employees are required to notify their immediate supervisor prior to a voting leave 
of absence 
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SECTION 4.14 - POLITICAL LEAVE 
 
 
 
MMS CHS will follow McLeod County’s Political Leave policy.  Any updates or 
changes to McLeod County’s policy will also be in effect for Meeker-McLeod-
Sibley Community Health Services.  Following is McLeod County’s policy. 

 
If the Meeker-McLeod-Sibley Community Health Services determines that there 
is a conflict of interest between a Meeker-McLeod-Sibley Community Health 
Services employee’s job duties and candidacy for elected County offices, Meeker-
McLeod-Sibley Community Health Services may require that the employee take 
an unpaid leave of absence during the period of the candidacy. A leave of absence 
must be taken from the date of filing until the conflict no longer exists. The 
following are examples including, but not limited to, types of conflicts of interest: 
 
 

1. If an employee runs against the employee’s Department Head; and/or 
2. If a Department Head runs against a County Board member. 

 
Accumulated vacation and comp time hours may be used during the period of time 
an employee is a candidate for office. 

 
 
If vacation and/or comp time is used, health and life insurance will be continued 
during the leave of absence with the employee being responsible for the same 
percentage of the premium cost as prior to the political leave. 

 
 
If an unpaid leave is taken, health and life insurance may be continued with the 
employee being responsible for the full premium cost. 
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SECTION 4.15 - VOLUNTARY VACATION LEAVE TRANSFER 

MMS CHS will follow McLeod County’s Voluntary Vacation Leave Transfer 
policy.  Any updates or changes to McLeod County’s policy will also be in effect 
for Meeker-McLeod-Sibley Community Health Services.  Following is McLeod 
County’s policy. 

The purpose of a voluntary vacation leave policy is to allow employees to transfer 
unused accrued vacation to another employee who has exhausted all their paid leave 
benefits including sick, vacation and compensatory time due to a medical emergency 
including a serious accident or illness of self or of an immediate family member 
limited to spouse, child, or parent. 
A potential leave recipient must complete and submit a request form with written 
approval of the department head. A leave recipient may not be participating in any 
other disability program (i.e., Long Term Disability, Short Term Disability, PERA, 
Social Security, Worker’s Compensation, etc.). 

The Department Head may require a physician's explanation of the medical 
emergency, including a brief description of the nature, severity and anticipated 
duration of the medical emergency; and if it is a recurring one, the approximate 
frequency of the medical emergency affecting the potential leave recipient. 

If abuse is suspected, the Department Head may rescind the leave, at any time, by 
written notification to the employee. 

Upon the donor's written, dated and signed request, payroll staff will deduct from the 
donor's balance the hours of vacation leave designated and credit those hours to the 
record of the receiver when the recipient has exhausted their own vacation, sick leave 
and compensatory time balance. All transfers will remain anonymous. Once a 
donor’s request is submitted, it is irrevocable. 

While employees are the recipient of vacation donations, vacation and sick leave 
shall accrue as though they were in regular pay status. 
Leave must be donated in full hour increments. In any one calendar year, a leave 
donor may donate no more than a total of one-half of the amount of annual vacation 
leave he/she would be entitled to accrue during the year in which the donation is 
made. 
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A leave recipient may use vacation leave transferred to his/her vacation leave account 
only for the purpose of the medical emergency for which the leave was approved. 

If a participating recipient resigns or is terminated while in the leave transfer 
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program, they are no longer defined as a Meeker-McLeod-Sibley Community 
Health Services employee and therefore no longer eligible to receive donations.   
When the medical emergency affecting a leave recipient terminates, no further 
requests for transfer of vacation leave to the leave recipient may be granted for that 
medical emergency, and any unused transferred vacation leave remaining to the 
credit of the leave recipient shall be restored to the leave donors on a pro-rated basis. 

 
 
An employee may not directly or indirectly intimidate, threaten, or coerce any other 
employee for the purpose of interfering with any right such employee may have with 
respect to donating, receiving or using vacation leave under this plan. 
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SECTION 4.16 UNPAID LEAVE 
 

 
PURPOSE 

 
 
 The intent of the Meeker-McLeod-Sibley Community Health Services 
Unpaid Leave Policy is to allow employees with a low vacation/comp time balance 
or probationary employees to take time off. Use of this program will not impact 
future staffing request decisions. 

 
 
PROCEDURE 

 

 
Full-time and part-time employees may participate in unpaid leave under the 
following conditions and would be afforded the following special benefits: 

 
 

• Employees are eligible if they have vacation and compensatory time accrual 
balances of less than a combined total of 40 hours or if they are a new 
employee currently on probation and not eligible to use their vacation 
accrual and they have prior department head approval (see below). 
 

• Meeker-McLeod-Sibley Community Health Services  will continue its 
regular contribution to health and life insurance premiums.  The 
employee remains responsible for their benefit contributions to all 
insurances using unpaid leave. 

 
 

• Vacation and sick leave accruals will be pro-rated for actual paid hours 
while using unpaid leave. 

 

 

• Employees on unpaid leave will receive holiday benefits for legal holidays 
that fall within their unpaid leave. 

 

 

• Service credit for purposes of benefit earning eligibility (i.e. vacation accrual 
rate, seniority) will continue as normal while using the program. 

 
 
SUPERVISOR RESPONSIBLITY 

 

 

• CHS Management Team may grant unpaid leave requests where they 
determine that such leave is compatible with their staffing requirements. 
Unpaid leave is not available when additional help or other staff coverage is 
necessary. Employees must request this leave at least 24 hours in advance. 
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Intermittent leave is encouraged to reduce the burden placed on the other 
staff in a department. The maximum amount of unpaid leave taken at one 
time would 
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be 3 (three) consecutive days. Unpaid leave may not be used in conjunction 
with Family Medical Leave Act (FMLA). C H S  M a n a g e m e n t  
T e a m  retains discretion to place priority on requests for vacation leave 
from one employee above requests for unpaid leave from another employee. 

 
 
Unpaid leave may be approved by the CHS Management Team for use in one 
hour increments up to a total of 40 hours in a calendar year. 
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SECTION 5.1 - ACCEPTABLE USE FOR COMPUTER AND 
NETWORK SYSTEMS 

POLICY STATEMENT 

MMS CHS will follow McLeod County’s Acceptable Use for Computer and 
Network Systems policy.  Any updates or changes to McLeod County’s policy will 
also be in effect for Meeker-McLeod-Sibley Community Health Services.  
Following is McLeod County’s policy. 

Employees who are users of the McLeod County computer systems and shall follow 
procedures to ensure compliance with data security, data privacy, and software 
licensing and to ensure efficient and effective operations. This policy is designed to 
provide guidance regarding the acceptable use of McLeod County computers, 
network systems, including internet and email use. 

McLeod County  OVERSIGHT 
a. McLeod County is the sole and exclusive owner of the computer systems

and data.
b. McLeod County -owned equipment cannot be used by anyone other than

Meeker-McLeod-Sibley Community Health Services employees and for
any purpose other than Meeker-McLeod-Sibley Community Health
Services  business unless otherwise stipulated by the Information
Technology Department.

c. McLeod County reserve the right to:
1. Use any means available to access, inspect, review, and monitor its

systems and data.
2. Override any passwords and access codes.

d. Users must be aware of and comply with data privacy laws. Users will be
monitored and do not have an expectation of privacy when using McLeod
County computer systems.

e. Users will be subject to discipline procedures for violations of this
Policy.
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USER ID'S AND PASSWORDS 

a. All users are required to be uniquely identified when accessing McLeod
County computer or network systems.  The Information Technology
Department will create and maintain user accounts, and control group
membership for gaining access to the McLeod County, systems and
computers.

b. User Account Logon Names shall not be shared or used by others.
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c. Passwords will expire in a time period specified by the Information 
Technology Department. The supervisor shall be notified if it is believed 
that a User ID or password is being used by another person. 

d. Inactive  User Accounts  shall be reported to Information  Technology or 
as discovered, to be immediately disabled/removed from the system 
without notice. 

 
 
 
USE OF COMPUTERS, NETWORK DEVICES AND 
TELECOMMUNICATION EQUIPMENT 

 

 
a. Computer users shall ensure that workstations are secured when 

unattended by performing the lock computer process or logging off. 
b. Computer users shall shut down their workstation at the end of each 

workday unless directed to do otherwise by Information Technology 
Department. 

c. Computer users shall, on an ongoing basis, delete or remove their 
inactive data files. Unless authorized, users are prohibited from deleting 
or removing files created by others. 

d. Computers and non-portable networked devices (i.e. printers, copy 
machines, etc.) shall not be moved without approval from the supervisor 
or department head and Information Technology Department. 

e. Employees will be granted remote access to the McLeod County network 
if their job responsibility requires them to perform duties off-site, provided 
that the department purchases the required equipment. 

f. Use of the Internet during working hours shall be related to work 
responsibilities and the internet shall not be used for casual or private 
"surfing" unrelated to work responsibilities. Usage shall be limited to 
web sites that are work related. 

g. Prohibited websites and email content shall include, but are not limited 
to, adult entertainment, sexually explicit material, websites or emails 
promoting violence or terrorism, gambling, illegal use of a controlled 
substance(s) and intolerance of other people/ races/religions or other 
protected class status. 

h. Use of computer equipment and telecommunication equipment for 
personal use must be kept to a minimum.  Furthermore, such usage shall 
occur only during the employee's personal non-work time and must not 
interfere with Meeker-McLeod-Sibley Community Health Services 
business. 
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i. No outside equipment shall be connected to the McLeod County’s 
computers or network systems without the permission of Information 
Technology Department. 

 
 
 
SOFTWARE 

 

 
a. Employees shall not install software on McLeod County’s computer 

systems. 
Installation of software on McLeod County computer or network 
systems is the responsibility of Information Technology Department. 

b. The Information Technology Department will not load personally owed 
software on McLeod County devices. 

c. No third party files or computer programs (data or programs not acquired 
through the McLeod County’s formal purchasing process) shall be 
transferred to a McLeod County computer from outside the McLeod 
County without first being scanned for computer viruses. 

d. Software outside that of the standard approved software requires written 
consent from the McLeod County Information Technology Director prior 
to being installed. 

e. The Information Technology Department will notify the CHS 
Administrator before removing unauthorized software and/or software 
that is out of license compliance. 

f. Employees shall comply with all requirements of software licensing 
agreements. 

g. The Information Technology Department shall be notified when a virus is 
detected. 

h. The Information Technology Department shall be responsible for the 
ongoing distribution of up-to-date virus scanners on McLeod County  
computers and network systems. 

i. All software system disks and installation instructions shall be retained 
and secured by the Information Technology Department. 

j. The Information Technology Department shall maintain a record of all 
licenses purchased for applications residing on file servers and central 
processors. The Information Technology Department shall ensure 
license compliance. 

k. Each department shall be responsible for enforcing software licensing 
agreements that are unique to their department. 
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EMAIL 

 
 

a. Users may not send any confidential information via email without proper 
encryption. An encryption solution is provided by the Information 
Technology Department. 

b. If a document is designated as confidential, the confidential status may not 
be changed via email. 

c. Use of non- McLeod county  email accounts (email addresses other than 
@co.mcleod.mn.us) to conduct official Meeker-McLeod-Sibley Community 
Health Services business is prohibited unless approved by the Information 
Technology Department. If approved, use of these accounts is subject to 
McLeod County policies. 

d. Manual or auto-forwarding McLeod County email to personal email 
accounts is prohibited. 

e. No  user  may  send  an  email  over  the  size  limit  set  by the  Information 
Technology Department. 

f. All email that is required to be maintained must be moved to some other 
form of storage (i.e. saved to an available network drive, electronic 
document management system, etc.). 

g. No user may send a restricted email attachment. 
h. Each user’s email box size will be limited to a reasonable amount of space 

as determined by the Information Technology Department. Email box sizes 
will be set and reviewed as needed. 

i. Restrictions will be imposed on the use of local archives by Information 
Systems. 

j. Access to email will be provided in the following ways: 
a. Client software installed on McLeod County computer systems 

connected to the Meeker-McLeod-Sibley Community Health Services 
network. 

b. Secure web access client (for access when not on the McLeod County 
network). 

c.   Smartphone or tablet devices synchronizing permitted as defined in 
the portable devices section of this document as well as sign off with 
the form in Appendix B. 

 
 
 
EMAIL RETENTION 
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a. Email is a communication tool. It is temporary storage location for sending 
and receiving information. 
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b. All messages in trash will be deleted if they are in the trash longer than 90
days.

c. All messages in sent mail will be transferred to trash if they are older than
90 days.

d. All messages in junk will be deleted if they are in the junk longer than 30
days.

e. Email servers are not backed up on any fixed schedule; any backups are for
technical purposes only and are not for individual data recovery.

f. Data protection is not provided for any form of local archives.

EMAIL SECURITY 

The  following  types  of  security  will  be  implemented  to  protect  the  email 
system. 

a. Multi-tier virus filtering – messages detected to have a virus will be
deleted. No notification will be sent to the sender or the recipient(s).

b. Spam filtering – messages will be scored and processed based on their
score; messages may be deleted, placed in end-user quarantine, or
delivered with a subject line rewrite. Blacklist and white list requests
will be considered on a case by case basis.

c. Multi-tier  attachment  filtering  –  restricted  attachment  types  will  be
deleted and the message returned to the sender.

d. Users that have been granted access to McLeod County email system
are required to authenticate to the system with their unique credentials.

PORTABLE DEVICES 

a. Portable devices include, but are not limited to, laptops, netbooks,
smartphones and tablets issued or owned by the McLeod County or
reimbursed for by the Meeker-McLeod-Sibley Community Health Services.
Employee use of such devices is subject to Meeker-McLeod-Sibley
Community Health Services personnel policies.

b. The employee, while performing Meeker-McLeod-Sibley Community
Health Services work off-site on a McLeod County owned portable device
and at the direction of their department head/supervisor,
shall  be  considered  working  for  the  Meeker-McLeod-Sibley Community
Health Services  and  must  therefore  be  in compliance with Meeker-
McLeod-Sibley Community Health Services personnel policies.
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c. The employee shall take reasonable care to safeguard the portable device
from extreme heat, extreme cold, damage, or theft and shall also ensure
compliance with data privacy laws by taking reasonable steps to secure the
data on the portable device.
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d. Meeker-McLeod-Sibley Community Health Services may, at any time, 
deny an employee use of a portable device or may block access from the 
device to any or all services including the McLeod County’s network. 

e. If a portable device is lost, stolen or damaged, the user must immediately 
notify  the CHS Administrator who  then  must  notify  the 
Information Technology Department. 

 
 
 
MEEKER-MCLEOD-SIBLEY COMMUNITY HEALTH SERVICES 
BUSINESS PERFORMED ON NON· MEEKER-MCLEOD-SIBLEY 
COMMUNITY HEALTH SERVICES-OWNED DEVICES 

 

 
a. McLeod County-owned data files and/or licensed software shall not be 

transferred to non- McLeod County owned devices by Meeker-McLeod-
Sibley Community Health Services employees without the approval of the 
CHS Administrator and the Information Technology Department. 

b. The employee shall ensure compliance with data privacy laws by taking 
reasonable measures to secure the data on the devices. 

c. McLeod County -owned data and/or licensed software shall be purged from 
the device 
upon task completion. 

d. Non- McLeod County owned laptop or desktop computers are not 
approved for synchronizing with McLeod County systems. 

e. Non- Meeker-McLeod-Sibley Community Health Services owned tablets, 
cellular phones, and smartphones must meet the requirements of and be 
compatible with the McLeod County approved and supported synchronizing 
software. Non- Meeker-McLeod-Sibley Community Health Services owned 
tablets, cellular phones, and smartphones will not be allowed to be used as a 
modem for internet access (tether) to a McLeod County computer system. 

f. Users of compatible tablets, and smartphones that wish to synchronize with 
McLeod County  systems must complete Appendix B, Use 
Synchronization Agreement. 

 
 
 
ACQUISITION AND MAINTENANCE OF TECHNOLOGY ITEMS 

 

 
a. All technology purchases must be approved by the Information Technology 

Department prior to execution of the purchase and shall be configured, 
installed, and maintained by the Information Technology Department. 

b. All technology items that interface with the McLeod County’s computer or 
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network systems, including but not limited to, network devices, desktop 
computers, laptop computers, printers, plotters, copy machines, software, 
smartphones, and tablets, shall be purchased by the Meeker-McLeod-
Sibley Community Health Services through McLeod County Information 
Technology Department or a collaborating government agency and shall be 
used for the purposes of conducting Meeker-McLeod-Sibley Community 
Health Services business. 
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This does not include keyboards and mice that are certified Microsoft 
compatible. 

c. The Information Technology Department will not support and maintain 
Meeker-McLeod-Sibley Community Health Services employee’s personal 
devices or internet connections from personal homes. 

d. Exceptions may be granted by completing Appendix C, Risk Acceptance 
Signoff. 
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Appendix A: Acceptable Use Agreement for Computer and Network Systems 
 
 

MEEKER-MCLEOD-SIBLEY COMMUNITY HEALTH SERVICES 
 

 
 
To:  All Meeker-McLeod-Sibley Community Health Services 

Employees 
 
 
From: Meeker-McLeod-Sibley Community Health Board of    
 Commissioners 
 
 
Subject: Employee Agreement for Usage of Computer and Network 
Systems 

 
 
 
Prior to being afforded the privilege of using any McLeod County computer 
system and/or accessing any computer system data, all Meeker-McLeod-Sibley 
Community Health Services employees are required to review and agree to comply 
with the Acceptable Use for Computer and Network Systems section in the 
Meeker-McLeod-Sibley Community Health Services Personnel Policy. 

 
 
I have read and agree to follow the Acceptable Use for Computer and Network 
Systems section of the Meeker-McLeod-Sibley Community Health Services 
Personnel Policy. I acknowledge that my use of the McLeod County’s computer 
systems and my access of computer systems data will be monitored and I do not 
have an expectation of privacy when using McLeod County’s computer systems 
and I may be subject to discipline for violations of the Acceptable Use for 
Computer and Network Systems policy. 

 
 
 
 
 
 
 
 

Date Employee Signature 
 

 
 
 
 

Print Name 
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ORIGINAL:  Completed Agreement kept with employee’s Department Head 

cc: Employee 
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Appendix B: User Synchronization Agreement for synchronizing a non- Meeker-
McLeod-Sibley Community Health Services owned device with the McLeod 
County’s network. 

 
 
 
I agree to the following regulations as a requirement to synchronize my non- 
McLeod County owned device with the McLeod network: 

 

 
a. I understand that if I have a non- McLeod County owned device, it is 

my responsibility to select a model that meets the requirements of and 
is compatible with the McLeod County’s approved and supported 
synchronization software. However, there is no guarantee that by 
meeting these requirements that the synchronization software will 
work with a non- McLeod County owned device. 

 
 

b. I have read and agree to follow the Meeker-McLeod-Sibley 
Community Health Services Cellular Telephone Policy and the 
Acceptable Use of Computer and Network Systems sections of the 
Meeker-McLeod-Sibley Community Health Services Personnel Policy. 

 
 

c. I understand that if I have a non- McLeod County’s owned device that 
McLeod’s support responsibilities end with the initial configuration 
settings of my device and that Meeker-McLeod-Sibley Community 
Health Services is not responsible for upgrades that cause my non- 
Meeker-McLeod-Sibley Community Health Services owned device to 
no longer synchronize with a McLeod County network. 

 
 

d. I understand that if the device is lost, stolen, or if the status changes (i.e. 
new phone, etc), I must immediately notify the CHS Administrator who 
then must immediately notify the Information Technology Department. 

 
 

e. I understand that if the device is lost, stolen, or if I leave Meeker-
McLeod-Sibley Community Health Services employment, that it must be 
erased remotely either by myself (the user, using web interface) or the 
Information Technology Department (administrative interface). 

 

 
f. I understand that by signing this agreement, I will be required by the 

synchronization software to use a password or PIN to gain access to my 
device and that if the password is forgotten the device may be reset to 
factory defaults and it is the responsibility of the end user to recover lost 

217



data. 
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g. I understand that I am not eligible for compensation of any kind due to 
checking and answering my email on my device during non-work hours 
unless my job responsibility requires me to do so.. 

 
 

h. Failure to comply with this agreement may result in cancellation of 
synchronization privileges with a McLeod County network. 

 
 
 
 
Employee Signature Date 

 
 
 

Department Head Signature Date 
 
 
 

Information  Technology Director Date 
 
 

ORIGINAL:  Completed Agreement kept with employee’s Department Head 

cc: Employee 
Information Technology Director 
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Appendix C: Risk Acceptance signoff for exception(s) to the Acceptable Use for 
Computer and Network Systems Policy. 

I acknowledge that I am asking for and receiving an exception to the Acceptable 
Use for Computer and Network Systems policy for a person(s) in my department 
and will fully accept the risk and responsibility associated for any issues or data 
exposure created by the exception: 

a. I understand that if I have asked for a person(s) in my department to have an
account with elevated privileges to work with Vendors to upgrade and
troubleshoot applications solely in my department, there is a risk of causing
issues with the computer(s) and system(s).

b. I understand that if I have asked for a person(s) in my department to have an
account with elevated privileges to reset passwords and unlock network
accounts there is a risk of causing issues with the accounts.

c. I understand that if I have asked for a person(s) in my department to have an
account with elevated privileges to add or delete people from access groups
solely for my department there is a risk of users gaining access to confidential
information.

d. I understand that if I have asked for an exception to the password expiration
time on an account there is a higher risk of unwanted users gaining access to
critical data.

e. I have read and agree to follow the Acceptable Use for Computer and Network
Systems section of the Meeker-McLeod-Sibley Community Health Services
Personnel Policy with the exception stipulated below.

f. Failure to comply with this agreement will result in cancellation of any and all
exceptions to the Acceptable Use for Computer and Network Systems policy

Exception Requested 

Department Head Signature Date 
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Information Technology Director Date 

ORIGINAL: Completed Agreement kept with Department Head 

cc: Employee 
Information Technology Director 
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SECTION 5.2 – CELLULAR TELEPHONE 
 
 
 
PURPOSE 

 
To define the cell phone usage by employees to encourage the enhancement of 
communications while ensuring efficient, safe and high-quality customer service to 
the citizens of Meeker-McLeod-Sibley Community Health Services. MMS CHS 
will follow McLeod County’s Cellular Telephone policy.  Any updates or changes 
to McLeod County’s policy will also be in effect for Meeker-McLeod-Sibley 
Community Health Services.  Following is McLeod County’s policy. 

 
 
PROCEDURE 

 
The County Administrator and the Central Services Coordinator are authorized to 
enter into a contract with the County Board approved cell phone company for any 
new and existing service. The County Sheriff and Chief Deputy will contract and 
manage the cell phones for Law Enforcement. McLeod County contracts for cell 
phone service shall require monthly itemized statements of call usage. 
 
 
The CHS Management Team and MMS Community Health Board will determine 
which position(s) require a cell phone and whether the needs are best served 
through the allocation of a county-purchased cell phone or through a cell phone 
allowance based on a monthly tiered plan based on the following: 

 
 

a. Employee travels frequently on business to remote areas. 
b. Employee frequently enters homes without telephone service. 
c. Employee frequently needs to maintain communication with Department 

while off-site. 
d. Employee is concerned for personal safety while conducting business off-

site. 
 
 
MCLEOD COUNTY OWNED CELL PHONE 

 

 
If it is determined that a McLeod County owned cell phone best serves their need, 
Central Services will determine the appropriate service to best fit the work related 
needs of the Meeker-McLeod-Sibley Community Health Services including, but not 
limited to, coverage area and cost. Changes to existing service or purchase of new 
cell phones will be done by the Central Services Coordinator. The cell phone is the 
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property of the McLeod County and shall be surrendered upon request. 
 
 
MMS CHS Employees using McLeod County owned cell phones should limit the 
phone to business  use. If the employee must use the cell phone for personal calls 
these calls should be
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for emergency purposes only. Non-emergency personal use of McLeod County 
owned cell phone may lead to disciplinary action and revocation of the cell phone. 
The employee must reimburse the Meeker-McLeod-Sibley Community Health 
Services for any personal calls. The CHS Administrator will be responsible for 
monitoring reimbursement of personal calls. Upon receipt of the monthly 
itemized statement, the employee shall copy and highlight personal minutes, total 
the personal charges and submit reimbursement to the Meeker-McLeod-Sibley 
Community Health Services via the Auditor-Treasurer Office. 

A texting plan will only be allowed on the McLeod County owned cell 
phones when authorized by the Meeker-McLeod-Sibley Community Health 
Services Administrator and Central Services Coordinator. 

If a McLeod County owned cell phone or related equipment is damaged due to 
employee negligence the employee is responsible for the full cost of 
replacement of the phone or related equipment. 

If a McLeod County owned cell phone or related equipment is lost or stolen, the 
employee must immediately notify the CHS Administrator who then must 
immediately notify the Central Services Coordinator. The employee is responsible 
for the full cost of replacement of the phone or related equipment due to employee 
negligence. 

If Central Services determines that the cell phone needs to be replaced, the old cell 
phone and related equipment must be returned. 

McLeod County issued cell phones and related equipment must be returned to 
the McLeod County upon separation of employment. If the cell phone and 
related equipment is not returned to McLeod County, the cost of the phone and 
related equipment will be deducted from the employee’s final paycheck. 

Any misuse of the cell phone will subject the employee to discipline procedures as 
contained in the Meeker-McLeod-Sibley Community Health Services Personnel 
Policy or applicable labor agreements. 

Misuse consists of: 

a. Failure to reimburse the Meeker-McLeod-Sibley Community Health
Services for all emergency personal calls made with Meeker-McLeod-
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Sibley Community Health Services cell phones. 
b. Making calls of a threatening, harassing or inappropriate nature.
c. Making non-emergency personal calls.
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EMPLOYEE OWNED CELL PHONES 
 
 
Employees that have been designated to receive a cell phone allowance will 
receive a monthly allowance based on the following tier plan: 

 
 

Tier 1 
 

$30.00/month 
 

Average of over 100 minutes work related use 
per month in a 6 month period 

 

Tier 2 
 

$50.00/month 
 

Smartphone with data access 
 

Employees receiving the allowance are responsible for: 
 
 

1. Smartphone devices permitted as defined by the Acceptable Use for 
Computer and Network Systems section of the Meeker-McLeod-
Sibley Community Health Services Personnel Policy. 

2. Providing proof of purchase/lease of cell service and work related usage 
at intervals to be determined by the Department Head. 

3. Replacement or repair of the phone will normally be the responsibility of 
the employee. However, if the cell phone is lost or damaged as a direct 
result of the work environment, the Department Head with the Meeker-
McLeod-Sibley Community Health Services Administrator’s approval 
may approve reimbursement to the employee. 

4. Employees will make sure the cellular service is reliable in Meeker-
McLeod-Sibley Community Health Services. 

 

 
The cell phone allowance is intended to cover most of the costs of the employee’s 
cell phone expenses related to work duties. Initial purchase of the cell phone, 
accessory equipment, and activation fees will be the responsibility of the 
employee. The employee will pay any costs exceeding the amount of the cell 
phone allowance to the cell phone service provider. No allowance will be paid 
when an employee is in an unpaid leave status or non- work status. 

 
 
The cell phone allowance will be paid through the McLeod County’s payroll 
system as taxable income. The allowance will be divided and paid with the 
1st and 2nd payroll periods of the month for the previous month’s service. 
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DATA PRACTICES 
 
 
All personal cell phone statements are considered private data. Billings associated 
with a McLeod County-purchased/leased cell phone are considered public data. 

 
 
 
SUPERVISOR RESPONSIBILITY 

 

 
Department Heads and/or Supervisors shall monitor the cell phone needs and usage 
for their staff and make appropriate decisions and authorizations based on this 
policy and what is in the best interest of the Meeker-McLeod-Sibley Community 
Health Services. The Meeker-McLeod-Sibley Community Health Services 
Administrator is responsible for making decisions when it involves exceptions, 
discrepancies or interpretations of this policy. 

 
 
CELL PHONE USAGE IN VEHICLES 

 

 
When driving a McLeod County vehicle, employees shall be aware that driving is 
their primary responsibility and cell phone usage is prohibited.  Employees are 
required to pull off the road safely and be parked in a safe location before making 
or answering a call. The Sheriff’s Office may promulgate supplemental policies 
which will supersede the application of this section to licensed law enforcement 
employees. 

 
 
PERSONAL CELL PHONE USAGE IN THE WORK PLACE 

 

 
While at work employees are expected to exercise the same discretion in using 
personal cell phones as is expected for the use of Meeker-McLeod-Sibley 
Community Health Services issued cell phones. Excessive personal calls during 
the work day, regardless of the phone used, can interfere with employee 
productivity and be distracting to others. Employees are to make personal calls 
before and after work and during break and lunch periods. Employees are required 
to keep phones on silent or vibrate mode while in Meeker-McLeod-Sibley 
Community Health Services buildings. 
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CELL PHONE ALLOWANCE AUTHORIZATION 
(Use for Employee owned cell phone) 

 
 
 

EMPLOYEE NAME:    
 

DEPARTMENT:    
 

Authorization relating to cell phone allowance to this employee as indicated below: 
 
 

Activate allowance payment @ $30.00 per month (average of over 100 minutes of work 
related usage per month) 

 
Activate allowance payment @ $50.00 per month for smartphone usage 

 
Deactivate allowance payment.  Deactivation date    

 

Service Provider’s Name:    
 

Cell Phone #:    
 

Allowance is intended to provide payment toward the cost of monthly service and associated 
taxes. 

 
 

Employee Signature  Date  

Department Head Signature  Date  

Administration   Date 

Return this completed form to the Auditor-Treasurer Office.  A copy will be kept in your 
personnel file in the Auditor-Treasurer Office. 

 
Please allow time for processing to coincide with payroll periods. 

 
 
 
 
 

Payroll/Benefit Coordinator Date 
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MEEKER-MCLEOD-SIBLEY COMMUNITY 
HEALTH SERVICESCELL PHONE 
ALLOWANCE AGREEMENT 

I agree to the following regulations regarding the payment of a cell phone 
allowance to me: 

1. I understand that I will be authorized a cell phone allowance to be used
toward the costs of cell phone service to be used for Meeker-McLeod-
Sibley Community Health Service sbusiness purposes.

2. I understand that this allowance will be paid to me through payroll as
taxable income.

3. I understand that I will be required to provide reliable cell phone service for
all work related needs.

4. I agree to provide documentation to my department head as required to
initiate and to continue my entitlement to the cell phone allowance.

5. I agree to monitor my work related usage and notify my Department Head
if a tier change is necessary based on a 6 month average.

6. I understand my entitlement to the cell phone allowance ceases if I am in
an unpaid leave status.

7. I understand my entitlement to the cell phone allowance ceases if I am in a
non-working status (Ex: FMLA, work comp)

8. I understand the cell phone allowance will cease immediately upon my
termination of employment, whether for retirement, voluntary or
involuntary reasons. Should I terminate employment mid-month, I
understand the allowance will be pro-rated.

9. I understand that any current or future obligation with the cell phone
service provider is exclusively my responsibility without any liability to
Meeker-McLeod-Sibley Community Health Services.

10. I have read and will follow the Meeker-McLeod-Sibley Community Health
Services Cell Phone Usage Policy. Failure to comply with this agreement
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may result in cancellation of my entitlement to receipt of the cell phone 
allowance. 
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Employee Name (Print) 

Employee Signature Date 
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SECTION 5.3 - ELECTRICAL EQUIPMENT USAGE AND 
PURCHASING 

MMS CHS will follow McLeod County’s Electrical Equipment Usage and 
Purchasing policy.  Any updates or changes to McLeod County’s policy will also 
be in effect for Meeker-McLeod-Sibley Community Health Services.  Following is 
McLeod County’s policy. 

All departments in McLeod County shall confer with Central Purchasing before 
purchasing or contracting for the acquisition of all electronics, electrical supplies and 
equipment. Employees are directed not to bring this type of equipment from home 
to the workplace. Central Purchasing, in conjunction with the Safety Committee, 
will ensure that all items purchased meet the guidelines of Minnesota Counties 
Intergovernmental Trust (MCIT) and the specifications necessary for approval of 
Occupational Safety and Health Act (OSHA), National Sanitation Foundation 
(NSF), Underwriter's Laboratories (UL), American Gas Association (AGA), and 
other nationally recognized laboratories. 

Space heaters will not be kept at individual work stations. They will be kept in 
storage and will only be brought out and used in case of emergency. 

Radios and other small appliances, such as pencil sharpeners, that do not contain a 
motor or heating element are exempt from this policy. 

In following the guidelines set up by the fire marshal and MCIT, holiday lights may 
be used for a maximum of 90 days around the holiday season in common areas only. 
Holiday lights may be attached to artificial trees but are not allowed on natural trees. 
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SECTION 5.4 - SOCIAL MEDIA USAGE 
 

 
Social media technologies will be used as a tool to complement, communicate or 
deliver messages and information resources to media and constituencies. 

 
The Meeker-McLeod-Sibley Community Health Service’s presence on social 
media sites or services is considered an extension of the Meeker-McLeod-Sibley 
Community Health Service’s information networks and is governed by the 
Acceptable Use for Computer and Network Systems Policy. 

 
Violation of this policy may lead to disciplinary action up to and including 
termination from employment. 

 
APPROPRIATE USE 

 
Meeker-McLeod-Sibley Community Health Services employees who are 
designated will be responsible for posting on the department’s social media 
accounts are expected to ensure appropriate communication forums, including the 
types of messages created and the tone and content. Employee use of all social 
media technologies must be able to withstand public scrutiny without 
embarrassment to the recipient, the department, or Meeker-McLeod-Sibley 
Community Health Services. These employees are expected to adhere to the 
highest ethical standards when conducting Meeker-McLeod-Sibley Community 
Health Services business. They must use excellent judgment in making decisions 
about their department’s day-to-day postings and what is shared with the public as 
it relates to the department’s specific goals. Employees that fail to conduct 
themselves in an appropriate manner shall be subject to the disciplinary procedures 
outlined in the Personnel Policy or applicable union contracts. 

233



Violation of these standards may result in the removal of department pages from 
the social media outlets. Meeker-McLeod-Sibley Community Health Services 
Administration will monitor content on each of the social media sites to ensure 
adherence to policy and retains the authority to remove information. 

 
OFFICIAL RECORDS AND RECORDS RETENTION 

 
Each department must be aware of the official records it maintains and the 
retention of those records according to an approved records retention schedule. 
Social media communications and posts might not consist of official records 
required to be maintained according to a record retention schedule. However, if a 
department determines that any communication or posts are official records, those 
records should be maintained in an appropriate format according to the relevant 
records retention schedule. 

 
USE OF PERSONAL ACCOUNTS 

 
The creation, access or use of personal social networking technology or account 
with a Meeker-McLeod-Sibley Community Health Services resource is allowed 
only during an employee’s non-work time and must not interfere with Meeker-
McLeod-Sibley Community Health Services business. 

 
The Meeker-McLeod-Sibley Community Health Services may monitor 
information created or accessed on Meeker-McLeod-Sibley Community Health 
Services resources including but not limited to computers, cell phones, pagers, 
smartphones, etc., and employees should have no expectation of privacy regarding 
such information. 

 
 
In online social media, the lines between public and private, personal and 
professional may become blurred. Online social media content should be 
consistent with the Meeker-McLeod-Sibley Community Health Service’s 
professional standards. 

 
The Meeker-McLeod-Sibley Community Health Services expects employees to 
use discretion while using their personal social media accounts, including but not 
limited to, by not posting or disclosing any data considered private or confidential 
or information that is disruptive to the workplace
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SECTION 5.6 - IDENTIFICATION BADGES 
 
MMS CHS will follow McLeod County’s Identification Badges policy.  Any 
updates or changes to McLeod County’s policy will also be in effect for Meeker-
McLeod-Sibley Community Health Services.  Following is McLeod County’s 
policy with slight edits for the MMS CHS. 

 
 
 

All Meeker-McLeod-Sibley Community Health Services employees shall wear 
the official McLeod County Employee Identification Badge at all times while 
providing Meeker-McLeod-Sibley Community Health Services, unless the CHS 
Administrator states that there is a valid reason for not being identified as an 
employee or should not wear the identification badge for safety reasons. 
 
 
The Employee Identification Badge will include the following information: 
 
 

FRONT OF BADGE BACK OF BADGE 
Employee's Picture Date Issued 
Employee's First Name Phone Number 
Employee’s Last Name (Optional) 
Employee's Department 

 
 
Employees who wear uniforms are not required to wear an Employee Identification 
Badge, but must carry one in their possession during working hours. 

 
 
When determined by a Department Head that a name tag is more appropriate than 
the Meeker-McLeod-Sibley Community Health Services Identification Badge, 
employees are permitted to wear a name tag. When a name tag is used, 
employees are still required to have the Meeker-McLeod-Sibley Community 
Health Services picture identification badge with them at all times while providing 
Meeker-McLeod-Sibley Community Health Services. 

 

 
The Meeker-McLeod-Sibley Community Health Services Administrator, a 
Department Head, or their designee, shall require that other individuals, including 
temporary employees, volunteers, jurors, contractors, permanent vendors or 
others providing services, wear an Employee Identification Badge while on 
McLeod County premises. These identification badges may include those 
provided by their employer or affiliated organization, but must include a photo or 
be accompanied by another form of photo identification. If the above individual 
does not have an identification badge, a McLeod County temporary badge will be 
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issued until their service with Meeker-McLeod-Sibley Community Health Services is 
complete. 
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Upon completion of service with Meeker-McLeod-Sibley Community Health 
Services, it is the responsibility of the Department Head or designee to insure 
that Employee Identification or temporary badges are turned in to the designated 
office for deactivation. 

GUIDELINES: 

• Photo identification badges shall be issued at no cost to employees and
others required to wear and display identification. A fee of $8.00 shall be
collected from employee to replace any lost badge.

• A temporary badge shall be issued to those individuals requiring a badge.
These badges do not include a photo.

• McLeod County shall maintain privacy of the photo database except as
otherwise required by law.

• Department Heads shall obtain a completed photo identification data form
from the employee or temporary person and have them bring this form and
another  form  of  photo  identification  to  the  designated  department  for
issuance of a McLeod County badge.

• The identification badge shall be attached by an approved method (lanyard,
clip, or pin) and shall be worn on the front of the body so name and photo
are clearly visible and unobstructed.

• The employee shall immediately report a lost or damaged identification
badge to the appropriate department.

• The employee shall possess only one badge.
• The  employee  shall  turn  in  an  obsolete  badge  to  the McLeod Auditor–

Treasurer, or other appropriate department, and obtain a replacement badge
at no cost when there is a change in status such as name or department.

• The employee shall never allow another employee or person to use your
badge.

2.2 Revision made on 7/19/23 
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PERSONNEL POLICY 

Adopted by Meeker-McLeod-Sibley Community Health Board:
(insert date here) 
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INTRODUCTION 

Our mission is to promote health, prevent disease and protect those who live, work, learn and 
play in our community. 

We have a vision of healthier people with enhanced quality of life living in Meeker, McLeod 
and Sibley Counties.

It is the purpose of these policies to provide uniform, comprehensive, appropriate and 
efficient system of personnel administration in Meeker-McLeod-Sibley Community Health 
Services (MMS CHS). This system is designed to provide for standards of excellence in 
employment and the fair treatment of applicants and employees in all aspects of personnel 
administration. 

The Meeker-McLeod-Sibley Community Health Board (MMS CHB) reserves the right to 
delegate certain functions of personnel administration where appropriate and in the best 
interest of MMS CHS. 

The MMS CHSB recognizes that this personnel policy manual is not a comprehensive list of 
work rules for MMS CHS employees. MMS CHS reserves the right at its discretion to deviate 
from these policies, adopt additional policies, amend or repeal these policies as it sees fit, at 
the sole discretion of the MMS CHB, without notice to employees. 

These policies and procedures are not an employment contract. The policies and procedures 
contained herein supersedes any and all prior personnel policies, past practices, oral and 
written representation, or statements regarding the terms and conditions of employment with 
MMS CHS 

The MMS CHB retains the full and unrestricted right to operate and manage all manpower, 
facilities and equipment, to establish functions and programs, to set and amend budgets, to 
determine the utilization of technology, to establish and modify the organizational structure, to 
select, direct and determine the number of personnel, to establish work schedules, and to 
perform any managerial function in a manner not otherwise specifically limited by State and/or 
Federal Law, these regulations and MMS CHB resolutions. 
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CODE OF CONDUCT 

It is the policy of the Meeker-McLeod-Sibley Community Health Board (MMS CHB) to promote 
the highest standards of honesty, impartiality and conduct. The Meeker-McLeod-Sibley 
Community Health Services (MMS CHS) Code of Conduct is designed to instruct an employee of 
the conduct expected and required in their general conduct. 

No employee shall engage in any act which is in conflict or creates an appearance of 
impropriety or conflict with the performance of official duties. When an employee believes the 
potential for a conflict of interest exists, it is the employee’s responsibility to avoid the 
situation. Employees must notify their supervisor if a conflict of interest or perception of a 
conflict of interest situation exists or may exist. Employees who knowingly fail to avoid or 
disclose a potential, perceived or actual conflict of interest situation are subject to disciplinary 
action in addition to any criminal penalty that may be involved. 

THE BASIC CODES OF ETHICS 

ETHICAL PRACTICES 

An official, agent or employee of MMS CHS is expected to observe the highest standards of 
business and personal ethics. Primarily this involves the practice of honesty and sincerity in 
dealings with other government officials, the public, fellow employees and those with whom 
MMS CHS transacts business. This would also involve the avoidance of any relationship with 
persons, firms or corporations with whom MMS CHS transacts business, which may involve the 
employee in a conflict of interest which could be detrimental to them, MMS CHS, or fellow 
employees. This Code of Conduct is general in nature. However, the absence of a MMS CHS 
instruction covering a particular situation does not relieve an employee from the responsibility 
of exercising the highest ethical standards in that situation. 

ILLEGAL PRACTICES 

No employee shall, in discharging their assigned responsibilities and duties, engage in any 
activity which might involve them or MMS CHS or its employees in a violation of any federal, 
state or local law, rule or regulation. It is the direct responsibility of each  employee to 
familiarize themselves with the legal standards and restrictions applicable to their assigned 
duties and to guide them accordingly. The services of MMS CHS attorneys are available for 
advice and consultation in this respect.

Any employee who discovers evidence of theft or misuse of public funds shall report the 
incident to the MMS CHS legal representation, Brandi Scheiefelbein, 320-693-5220.
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CONFLICTS OF INTEREST 

An employee shall not enter into a business transaction when they use confidential 
information gained in the course of employment. 

An employee shall not provide financial assistance to a client from their own personal 
resources. 

An employee may not accept compensation in any form from a client or vendor for their work 
for the MMS CHS, i.e. including but not limited to, money, sporting event tickets, gift cards, 
etc. Compensation does not include items of insignificant value such as pens or items of very 
nominal value, awards, plaques, or momentos recognizing the employee’s contribution in 
their area or to a charitable organization, honoraria or other expenses in conjunction with a 
paper presentation or demonstration in the employee’s field of expertise or scholarships/
financial grants for schooling. 

An employee shall not knowingly: 

• Use their position to secure benefits, privileges, exemptions or advantages for
the employee, the employee’s family or friends

• Accept other employment, enter into a contractual relationship or public office
where it will affect the employee’s independence of judgment or require use of
the confidential information gained in the employee’s duties as an employee for
the MMS CHS

• Act as an agent or attorney for any matter pending before MMS CHS or its
boards or agencies except in the proper discharge of his/her duties or if such
action is personal in nature to the employee or the employee’s family.

Example: An employee should not appear before the Planning Commission on behalf of a third 
party and seek to use his/her position to sway the Commission because of such position. 
However, an employee may have to utilize the Court system to act as a Personal Representative 
in a family member’s estate or in a dissolution action.
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SECTION 1.1 - EQUAL OPPORTUNITY EMPLOYER/ AFFIRMATIVE 
ACTION 

It is the policy and intent of Meeker-McLeod-Sibley Community Health Services (MMS CHS)
to provide equality in employment to all persons. This policy expressly prohibits 
discrimination because of race, color, creed, religion, national origin, mental or physical 
disability, sexual orientation, marital status, status with regard to public assistance, sex, age, 
hair texture or style, or other protected class status (except where age is a bona fide 
occupational qualification) in all aspects of its personnel policies, programs, practices, and 
operations. 

MMS CHS will take affirmative action to ensure that all employment practices are free of 
discrimination. Such employment practices include, but are not limited to, the following: 
hiring, promotion, demotion, transfer, recruitment or recruitment advertising, selection, 
layoff, disciplinary action, termination, rates of pay or other forms of compensation and 
selection for training including apprenticeship. 

MMS CHS fully supports incorporation of non-discrimination and Affirmative Action rules and 
regulations into contracts. 

MMS CHS has appointed the MMS CHS Administrator to manage the Equal Employment 
Opportunity program. The responsibilities will include monitoring all Equal Employment 
Opportunity activities and evaluating the effectiveness of the Affirmative Action program on 
an annual basis and as required by federal, state and local agencies. The MMS CHS 
Administrator will receive and review reports on the program. If any employee or applicant 
for employment believes he/she has been discriminated against, please contact Meeker-
McLeod-Sibley Community Health Board (MMS CHB) Chair person. Refer to most up to date 
roster found on the MMS CHB website, https://mmspublichealth.org/community-health-
board/
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SECTION 1.2 -  RECRUITMENT AND SELECTION PROCESS 

It is the policy of Meeker-McLeod-Sibley Community Health Services (MMS CHS) to recruit 
and select qualified persons for positions. Employees of the MMS CHS shall be encouraged 
to advance their career. Recruitment shall be conducted in a manner to ensure open 
competition, provide equal employment opportunity and to prohibit discrimination.   

RECRUITMENT PROCESS 

When there is a need to hire staff, MMS CHS Administrator in consultation with the CHS 
Management Team shall make a request to the Meeker-McLeod-Sibley Community Health 
Board (MMS CHB). 

After MMS CHB approval, the Business Office Manager shall work with the MMS CHS 
Administrator to update and approve the job description, determine the appropriate 
advertising media. Advertising shall be done in a cost-effective manner as approved by the 
MMS CHS Administrator. Each item of advertising shall include the words “Equal Opportunity/
Affirmative Action Employer.” Internal and external posting may be done simultaneously. 
All applicants for employment in MMS CHS shall complete the Meeker County On-line 
Employment Application. Separate applications shall be submitted for each vacancy for 
which the applicant wants to be considered.  Resumes or other documentation may be 
submitted on request. 

SELECTION PROCESS 

All applications shall be reviewed, rating them on a 100-point scale. This 
scale, called a Training & Experience Rating Form, allows the CHS Management 
Team to rank the applicants based on minimum and desired qualifications needed for the 
essential functions of the job. This scale should be developed before advertising 
for the position so that objective criteria is in place and shall be applied without 
influence from applications received. If the applicants meet the minimum qualifications, 
Veteran’s Preference points will be awarded per MS 197.447, or as amended. 
All interviews are structured to provide the most objective assessment of 
each applicant’s qualifications. The interviews will be conducted by the MMS 
CHS Administrator and/or designee(s). In addition to a verbal interview, skills testing may 
also be conducted on each of the applicants. All finalists for employment with MMS CHS are 
subject to background checks. 
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It shall be the hiring department's responsibility to conduct reference checks on the 
applicants.

Once the finalist is determined, Business Office Manager will be contacted and a verbal 
conditional offer of employment can be made by the MMS CHS Administrator. Once the 
candidate has accepted, contact the Business Office Manager as soon as possible. Business 
Office Manager will send out a letter stating the conditional offer of employment, the salary 
and start date and will include the background check authorization form. Other applicants 
will be notified regarding that decision. The Meeker-McLeod-Sibley Community Health 
Board, MMS CHS Administrator and Business Office Manager shall conferred with in setting a 
beginning salary rate in the case of promotion, demotion or new hire that is above the 
minimum of the appropriate grade level. Conditions of employment may include, but are not 
limited to, a background check, criminal records check, drug testing, physical examination 
and driving record check. Business Office Manager shall assist the hiring department with 
these requirements. A criminal background check shall be conducted on all finalists for 
employment, all volunteers, contracted personnel or those working for MMS CHS through a 
temp service. 

All new employees will serve a one year probationary period. 
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SECTION 1.3 - DATA PRIVACY 

It is the policy of the MMS CHB to comply with the requirements of the Minnesota 
Government Data Practices Act that relate to public access to government data and rights of 
subjects of data. The MMS CHS Guidelines and Procedures for the Minnesota Data Practices 
Act are available upon request. 

Data on individuals are classified as either public, private or confidential. Public data must be 
available to anyone for any reason. Private data is available only to the data subject and 
anyone authorized by the data subject or by law to see it. Data classified as confidential is 
not available to the public or the data subject. 

Anyone may exercise the right to access public government data by either calling or writing 
the MMS CHS Administrator’s Office. 

Employees may obtain access to their personnel file by contacting their Administrator. Only 
public and private data need be made available. 
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SECTION 1.4 - POLICY AGAINST OFFENSIVE CONDUCT, HARASSMENT AND 

VIOLENCE 

GENERAL STATEMENT OF POLICY

MMS CHS will maintain an environment that is free from offensive conduct, 
harassment and violence based on the protected classes of race, color, creed, 
national origin, gender, religion, disability, age, marital status, hair texture/style, 
familial status or status with regard to public assistance or sexual orientation.

It shall be a violation of this policy for any employee, agent, officer, commissioner or 
other elected official of MMS CHS to engage in offensive or harassing verbal or 
physical conduct of a sexual nature or to inflict, threaten to inflict, or attempt to 
inflict sexual violence or violence based on race, color, creed, national origin, gender, 
religion, disability, age, status with regard to public assistance, marital status, hair 
texture/style or sexual orientation towards any MMS CHS employee, client or 
community member. 

MMS CHS policy also protects employees from offensive conduct, harassment, and 
violence by vendors, third-parties, and the general public. In such case, the employee 
subject to the conduct should follow the procedures outlined in this policy.

Violence is a physical act of aggression, assault or force or the threat thereof. Any 
violence or threat for any reason is expressly prohibited. This policy sets a zero 
tolerance for violence in any form and violence for any reason is prohibited and will 
not be tolerated in the workplace. 

MMS CHS will act to investigate all complaints, either formal or informal, verbal or 
written, of offensive, harassing or violent conduct based on the protected classes 
listed above. 
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Offensive Conduct, Harassment and Violence Defined.

Offensive conduct/harassment for all the protected classes listed previously includes:
• Submission to that conduct or communication is made a term or condition, either

explicitly or implicitly, of obtaining or retaining employment, public service or public
accommodations;

• Submission to or rejection of that conduct or communication by an individual
is used as a factor in decisions affecting that individual’s employment, public
services or public accommodations or;

• That conduct or communication has the purpose or effect of substantially or
unreasonable interfering with an individual’s employment or use of public services or
public accommodations or creating an intimidating, hostile or
offensive employment, public service or public accommodation environment.

A. Sexual Offensive Conduct or Harassment: Definition.

Harassment can be physical, verbal, visual or written. Sexual harassment occurs whenever 
unwelcome conduct on the basis of gender exists. Unwelcome conduct occurs when the 
recipient did not initiate it and regards it as offensive. The Equal Employment Opportunity 
Commission defines sexual harassment as unwelcome sexual advances, requests for sexual 
favors, and other verbal or physical conduct of a sexual nature when:

• Submission to such conduct is made, either explicitly or implicitly, a term or
conduct of an individual's employment;

• Submission to, or rejection of such conduct by an individual is used as a factor
in any employment decision affecting an individual; or

• Such conduct has the purpose or effect of unreasonably interfering with an
individual's work performance or creating an intimidating, hostile or offensive
working environment.

B. Gender based offensive conduct or Harassment: Definition.
Gender based offensive conduct/harassment includes unwelcome physical or verbal conduct 
relating to an individual’s gender or directed at an individual because of gender.
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The following list will serve to further define some types of offensive conduct or 
harassment:
Examples of sexual harassment may include but are not limited to:

• unwelcome verbal remarks, jokes or innuendo's of a sexual nature or based upon
gender;

• unwelcome pressure for sexual activity;
• unwelcome, sexually motivated touching or inappropriate patting, pinching, or other

physical contact;
• unwelcome sexual behavior or words, including demands for sexual favors,

accompanied by implied or overt threats, promises, or preferential treatment with
regard to an individual’s employment or access to public services or public
accommodations;

• distribution or display of written materials, pictures or other graphics of a sexual or
gender biased nature;

• touching, patting, grabbing or pinching another person’s intimate parts, whether that
person is of the same sex or the opposite sex;

• coercing, forcing or attempting to coerce or force the touching of anyone’s intimate
parts;

• threatening to force or coerce sexual acts, including the touching of intimate parts or
intercourse, on another;

• Assault upon another because of, or in a manner reasonably related to, gender.

C. Racial/Color/National Origin Violence: Definition.
Racial/Color/National Origin violence is a physical act of aggression or assault 

upon another because of, or in a manner reasonably related to, race, color, or 
national origin, hair texture/style.

D. Religious or Creed-Based Violence: Definition.
Religious or creed-based violence is a physical act of aggression or assault upon

another because of, or in a manner reasonably related to, religion.
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E. Marital Status Based Offensive Conduct/Harassment and Marital Status Bias:
Definition:

“Marital status” means whether a person is single, married, remarried, divorced, 
separated or a surviving spouse, and in employment cases includes protection 
against discrimination on the basis of the identity, situation, actions or beliefs of a 
spouse or former spouse. 

F. Status With Regard to Public Assistance Based Offensive
Conduct/Harassment and Bias: Definition.

“Status with regard to public assistance” means the condition of being a recipient of
federal, state or local assistance.

G. Sexual Orientation Based Offensive Conduct/Harassment and  Bias:
Definition

“Sexual Orientation” means having or being perceived as having an emotional,
physical or sexual attachment to another person without regard to the sex of that
person or being perceived as having an orientation for such an attachment, or having
or being perceived as having a self-image or identity not traditionally associated
with one’s biological maleness or femaleness. “Sexual orientation” does not include
physical or sexual attachment to children by an adult.

H. Sexual Orientation Based Violence: Definition.
Sexual orientation violence is a physical act of aggression or assault upon another
because of, or in a manner reasonably related to, that individual’s actual or
perceived sexual orientation.

I. Assault: Definition.  Assault is:
• An act done with intent to cause fear in another of immediate bodily

harm or death;
• The intentional infliction of or attempt to inflict bodily harm upon another; or
• The threat to do bodily harm to another with present ability to carry out the

threat.
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APPLICABILITY 

Offensive conduct, harassment or bias may occur (this list includes but is not limited to): 

• Between a supervisor and an employee;
• Between co-employees;
• Between an employee or supervisor and a member of the public seeking to

obtain or use public services/ accommodations;
• Against an employee or supervisor by a vendor;
• Between an agent of the MMS CHS and an employee, supervisor,

elected official or member of the public.

REPORTING PROCEDURES

Any person who believes he or she has been the victim of offensive conduct of a sexual 
nature, sexual harassment or harassment or bias based on race, color, creed, national origin, 
gender, religion, disability, age, marital status, hair texture/style, status with regard to 
public assistance or sexual orientation by an employee of MMS CHS, or any person with 
knowledge or belief of conduct which may constitute such harassment or bias toward an 
employee, official or member of the public seeking or receiving public services or 
accommodations, shall report the alleged conduct immediately to MMS CHS 
Administrator. If the MMS CHS Administrator is the subject of the complaint or you do 
not feel comfortable reporting the issue to the Administrator, your report should go to 
the MMS CHB Chair person found on the roster at: https://mmspublichealth.org/
community-health-board/
Nothing herein shall be construed as limiting in any way an employee's right to file a 
charge of harassment of any form with the Minnesota Department of Human Rights, the 
Federal Equal Employment Opportunity Commission,or an appropriate court. Please 
refer to the Incident Report Form for reporting of incident.

INVESTIGATION
Complaints of protected class harassment will be promptly and thoroughly investigated by the 
MMS CHS Administrator or by third party designated by MMS CHB. The investigation may 
consist of personal interviews and any other method deemed pertinent by the investigator. At 
a minimum, the MMS CHS Administrator will review the matter with the alleged victim. To 
assist in the investigation, the alleged victim is urged to provide a written complaint indicating 
the harassing behavior. The written complaint should also include details such as where and 
when the harassment occurred. Pertinent witnesses to the harassment, if any, should also be 
noted.  The MMS CHS Administrator may take immediate steps, at their discretion, to protect 
the complainant and other employees pending completion of the investigation.
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MEEKER-MCLEOD-SIBLEY COMMUNITY HEALTH SERVICES OFFENSIVE CONDUCT, 
HARASSMENT AND VIOLENCE INCIDENT REPORT FORM 

Meeker-McLeod-Sibley Community Health Services maintains a policy to provide a work environment free 
from offensive conduct, harassment and violence. Offensive conduct, harassment and violence in any 
manner or form will not be tolerated. Meeker-McLeod-Sibley Community Health Services encourages the 
reporting of incidents and will actively investigate as well as take appropriate action on all reports. 

Your Name: 

Telephone Number:

Email Address:

Name of Person You Believe Harassed You:

Name of Any Witnesses:

Location of Incident: 

Describe the incident as completely as possible, including such things as: What force, if any was used, 
verbal statements such threats, demands, requests, what, if any, physical contact was involved, what 
did you do to avoid the situation. 

I hereby certify that the information I have provided in this form or as an attachment to this form is true, 
correct and complete to the best of my knowledge and belief. 

Signature: 

Date: 
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SECTION 1.5 - NEPOTISM 

Consistent with applicable law, MMS CHS does not restrict the employment of realtives of 
MMS CHS employees. However, relatives are prohibited from working in situations where 
one will exercise or directly influence the recruitment, employment, salary, fees, 
performance review or other employment actions of another relative.

MMS CHS will not give preference in hiring to immediate and extended family members of 
current MMS CHS or to an applicant where the applicant will be the supervisor or 
subordinate of another employee with whom the applicant has a personal relationship, 
where the existence of such a relationship is highly likely to impair the organizational 
integrity of the work unit to which the applicant would be assigned, and/or the existence 
of which is highly likely to impair the job performance of the applicant or the employee.

Conflicts of interest should be avoided. A conflict of interest exists when an existing 
employee has authority or decision-making ability over hiring or recommending an 
immediate or extended family member or a person with whom there is a pertinent 
personal relationship for: employment, promoting, assigning tasks or work, disciplining or 
evaluating the performance of an applicant, employee, or candidate for promotion. This 
policy is not intended to discourage otherwise qualified individuals from applying for 
employment with MMS CHS or from seeking employment opportunities. 

No Supervisor or Department Head will participate in any final decision or 
recommendation relating to the appointment, promotion, transfer, or demotion of that 
person's immediate or extended family member or individual with whom there is a 
pertinent personal relationship. Employees must disclose all apparent conflicts of interest 
at the time of occurrence or as soon thereafter as possible. Identified conflicts will be 
evaluated by the MMS CHS Administrator or other relevant parties. 

No person serving as an active member of the MMS CHB shall be eligible for employment 
with MMS CHS. If a MMS CHS employee runs for Commissioners and wins they must take 
a leave of absence under Minn. Stat. Section 3.088. Number 2. The person would be free 
to resign or be on a leave of absence pursuant to the statute. 
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SECTION 1.6 - OUTSIDE EMPLOYMENT

Outside employment refers to work done for pay for the benefit of agents or agencies or 
organizations other than MMS CHS or for the benefit of any private business or in the 
conduct of a profession.

MMS CHS considers itself the primary employer of all regular, full-time employees of MMS 
CHS. Employment in addition to full-time employment with MMS CHS will be supported, 
provided it does not interfere wit the performance of the employee's work responsibilities 
and it does not present a potential conflict of interest between MMS CHS program 
responsibilities and the employee's secondary employment.

MMS CHS employees are prohibited from holding employment outside of MMS CHS when 
one or more of the conditions exists:

• The employment interferes with satisfactory services because of time away from the
job or causes physical or mental fatigue which impairs regular MMS CHS service.

• Such employment is incompatible with the proper discharge of official duties or would
tend to impair the employee's judgment or action in the performance of those duties.

• A conflict of interest would exist which is prohibited by law or which would be
determined to be detrimental to MMS CHS.

o No employee shall engage in consultant work to local units of government in
Region Six-East or adjacent regions with active public health boards unless
approved by the MMS CHS Administrator. Any outside employment activity
must be demonstrated to be non-competing with activities MMS CHS is involved
with or plans to be involved in, or which does not present a conflict of interest.
The MMS CHS Administrator must get approval from the MMS CHS Executive
Committee for any outside employment. All requests for assistance and RFPs
that come in to MMS CHS, belong to MMS CHS. The MMS CHS Administrator
shall be part of any decision in turning away any request for assistance.
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SECTION 1.7 – HOURS OF WORK AND ATTENDANCE 

Full-time employees shall be regularly scheduled to work 40 hours per week. A work week 
shall be a seven day period, measured from Sunday through the following Saturday. The 
normal work day shall be 8 hours starting at 8:00 a.m. and ending at 4:30 p.m. for 
the convenience of the public and for the efficiency of operations. With approval from 
the MMS CHS Administrator employees may adopt flexible schedules provided that normal 
Meeker-McLeod-Sibley Community Health Services business hours and a 40 hour work 
week is maintained. Hours can only be flexed within one work week. 

ATTENDANCE 

a. Assignment of scheduled working hours shall be made by the MMS CHS Administrator.
b. Employees are responsible for managing their scheduled in accordance with our

policies.
c. Unexcused absence and tardiness shall be reasons for disciplinary action, up to

and including termination.

LUNCH PERIODS 

a. Any employee working a shift of at least six continuous hours shall be entitled to a
one-half hour lunch period each day.

b. Lunch periods are not a compensated part of the work day. Employees are
expected to take time off for lunch.

REST PERIODS 

a. An employee is entitled to a fifteen minute rest period midway during each four-
hour period of work.

b. Rest periods are part of the paid work day. An employee shall not be compensated
in additional money or time off for refusing to take a scheduled rest period.

DOCUMENTATION 

CHS employees will use PH-Doc to document hours worked.

256



SECTION 2.1 - SALARY SCHEDULE/PLAN 

It is the inherent right of the Meeker-McLeod-Sibley Community Health Board (MMS CHB) to 
redesign jobs, restructure jobs and create new jobs to meet the objectives of Meeker-McLeod-
Sibley Community Health Services (MMS CHS). From time to time, the MMS CHB will need to 
create new positions to better respond to the needs and challenges of Meeker-McLeod-Sibley 
Community Health Services. It will be the responsibility of CHS Administrator to define and 
determine essential requirements and duties of the position. MMS CHS Business Office 
Manager will work with MMS CHS Administrator to develop each job description. A grade and 
pay range will be assigned through the job classification system. Final approval of a new 
position will require MMS CHB approval. The rating assigned the job description will be 
verified by the Business Office Manager and may include further review at such time as the  
job incumbent has sufficient experience to perform the duties and responsibilities of the 
position after it has developed and is stable. 

Annual adjustment to the compensation plan may be established at the discretion of the MMS 
CHB. The effective date of annual pay adjustments may be the beginning date of the first 
payroll period of each year. Employees whose salary is below the salary range maximum may 
also be eligible for an increase on the first payroll period of each year closets to the empoyee's 
anniversary date in class. To receive such pay adjustment within the pay range, an employee 
must have been employed by MMS CHS prior to July 1st and must receive a satisfactory job 
performance review.

MMS CHB sets Cost-of-Living Adjustment (COLA). MMS CHB sets increase percenage range. 
The Administrator, through survey and performance evaluation, decides percent of increase.  
Employee who does not meet expectations in two areas will not receive a salary increase until 
job performance has improved. 
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SECTION 2.2 - OVERTIME COMPENSATION 

Non-Exempt Employees - All work hours in excess of 40 hours per week by non- exempt 
employees shall be eligible for overtime compensation at a rate of one and a half times the 
normal rate of pay. In lieu of overtime compensation, non-exempt employees may accrue 
compensatory time at the rate of one and a half times the regular rate of pay. The total 
available balance of accrued compensatory time shall not exceed 40 hours. 

All work which qualifies as overtime shall have prior approval by the CHS Administrator.  
The use of comp time shall be approved through CHS Administrator. 

Exempt Employees - Exempt employees, as determined by the Federal Fair Labor Standards 
Act (FLSA), shall be entitled to compensatory time at straight time. The CHS Administrator 
may approve accrual of compensatory time for emergency or necessary work performed 
beyond 40 hours per week. The total available balance shall not exceed 40 hours and is not 
included in severance pay.  

For both Exempt and Non-exempt Employees, holidays will be considered time worked 
when calculating compensatory time or overtime compensation. Hours paid but not worked 
including the Floating Holiday, Vacation, Sick Leave and Compensatory Time shall not be 
included in the calculation of 40 hours per week for purposes of computing eligibility for 
overtime compensation or the accrual of compensatory time. 
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SECTION 2.3 – REIMBURSABLE EXPENDITURES 
Pre-approved expenses incurred by employees for Meeker-McLeod-Sibley Community Health 
Services (MMS CHS) on MMS CHS business shall be reimbursed. All requests for 
reimbursement must be accompanied by receipts and approved by MMS CHS Administrator. 

MEAL ALLOWANCE 

MMS CHS employees may receive meal reimbursement when in travel status. For breakfast, 
individuals must be on travel status prior to 6:00am. For dinner, individuals must remain on 
travel status after 7:00pm. Lunch may be reimbursed when traveling outside of the three-
county boundaries between 11am and 1:00pm. The maximum allowable reimbursement, 
including tax and gratuity, are as follows: Breakfast $10.00, Lunch $12.00, Dinner $18.00. 
Itemized receipts for all meals must be submitted with the reimbursement request to the MMS 
CHS Administrator. Expenses for alcoholic beverages are not reimbursable. 

In the event of out of state travel, MMS CHS’ Executive Committee may approve larger meal 
allowances prior to travel. Requests may be made to the MMS CHS Administrator with a 
minimum of two weeks prior to travel. 

MILEAGE EXPENSE 
MMS CHS will reimburse employees for the use of their private vehicles at the Federal IRS Rate.

CONFERENCES 
All conferences must be approved by the MMS CHS Administrator prior to registration.  

OUT-OF-STATE TRAVEL 
Any out-of-state travel by MMS CHS staff for training or conferences requires prior approval by 
the MMS CHS Administrator. 

MISCELLANEOUS REIMBURSEMENTS 
All requests for reimbursements for items such as office supplies, etc. must also be 
accompanied by a receipt and be approved by the MMS CHS Administrator. 
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SECTION 2.4 - TERMINATION ENTITLEMENTS 

Severance payments shall be paid for separations of employment in the following 
circumstances for non-probationary employees: 

• When resigning with proper notice
• When laid off
• When retiring
• When dismissed for reasons other than misconduct
• Death of an employee

VACATION 

Total accrued vacation will be paid to regular full-time and part-time employees upon 
termination as defined above. 

SICK AND SAFE TIME

Any eligible employee (or their supervisor) who is separated from MMS CHS employment for 
those qualifications listed above shall be paid for unused Sick and Safe Time on the following 
basis: 

Years of Service Payment Rate
0-1 years of service 0%
1-5 years of service  10% of accumulated time
5-15 years of service  25% of accumulated time
15-25 years of service  35%of accumulated time
25+ years of service  50% of accumulated time

COMPENSATORY TIME 

Non-exempt employees will have compensatory time paid out as severance for any 
balance of compensatory hours. The total available balance of compensatory time 
shall not exceed 40 hours. Exempt employees will not be paid out for a 
compensatory time balance upon termination. 
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HEALTH AND LIFE INSURANCE 
MMS CHS will pay the regular monthly employer contribution for eligible employee 
coverage if the employment termination date is after the 15th of the month. If the 
termination date is on or before the 15th of the month, the contribution amount will 
be pro-rated for calendar days prior to the termination date and the employee must pay 
a pro-rated amount to keep health insurance in effect for that month. Employees will 
be allowed to use vacation time until the end of the month of termination to extend 
their termination date for this purpose. Eligible employees have the option to 
continue coverage and will be notified by Meeker-McLeod-Sibley Community 
Health Service’s COBRA Administrator. The COBRA coverage will be available to the 
terminating employee and their dependents (if applicable) for 18 months 
following their termination date.

RECOGNITION 
MMS CHS employees will participate in the McLeod County’s Employee Recognition 
programs.  

261



SECTION 2.5 - INSURANCE BENEFITS 

Certain insurance benefits are a part of an employee's compensation package. Insurance 
benefits will start the first day of the month following 30 days of employment with 
Meeker-McLeod-Sibley Community Health Services (MMS CHS). 

HEALTH INSURANCE 

MMS CHS will choose and provide health insurance for employees who are scheduled for 30 
or more hours per week and will pay a monthly contribution set by the Meeker-McLeod-
Sibley Community Health Board (MMS CHB). Regular employees working less than 30 hours 
per week, temporary and seasonal employees shall not be eligible for health insurance 
benefits. For full details on health insurance coverage, contact the MMS CHS Administrator. 

All former MMS CHS employees and the employee’s dependents may continue to 
participate indefinitely in the MMS CHS sponsored hospital, medical and dental insurance 
group that the employee participated in immediately before retirement at the 
employee’s own expense, under the conditions outlined in Minnesota Statute 471.61, 
subd. 2a, as amended. 

LIFE INSURANCE 

MMS CHS will purchase a set amount of life Insurance authorized by the MMS CHB for all 
regular employees who are scheduled for 30 or more hours per week. Eligible employees 
may purchase extra personal, spouse, and dependent coverage through the MMS CHS 
at their own expense. MMS CHS contribution for life insurance policy shall be in accordance 
with the MMS CHS’s insurance policy. 
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SECTION 3.1 - EMPLOYEE PROBATIONARY PERIOD 
Every person hired, promoted, demoted, or transferred to a regular position, shall be 
required to successfully complete a probationary period. This probationary period shall 
begin immediately on the effective date.   These probationary periods allow the employee to 
adjust to their new position and allow the department head or supervisor the opportunity 
to provide training and evaluate the abilities of the employee. 

1. Probationary Period for New Employees
A one year probationary period shall be mandatory for all new employees.  During the
probationary period employees are assigned to a delegated office space. A new
employee may be dismissed by the Department Head with or without cause during the
probationary period. The employee so terminated shall be notified in writing  of
the decision  and  shall  not  have the right  to  file a grievance or otherwise appeal
the decision unless eligible for a Veteran’s hearing. If the dismissed employee feels
that their Equal Employment Opportunity rights have been violated, the employee may
appeal the dismissal to the Meeker-McLeod-Sibley Community Health Board (MMS CHB).

Unless the employee is dismissed during the probationary period, a probationary
employee shall automatically attain regular employment status.

During the probationary period, a new employee shall accrue vacation and sick
leave accruals but will not be eligible to use the accrued vacation until being employed
for six months.

If employment is terminated for any reason during the probationary period, no
vacation, accrued sick leave, or floating holiday shall be due the employee and no
severance shall be paid to the employee.

2. Probationary Period for Existing Employees

A six month probation for new employees OR as a result of corrective action.

263



SECTION 3.2 - PERFORMANCE EVALUATIONS 
It is the policy of the Meeker-McLeod-Sibley Community Health Board (MMS CHB)
that all employees have their performance reviewed by the Meeker-McLeod-Sibley 
Community Health Services (MMS CHS) Administrator and have an opportunity to discuss 
their performance. During an employee's performance evaluation, it will be the individual's 
total performance as related to the stated responsibilities of their positions that will be 
evaluated. 
At the time of the MMS CHS employee’s pay increases, the MMS CHS Administrator will 
conduct a review to ensure the Performance Evaluations of direct reports for the previous 
calendar year have been completed. If the evaluations have not been completed, the 
increase will be suspended until they are up-to-date. 

Performance evaluations shall be conducted at least annually.  The following goals should 
be achieved during an employee's performance evaluation: 

1. To reflect on prior year of employment with MMS CHS
2. To set goals to attain in the next years employment.
3. To review the employee's job description as it aligns with current duties.

In addition to the annual performance evaluations, employees will also be evaluated 
under the following conditions: 

1. Upon  the  completion  of  the probationary  period  for  new employees and for
employees promoted or transferred into a new position.

2. Any time an employee’s performance has significantly improved or declined.
3. Any time the MMS CHS Administrator determines it is in the best interest of the

employee and/or the Meeker-McLeod-Sibley Community Health Services.

A copy of the completed evaluation shall be saved to Human Resources filefor inclusion in 
the employee’s personnel folder. 

Process 

In September of each year, the MMS CHS Administrator will send out performance 
evaluations on MMS CHS employees.  The evaluations will be sent to a designated number of 
people identified by MMS CHS Administrator.  The evaluations will be compiled by the MMS 
CHS Administrator.  Individual evaluation meetings will be scheduled between employee's 
and the MMS CHS Administrator and/or designee(s).
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The performance evaluation for the MMS CHS Administrator will happen in a similar 
manner.  The results will be sent to the MMS CHB Executive Committee.  An  
individual evaluation meeting will be scheduled between the MMS CHB Executive 
Committee and MMS CHS Administrator. 
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SECTION 3.3 - DISCIPLINE 

Just Cause for Disciplinary Action - Meeker-McLeod-Sibley Community Health 
Services (MMS CHS) employees are subject to disciplinary action for failing to 
fulfill their duties and responsibilities, misconduct and for failure to follow 
policies, procedures, rules or regulations.  All disciplinary action will be for just 
cause, and the employee has the right to challenge through the grievance 
procedure any disciplinary action which the employee believes to be unjust. If 
disciplinary action is being considered, the MMS CHS Administrator will contact 
the Executive Committee. The Administrator will investigate all allegations without 
discrimination of any nature before disciplinary action is taken. 

An adequate reason or "cause" for a disciplinary action will include, but not 
necessarily be limited to, any of the following conduct: 

1. Conduct or performance on the job which:
• indicates a lack of ability to adequately perform the duties of the

position held by the employee;

• indicates a failure to produce the quality of work the position
requires;

• demonstrates insubordination, which is defined as a refusal to
follow appropriate written or oral procedures, instructions, or
directions;

• demonstrates an attempt to cause poor morale or disrespect among
Meeker-McLeod-Sibley Community Health Services employees by
actions or attitude on the job.

2. Verbal or physical abuse or improper treatment of a client, member of the
public or employee of Meeker-McLeod-Sibley Community Health Services.

3. Habitual or excessive tardiness in reporting for scheduled working hours
or the failure to report to work without reasonable cause.

4. Stealing,  misappropriation willful  misuse  and/or negligence of Meeker-
McLeod-Sibley Community Health Services property or the property of other
employees or clients of any Meeker-McLeod-Sibley Community Health Services.
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5. Intentional falsification of any time card, or any other Meeker-McLeod-Sibley
Community Health Services record or request for pay, leave or benefits.

6. The violation of any departmental or Meeker-McLeod-Sibley Community Health
Services rule or regulation which has been adopted in written form and is known,
or reasonably should be known, by the employee involved.

TYPES OF DISCIPLINARY ACTION 

The following are types of disciplinary actions that may or may not be used depending on 
the severity of the situation and the totality of the circumstances: 

1. Oral Reprimand - Oral reprimands shall be documented including the date and
content of the discussion and the parties present, and included within the
employee’s personnel file.

2. Written Reprimand - The written reprimand will describe in detail the behavior
to be corrected, and will give direction and orders for the future and will
point out the consequences of repeating the actions which brought about
the written reprimand. The written reprimand will be signed by the CHS
Administrator and presented in person. The employee should sign all copies to
acknowledge receipt; if the employee refuses, the presenter will note it on the
form. Each party will receive a copy of the written reprimand.

3. Suspension -  Removes an employee from employment. This action does not
require the employee's consent to place the employee on such a leave. The
employee does not accrue vacation or sick leave, nor is the employee entitled to
use paid time off while on suspension. If through the appeal process the suspension
is found to be without cause, the employee will be returned to the same
department, classification, and salary as when the employee was suspended.

Disciplinary Suspension Procedure: The MMS CHS Administrator will notify the
employee in writing of the reason(s) for the suspension and the effective date
thereof. The notification will also include the employee's notice of any appeal rights
available to the employee. Probationary employees do not have the right of appeal.
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3. Dismissal - This is an action taken by the MMS CHS Administrator which
permanently removes an employee from Meeker-McLeod-Sibley Community
Health Services employment. Dismissed employees need not be kept in
employment or be paid for any time after the completion of the normal working
day they are dismissed unless the employee claims veteran’s rights under
Minnesota Statute 197.46, or as amended.

Dismissal Procedure: After consultation with the Executive Team and prior to
making a decision to discharge an employee, the CHS Administrator will notify the
employee in writing of the reason(s) for the intent to discharge the employee . The
employee will be informed of the opportunity to present the employee's view of
the issue(s) to Human Resources. The employee may have representation
present at the meeting. The right to such meeting will expire at the end of
the employee’s next scheduled workday after the notice of intent to discharge is
delivered to the employee, unless the CHS Management Team, Human Resources,
and the employee agree otherwise. Although the employee will remain in paid
status during this period, they may be removed from the worksite pending the
meeting.
After consultation with Human Resources, the CHS Administrator will notify the
employee in writing of the reason(s) for the discharge and the effective date
thereof. The dismissed employee will be notified of their appeal rights in the
notification of dismissal. Probationary employees are not afforded a pre-dismissal
meeting nor do they have the right to appeal the dismissal unless the employee
claims veteran’s rights under Minnesota Statute 197.46, or as amended.

4. Additional Notice and Procedural Requirements for Veterans - In addition to the
requirements set forth above, veterans who are demoted or discharged from any
position that is not temporary are entitled to these additional rights:
a. The employee must be notified, in writing, of the right to request a

veteran’s hearing within sixty (60) days of the notice of intent to
termination.

b. During the sixty (60) day period, the employee will receive their regular pay
and benefits.

c. Failure to request a hearing within the sixty (60) day period shall constitute
a waiver by the employee of the right to a hearing and all other legal
remedies for reinstatement.

d. A veteran may elect a veteran’s hearing before the County Personnel Board
of Appeals in accordance with Minnesota Statute 197.46 as amended.

268



SECTION 3.4 - TERMINATION OF EMPLOYMENT 

TYPES OF TERMINATION 

1. Resignation with Proper Notice
An employee who wishes to resign in good standing shall submit a signed notice of
voluntary resignation to the Meeker-McLeod-Sibley Community Health Services (MMS
CHS) Administrator, not less than four weeks prior to the effective date of resignation.
The MMS CHS Administrator may grant a shorter notice if circumstances warrant
it. The CHS Administrator shall provide a written response to the employee, accepting the
resignation with the effective date given.

2. Retirement
Retiring employees shall provide written notice of retirement to the CHS Administrator
not less than four weeks prior to the effective date of retirement.

3. Probationary Dismissal
An employee may be dismissed prior to completing the probationary period for new
employees if, in the opinion of the MMS CHS Administrator, the employee does not
demonstrate the necessary abilities, skills and/or interest to perform the required duties
of the position.

4. Reduction in Workforce
A decision to reduce the workforce shall be based on a Meeker-McLeod-Sibley
Community Health Board decision after consultation with the MMS CHS Administrator. A
Notice of Reduction in Workforce will be issued 10 days in advance of the effective date of
layoff.

5. Dismissal
See Section 3.3 – Discipline for detailed information regarding dismissal.

To the extent permitted by law, payment for vacation and/or other severance may be withheld 
if the employee is in any way indebted to the Meeker-McLeod-Sibley Community Health 
Services or in possession of Meeker-McLeod-Sibley Community Health Services equipment or 
property. MMS CHS employees are expected to return all property within 24 hours of 
termination. 
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SECTION 3.5 - DRUG AND ALCOHOL-FREE WORKPLACE 

The purpose of this policy is to protect the safety, health, productivity and general 
welfare of it's employee's during working hours. 

PROHIBITIONS 

A. No employee shall report to work under the influence of alcohol, cannabis,
controlled substances, or other drugs which affect their alertness,
coordination, reaction, response, judgment, decision-making or safety.

B. During work hours, while on Meeker-McLeod-Sibley Community Health Services
(MMS CHS)  premises or wherever MMS CHS work is being performed, no
employee shall use, manufacture, sell, possess or transfer any illegal drug,
cannabis, alcoholic, or any prescription drug (except as medically prescribed and
directed).

C. Prescription and over-the-counter drugs are not prohibited when taken in
standard dosage and/or according to a physician’s prescription. Any employee
taking prescribed or over-the-counter medications will be responsible for
consulting the prescribing physician and/or pharmacist to ascertain whether
the medication may interfere with safe performance of their job. If the use of a
medication could compromise the safety of the employee, fellow employees or
the public, it is the employee’s responsibility to use appropriate personnel
procedures (e.g., call in sick, use leave, request change of duty, notify
supervisor) to avoid unsafe workplace practices. The illegal or unauthorized use
of prescription drugs is prohibited. MMS CHS staff are required to notify the
Administrator should they have reasonable suspicion to believe an employee is
not following policy.

D. MMS CHS staff are required to notify the Administrator should they have
reasonable suspicion to believe an employee is not following policy.

270



CONSEQUENCES 

One of the goals of our drug and alcohol-free workplace program is to encourage 
employees to voluntarily seek help with alcohol and/or drug problems. If, however, an 
individual violates the policy, the consequences are serious.  

In the case of applicants, if he or she violates the drug-free workplace policy, the offer 
of employment can be withdrawn. The applicant may not reapply. 

If an employee violates the policy, they will be subject to disciplinary action up to 
discharge. Nothing in this policy prohibits the employee from being disciplined or 
discharged for other violations and/or performance problems. 

ASSISTANCE 

To support our employees, our drug and alcohol- free workplace policy: 
• Encourages employees to seek help if they are concerned that they or their family

members may have a drug and/or alcohol problem.
• Encourages employees to utilize the services of qualified professionals to assess

the seriousness of suspected drug or alcohol
problems and identify appropriate sources of help.

• Offers all employees and their family members assistance with alcohol and drug
problems through the Employee Assistance Program (EAP).
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RESPONSIBILITY

It is the Meeker-McLeod-Sibley Community Health Services Administrator's responsibility 
to: 

• Inform employees of the drug and alcohol-free workplace policy.
• Observe employee performance.
• Investigate reports of dangerous practices.
• Document negative changes and problems in performance.
• Counsel employees as to expected performance improvement.
• Refer employees to the Employee Assistance Program, as appropriate.
• Clearly state consequences of policy violations.

CIRCUMSTANCES UNDER WHICH TESTING MAY OCCUR:

Any employee or job applicant of the Meeker-McLeod-Sibley Community Health 
Services may be tested under the following circumstance: 

Reasonable Suspicion Testing – The reasonable suspicion checklist will be followed to 
determine if testing is necessary. All testing will be done with the person's consent. 
Employees who refuse to consent to testing will be considered positive. 

Meeker-McLeod-Sibley Community Health Services may require an employee to 
undergo drug or alcohol testing if the reasonable suspicion checklist indicates cause 
or:

• Has sustained or caused another person to sustain a work related personal
injury; or

• Has caused a work related incident

REFUSAL TO UNDERGO TESTING

Employees who refuse to undergo testing will be assumed positive. 
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FAILURE TO PASS DRUG AND ALCOHOL TESTING GENERALLY:

1. Initial Screening Test (Employee) – Meeker-McLeod-Sibley Community
Health Services will not discharge, discipline, discriminate against or
require rehabilitation of an employee solely on the basis of a positive
initial Screening Test that has not been verified by a Confirmatory Test.

2. Confirmatory Test - Discipline for a Confirmatory Test verifying a
positive test result on an Initial Screening Test positive test result on an
Initial Screening Test may include discharge of an employee; provided,
however, that prior to discharge, the employee is given the
opportunity to explain a positive test result and request and pay for a
Confirmatory Retest on the original sample. If the Confirmatory Retest
is not positive, the MMS CHS Executive Committee will determine
course of action which may include probation, suspension, or
discharge.

GENERAL TESTING PROCEDURES

All testing will be performed by a licensed laboratory that certifies its compliance 
with the requirements of the Minnesota Statutes 181.96 et. seq.

DATA PRIVACY
Test result reports and other information acquired in the drug and alcohol testing 
process are private data on individuals as defined in Minnesota Statutes, Chapter 
13, and may not be disclosed to another employer or to a third party individual, 
governmental agency, or private organization without the written consent of the 
employee or applicant tested, unless otherwise permitted by law or required by 
court order. (See Minnesota Statutes 181.954, Subd. 3.)
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MEEKER-MCLEOD-SIBLEY COMMUNITY HEALTH SERVICES DRUG TEST/BREATH ALCOHOL 
SCREENING ACKNOWLEDGEMENT AND CONSENT FORM 

Meeker-McLeod-Sibley Community Health Services requires that any employee or job 
applicant complete this form before undergoing a test for drug or alcohol use. 

I, voluntarily authorize the collection (of my blood and/or urine) in 
such a manner as this authorized testing laboratory deems appropriate for drug or alcohol 
testing purposes. In addition, I authorize the Meeker-McLeod-Sibley Community Health 
Services to receive the results of the test from the designated laboratory analyzing the 
sample(s). 

I have been given and have seen a copy of the Drug and Alcohol Policy of the Meeker-
McLeod-Sibley Community Health Services and consent to be tested. I understand that the 
results of this testing may affect my employment status with the Meeker-McLeod-Sibley 
Community Health Services. 

I understand that in order to ensure accuracy in this screening, if I test positive for drug use, 
I have the right to indicate any and all of the prescription drugs or over- the-counter 
medications I have taken within the last sixty (60) days, as well as any other information 
relevant to the reliability of, or explanation for, a positive test result. I, therefore voluntarily 
provide that I am currently taking, or have taken within the last sixty-(60) days, the following 
drugs/medications: (write, “NONE” if applicable). 

Signature Date 

 Witness  Date 
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MEEKER-MCLEOD-SIBLEY COMMUNITY HEALTH SERVICES DRUG SCREENING REFUSAL 

I refuse to submit to a drug or alcohol test. 

I have been given and have seen a copy of the Drug and Alcohol Policy of  Meeker-McLeod-
Sibley Community Health Services and understand that a refusal to submit to testing may 
disqualify me from consideration for employment or, if an employee, subject me to discipline 
including, but not limited to, discharge. 

Signature Date 

 Witness Date 
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SECTION 3.6 - FOOD PURCHASING 

Meeker-McLeod-Sibley Community Health Services recognizes that in some situations 
expending Meeker-McLeod-Sibley Community Health Services resources from grant money 
or other funds to purchase food for employees, clients and the public is warranted.  

It is expected that all employees know their work plan and whether or not food is an 
allowable expense. Questions may be directed to Meeker-McLeod-Sibley Community 
Health Services Administration. 
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SECTION 3.7 – TOBACCO FREE AND SMOKE FREE ENVIRONMENT 

SCOPE 

This policy applies to all Meeker-McLeod-Sibley Community Health Services employees, 
clients, visitors, vendors and contractors.  MMS CHS will follow each county's tobacco free 
and smoke free environment policy.  
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SECTION 3.8 – LACTATION SUPPORT 

Minnesota’s Nursing Mothers, Lactating Employees, and Pregnancy Accommodations 
law (Minnesota Statutes 181.939) gives pregnant and lactating employees certain legal 
rights.

Pregnant employees have the right to request and receive reasonable accommodations, 
which may include, but are not limited to, more frequent or longer breaks, seating, 
limits to heavy lifting, temporary transfer to another position, temporary leave of 
absence or modification in work schedule or tasks. An employer cannot require an 
employee to take a leave or accept an accommodation.

Lactating employees have the right to reasonable paid break times to express milk at 
work unless they are expressing milk during a break that is not usually paid, such as a 
meal break. Employers should provide a clean, private and secure room that is not a 
bathroom near the work area that includes access to an electrical outlet for employees 
to express milk.

It is against the law for an employer to retaliate, or to take negative action, against a 
pregnant or lactating employee for exercising their rights under this law.

278



SECTION 3.9 LATEX ALLERGY/SENSITIVITY 

 Meeker-McLeod-Sibley Community Health Services will follow each county's latex allergy/
sensitivity policy.  
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SECTION 4.1 – HOLIDAYS 

The following days are official holidays for Meeker-McLeod-Sibley Community Health Services 
full-time and regular part-time employees including probationary employees. Holidays are 
pro-rated for regular part-time employees. 

New Year's Day............................... ... January 1st
Martin Luther King Holiday ............. 3rd Monday in January  
President's Day................................ 3rd Monday in February 
Memorial Day.................................. Last Monday in May 
Juneteenth....................................... June 19
Independence Day ........................... July 4th 
Labor Day ........................................ 1st Monday in September 
Veteran's Day................................... November 11th 
Thanksgiving Day ...........................  4th Thursday in November 
Day after Thanksgiving…………........  4th Friday in November (in lieu of Columbus Day)
Christmas Eve ................................  December 24
Christmas Day ................................. December 25 

Floating Holiday.............................. (One eight hour day of the present calendar year to 
be taken by the last day of the last full payroll period of the calendar year on a date 
determined by the employee with approval). 

When New Year's Day, January 1st; or Independence Day, July 4th; or Veteran's Day, 
November 11th; or Christmas Day, December 25th; falls on Sunday, the following day shall 
be a holiday and when the aforementioned holidays fall on a Saturday, the preceding day 
shall be a holiday. 

Designated holidays that occur within a full-time employee’s approved and compensated 
leave of absence or vacation shall not be charged to the employee’s sick days or vacation 
time, but shall be recorded as a holiday. 
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Regular full-time and part-time employees including probationary employees are eligible for 
holiday pay. Part-time employees shall receive holiday pay on a pro-rata basis. Part-time 
employees must be employed a minimum of 50 percent of the normal work week or 20 
hours per week to be eligible for pro-rata holidays. Holidays will be paid in the pay period in 
which they occur. Emergency, temporary and seasonal employees are not eligible for holiday 
pay. 

Employees must be in a paid status for at least one (1) day before and after a holiday in order 
to receive Holiday Pay. Therefore, a holiday cannot be the first or last day of employment. 
Employees will not receive holiday pay for holidays occurring while on an unpaid leave of 
absence. 

Floating Holiday 

In order to be eligible for the floating holiday, an employee must be employed on or before 
July 1 of the year in question. The floating holiday cannot be carried over from one calendar 
year to the next and will not be paid out as part of severance. Part-time employees will also 
receive one pro-rated Floating Holiday. 
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SECTION 4.2 – VACATION 

Vacation benefits shall be granted to regular full and part-time employees only.  Regular 
part-time employees shall accrue vacation time on a pro-rated accrual based on hours 
worked. Emergency employees, temporary and seasonal employees shall not receive 
vacation benefits. 

No employee shall be permitted to cash in vacation hours while also being compensated for 
regular hours worked. When an employee is not working because of illness or injury and 
has exhausted all sick leave, the employee may be permitted to use the employee's 
vacation benefit in lieu of sick leave. 

Vacation credits for full and part-time employees shall be earned according to the 
following schedule and shall be calculated from the employee's date of hire: 

Hours Per Days Per 
Length of Employment Year  Year 

Start - 5 Years 96 12 

More than 5 Years - 10 Years 120 15 

More than 10 Years - 15 Years 144 18 

More than 15 Years 176 22 

The employee’s hire date will be used in computing the vacation accrual earned. 

The maximum number of accumulated vacation hours for a regular full-time employee shall 
not exceed 240 hours at the end of any payroll period. 

No vacation may be taken while an employee is on probation. Employees, after 
having satisfactorily completed probation, are eligible to take accumulated earned 
vacation anytime thereafter. 

Vacations will be scheduled so as not to unduly disrupt the normal operation of the 
department, while taking into account the employee’s preferences for vacation per Meeker-
McLeod-Sibley Community Health Services Administrator shall have the discretion to deny 
vacation leave at any given time based upon the needs of the department. 

If a regular full-time or part-time employee becomes ill or injured while on vacation, the 
employee's vacation shall be changed to sick leave for the period of the illness or injury. 
Notice shall be given to the CHS Administrator as soon as possible when the illness or injury 
occurs. 
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Use of vacation leave shall be in no less than quarter hour increments (i.e. 15 minutes 
equal .25 hours, etc). 

An employee must have a positive vacation leave balance in order to take vacation time 
off. Vacation time off cannot be used in the pay period in which it is accrued. 

Accumulated vacation leave may only be transferred from one employee to another 
pursuant to the Vacation Leave Donation Policy. 
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SECTION 4.3 – EARNED SICK AND SAFE LEAVE

Paid sick leave shall be provided to regular full-time and part-time employees working over 
14 hours per week on a pro-rated basis. When necessary a Meeker-McLeod-Sibley 
Community Health Services (MMS CHS) Administrator may authorize the use of earned sick 
and safe leave for personal illness, injury, or pregnancy and medical, dental, and optical 
appointments for the employee or family member listed below that cannot be scheduled 
outside of work hours. 

In accordance with Minn. Stat. § 181.9413 9, as amended, an employee may use earned sick 
and safe leave benefits for absences due to illness or injury to the employee’s:

• their child, including foster child, adult child, legal ward, child for whom the employee is
legal guardian or child to whom the employee stands or stood in loco parentis (in place
of a parent);

• their spouse or registered domestic partner;
• their sibling, step sibling or foster sibling;
• their biological, adoptive or foster parent, stepparent or a person who stood in loco

parentis (in place of a parent) when the employee was a minor child;
• their grandchild, foster grandchild or step-grandchild;
• their grandparent or step-grandparent;
• a child of a sibling of the employee;
• a sibling of the parents of the employee;
• a child-in-law or sibling-in-law;
• any of the family members listed in 1 through 9 above of an employee’s spouse or

registered domestic partner;
• any other individual related by blood or whose close association with the employee is

the equivalent of a family relationship; and
• up to one individual annually designated by the employee.

Use of earned sick and safe leave for those listed above for any reasonable periods of time as 
the employee's attendance may be necessary, on the same terms upon with the employee is 
able to use sick leave benefits for the employee's own illness or injury up to 160 hours in any 
12-month period. An employee may use sick leave for themselves or relative (as listed above)
to provide assistance because of:

• the employee’s mental or physical illness, treatment or preventive care;
• a family member’s mental or physical illness, treatment or preventive care;
• absence due to domestic abuse, sexual assault or stalking of the employee or a family

member;
• closure of the employee’s workplace due to weather or public emergency or closure of a

family member’s school or care facility due to weather or public emergency; and
• when determined by a health authority or health care professional that the employee or

a family member is at risk of infecting others with a communicable disease.
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The MMS CHS Administrator may require written and signed certification from a health 
care provider that the absence and use of sick and safe leave was appropriate and 
necessary. Employees shall inform the MMS CHS Administrator of the need to request 
sick leave by 8:15 am. 

Full-time employees, including probationary employees, shall accrue sick and safe leave 
at a rate of 3.7 hours per payroll period. Earned sick and safe leave may accumulate to a 
maximum of 120 days or 960 hours with the time that rolls over at the end of each 
calendar year.

Use and recording of sick and safe leave accruals shall be in no less than quarter hour 
increments (i.e. 15 minutes equal .25 hours, etc). 

An employee must have an available sick and safe leave accrual balance in order to take 
sick and safe leave. Sick and safe leave cannot be used during the payroll period in 
which it is earned. 
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SECTION 4.4 - BEREAVEMENT  LEAVE 

Employees are provided with paid time off to make arrangements, settle family affairs, and/
or attend the funeral of a member of the immediate family. The Meeker-McLeod-Sibley 
Community Health Services Administrator reserves the right to require documentation of 
the death. Time off for death in the family is arranged by notifying the CHS administrator. A 
maximum of four (4) days off with pay is permitted upon the death of an immediate family 
member, as defined below. An additional two (2) days with pay may be given at the 
discretion of the CHS Administrator in the case of long travel distances.

• their child, including foster child, adult child, legal ward, child for whom the employee
is legal guardian or child to whom the employee stands or stood in loco parentis (in place of
a parent);
• their spouse or registered domestic partner;
• their sibling, step sibling or foster sibling;
• their biological, adoptive or foster parent, stepparent or a person who stood in loco
parentis (in place of a parent) when the employee was a minor child;
• their grandchild, foster grandchild or step-grandchild;
• their grandparent or step-grandparent;
• a child of a sibling of the employee;
• a sibling of the parents of the employee;
• a child-in-law or sibling-in-law;
• any of the family members listed in 1 through 9 above of an employee’s spouse or
registered domestic partner;
• any other individual related by blood or whose close association with the employee is
the equivalent of a family relationship; and
• up to one individual annually designated by the employee.
​
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SECTION 4.5 – FAMILY AND MEDICAL LEAVE ACT 

PURPOSE 

The Family and Medical Leave Act (FMLA) is intended to balance the demands of the 
workplace with the needs of families, to promote the stability and economic security of 
families, and to promote national interests in preserving family integrity. It allows eligible 
employees to take job-protected leave for up to a total of 12 workweeks in a defined 
12 month period because of certain qualifying circumstances. In some cases, the leave may 
be taken all at once, on an intermittent basis or the employee may work a part-time or 
reduced schedule. 

ELIGIBLE EMPLOYEES 

Eligible Employees:

• Been  employed  by  Meeker-McLeod-Sibley Community Health Services for  12 months
prior  to  the commencement of the leave;

• Worked a minimum of 1250 hours within the previous 12-month period.

An employee who is not eligible for FMLA coverage at the time he or she commences 
leave may become eligible if he or she meets the eligibility requirements while on leave. 

QUALIFYING EVENTS COVERED BY THE FMLA 

FMLA will be granted to eligible employees for any of the following reasons: 
• For the birth and care of the newborn child of an employee;
• For placement with the employee of a child for adoption or foster care;
• To care for an immediate family member (i.e., spouse, child, or parent) with a serious

health condition; or
• To take medical leave when the employee is unable to work because of a serious health

condition.
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LENGTH OF LEAVE 

The length of the FMLA is not to exceed 12 work weeks in a 12 month period. The 
entitlement to FMLA for the birth or placement of a child expires 12 months after the birth 
or placement of the child. 

LEAVE YEAR 

The 12 month leave year will be measured forward from the first day the employee is 
absent from work on FMLA. 

NOTICE 

If the leave is foreseeable, the employee must give the Meeker-McLeod-Sibley Community 
Health Services Administrator at least 30 days advance notice. If the need for leave is 
unforeseeable, the employee should give as much notice as is practicable. 

MEDICAL CERTIFICATION 

The employee must provide FMLA paperwork completed by a health care provider if the 
leave is for a serious health condition of a child, spouse, parent or the employee within 15 
calendar days. 

The Meeker-McLeod-Sibley Community Health Services may require a second or third 
medical opinion at the Meeker-McLeod-Sibley Community Health Services 's expense. 
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CONTINUATION OF INSURANCE AND PAYMENT OF PREMIUMS 
An employee on FMLA may choose to continue existing health care benefits and 
life insurance. These benefits will be maintained.

EFFECT ON BENEFIT ACCRUAL 
The employee will not accrue benefits such as vacation or sick leave while on unpaid FMLA. 

JOB RESTORATION 
Employees will be reinstated to the same position or an equivalent position upon return 
from leave with equivalent pay, benefits and working conditions. An employee returning to 
work with a disability is also subject to provisions of the Americans with Disabilities Act.

USE OF PAID OR UNPAID TIME 
The 12 weeks of FMLA will be unpaid unless the employee uses vacation, comp time or sick 
leave. Use of paid time must be in accordance with applicable personnel policies. The 
employee must use paid sick leave for circumstances that qualify for the use of sick leave and 
reduce their sick leave bank to 80 hours before going on unpaid leave. (This does not apply to 
employees receiving Short-term Disability payments). Both paid and unpaid time count as 
part of the 12 weeks of FMLA. 

INTERMITTENT LEAVE 
Leave may be taken intermittently or on a reduced schedule if medically necessary. If not 
medically necessary, Meeker-McLeod-Sibley Community Health Board 
approval is required. The Meeker-McLeod-Sibley Community Health Services may require the 
employee to temporarily transfer to an alternative position of like status and pay if the new 
position better accommodates recurring periods of leave while the employee is on 
intermittent leave. If leave is taken intermittently, it will not affect the status of an exempt 
employee under the Fair Labor Standards Act. The employee has a statutory obligation to 
make a reasonable effort to schedule treatment as not to disrupt the employer’s operations. 
All requests for intermittent leave will be evaluated on a case-by-case basis. 

RETURN TO WORK 
The employee will be required to submit a fitness for duty report prior to returning to work if 
the FMLA was for the employee's own serious health condition. 
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LEAVE PERTAINING TO MILITARY RELATED EVENTS 

Injured Service Member Leave 
An employee is entitled to up to twenty-six (26) weeks of leave in a single twelve month 
period to care for covered service member with a serious injury 
or illness. Employees who are eligible must be a spouse, parent, child or “next of kin”. 

Qualifying Exigency Leave
This leave entitles an employee to take up to twelve (12) weeks of leave due to a “qualifying 
exigency” arising because an employee’s spouse, child, or parent has been called up to 
covered active duty; it does not apply to family members of the military who are in the 
regular armed services. 

General Summary
This policy is intended to be a general summary of the FMLA law. Each situation will be 
evaluated on a case-by-case basis in accordance with the FMLA. Please contact the McLeod 
County Human Resources Director for specific details. 
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SECTION 4.6 - JURY DUTY 

Jury Duty is considered a civic obligation. When served with a notice of jury duty, the 
employee shall furnish their supervisor with a copy of the notice. Employees called for jury 
duty shall receive their regular compensation and other benefits. Any compensation other 
than for expenses shall be remitted to the Meeker-McLeod-Sibley Community Health 
Services Business Office Manager within ten (10) days following receipt by the employee. 
Employees shall return to their regular duties if released from jury duty during their 
scheduled hours of work. 

Application  of  this  policy  to  those  employees  who  are  not  full-time  will  be 
determined on an individual basis. 

SECTION 4.7 - PERSONAL LEAVE 

For justifiable reasons, the CHS Management Team may, with the concurrence of the Meeker-
McLeod-Sibley Community Health Board, approve the absence of an employee without pay for 
up to 30 calendar days.  Any absence of more than 30 days and less than one year must be 
approved in advance by the Meeker-McLeod-Sibley Community Health Board. Where 
appropriate, the Meeker-McLeod-Sibley Community Health Board will grant an official leave of 
absence in order to preserve the employee's status as a public employee and benefit rights 
under applicable retirement programs. The employee shall not accrue vacation, sick leave or 
other paid benefits during a personal leave. 

Health and life insurance will be continued during a personal leave of absence of 30 days or less 
with the employee being responsible for the same percentage of the premium costs as prior to 
the personal leave. Health and life insurance may be continued at the employee's expense 
during a personal leave of absence of more than 30 days. 
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SECTION 4.8 - EDUCATION LEAVE 

Education leave without pay may be granted, at the sole discretion of the Meeker-McLeod-
Sibley Community Health Board, for a period not to exceed two years, to any employee 
enrolled in a graduate school for classes determined to be directly related to the performance of 
the employee's current position.  Any employee granted an educational leave may also, at the 
option of the Meeker-McLeod-Sibley Community Health Board, receive service credit for 
purposes of benefit earning eligibility (i.e. vacation accrual rate; seniority) and may be granted 
salary increases upon return to work at the time such increases would have been received if 
he/she had continued in regular employment with the Department. 

SECTION 4.9 - INCLEMENT WEATHER/EMERGENCY CONDITIONS 

Inclement Weather: Inclement weather is described as a weather condition which causes 
major disruption to roads and the operation of businesses and schools in the relevant area. 
This may include icy conditions leading to extended power outages that may also prompt 
office closure.

When travel advisories are issued, employees are encouraged to make their own decisions 
regarding travel during inclement weather. When inclement weather keeps an employee from 
attending scheduled appointments or meetings, the employee is responsible to make proper 
notifications as soon as it is reasonable to do so. MMS CHS employees are advised not to 
travel in the event of inclement weather resulting in county closure.

When inclement weather occurs, utilize the following options as allows: work from home, use 
vacation, use safe and sick leave, or take an unpaid leave.
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SECTION 4.10 - MILITARY LEAVE 

In accordance with Minnesota Statute 192.26, as amended, an individual who is a member of 
the National Guard, military reserve or any other reserve component of the military or naval 
force of the United States or a State shall be granted a leave of absence without loss of pay, 
seniority status, efficiency rating, vacation, sick leave, or other benefits not to exceed fifteen 
(15) days in any calendar year for such activity.

Under the Uniformed Services Employment and Reemployment Rights Act (USERRA), Meeker-
McLeod-Sibley Community Health Services (MMS CHS) will grant an unpaid military leave of 
absence to any employee who requests such leave in order to perform service in the 
uniformed services. It is the policy of MMS CHS to comply with USERRA and all other state, 
federal, and local laws. 

SECTION 4.11 - VOTING LEAVE 

Employees who are eligible to vote in an election may be absent from work for a reasonable 
amount of time to vote during the morning of the day of the election. 

Meeker-McLeod-Sibley Community Health Services (MMS CHS) will not impose a penalty or 
deduction from wages because of such absence in accordance with Minnesota Statute 
204C.04, as amended. MMS CHS will not directly or indirectly refuse, abridge, or interfere 
with this right or any other election right of an employee. Election means a regularly 
scheduled state primary or general election, a local election, an election to fill a vacancy in 
the office of United States Representative, or a presidential primary unless it is conducted by 
mail. 

Employees are required to notify their immediate supervisor prior to a voting leave of absence. 
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SECTION 4.12 - Transfer of Sick and Safe Leave to Another Employee

Meeker-McLeod-Sibley Community Health Services shall allow employees to donate sick & 
safe leave benefits to another employee who is experiencing a major life threatening or 
otherwise debilitating illness, or condition, or to an employee who has a spouse or registered 
partner, child or parent experiencing a major life threatening or otherwise debilitating illness, 
or condition, as defined by a physician’s diagnosis. Employees who choose to donate time to 
another employee in need shall not be allowed to donate more than fifty percent (50%) of 
the sick & safe leave they have accumulated at any one time or donate any time that would 
drop them below eighty (80) hours of accumulated sick & safe leave. Any transfer in sick & 
safe leave benefits to another employee will be transferred in full-day (8 hour) increments. 
An employee who has completed 1040 hours of service is eligible to receive a transfer of 
leave from other employees. An employee who is eligible for workers compensation is not 
eligible for the leave donation program. 

An employee will be eligible to receive donated time only after the employee’s accrued sick 
& safe leave, vacation, and compensatory time have been exhausted and have the approval 
of the Executive Director. If Administrator is the employee that is in need of donated sick & 
safe leave assistance, the Meeker-McLeod-Sibley Community Health Services Executive 
Committee shall make the necessary approval. An employee is only allowed to receive 
donated time for compensable time lost from normal work hours.
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SECTION 4.13 UNPAID LEAVE 

PURPOSE 

The intent of the Meeker-McLeod-Sibley Community Health Services (MMS CHS) Unpaid 
Leave Policy is to allow employees with a low vacation/comp time balance or 
probationary employees to take time off. Use of this program will not impact future 
staffing request decisions. 

PROCEDURE 

Full-time and part-time employees may participate in unpaid leave under the following 
conditions and would be afforded the following special benefits: 

• Employees are eligible if they have vacation and compensatory time accrual balances of
less than a combined total of 40 hours or if they are a new employee currently on probation
and not eligible to use their vacation accrual and they have prior department head approval
(see below).
• Meeker-McLeod-Sibley Community Health Services  will continue its regular contribution
to health and life insurance premiums.  The employee remains responsible for their benefit
contributions to all insurances using unpaid leave.
• Vacation and sick and safe leave accruals will be pro-rated for actual paid hours while
using unpaid leave.
• Employees on unpaid leave will receive holiday benefits for legal holidays that fall within
their unpaid leave.
• Service credit for purposes of benefit earning eligibility (i.e. vacation accrual rate,
seniority) will continue as normal while using the program.

SUPERVISOR RESPONSIBLITY 

• MMS CHS Administrator may grant unpaid leave requests where they determine that
such leave is compatible with their staffing requirements. Unpaid leave is not
available when additional help or other staff coverage is necessary. Employees must
request this leave at least 24 hours in advance. Intermittent leave is encouraged to
reduce the burden placed on the other staff in a department. The maximum amount
of unpaid leave taken at one time would be 3 (three) consecutive days. Unpaid leave
may not be used in conjunction with Family Medical Leave Act (FMLA). MMS CHS
Administrator retains discretion to place priority on requests for vacation leave from
one employee above requests for unpaid leave from another employee.
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SECTION 5.1 - ACCEPTABLE USE FOR COMPUTER AND NETWORK SYSTEMS 

POLICY STATEMENT 

Employees who are users of the McLeod County computer systems and shall follow 
procedures to ensure compliance with data security, data privacy, and software licensing 
and to ensure efficient and effective operations. This policy is designed to provide guidance 
regarding the acceptable use of McLeod County computers, network systems, including 
internet, and email use. 

McLeod County  OVERSIGHT 

a. McLeod County is the sole and exclusive owner of the computer systems and data.
b. McLeod County -owned equipment cannot be used by anyone other than Meeker-

McLeod-Sibley Community Health Services employees and for any purpose other
than Meeker-McLeod-Sibley Community Health Services  business unless
otherwise stipulated by the Information Technology Department.

c. McLeod County reserve the right to:
1. Use any means available to access, inspect, review, and monitor its systems

and data.
2. Override any passwords and access codes.

d. Users must be aware of and comply with data privacy laws. Users will be monitored
and do not have an expectation of privacy when using McLeod County computer
systems.

e. Users will be subject to discipline procedures for violations of this Policy.

USER ID'S AND PASSWORDS 

a. All users are required to be uniquely identified when accessing McLeod County
computer or network systems.  The Information Technology Department will create
and maintain user accounts, and control group membership for gaining access to
the McLeod County, systems and computers.

b. User Account Logon Names shall not be shared or used by others.

c. Passwords will expire in a time period specified by the Information Technology
Department. The supervisor shall be notified if it is believed that a User ID or
password is being used by another person.

d. Inactive  User Accounts  shall be reported to Information  Technology or as
discovered, to be immediately disabled/removed from the system
without notice.
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USE OF COMPUTERS, NETWORK DEVICES AND 
TELECOMMUNICATION EQUIPMENT 

a. Computer users shall ensure that workstations are secured when unattended by
performing the lock computer process or logging off.

b. Computer users shall shut down their workstation at the end of each workday
unless directed to do otherwise by Information Technology Department.

c. Computer users shall, on an ongoing basis, delete or remove their inactive data
files. Unless authorized, users are prohibited from deleting or removing files
created by others.

d. Computers and non-portable networked devices (i.e. printers, copy machines, etc.)
shall not be moved without approval from the supervisor or department head and
Information Technology Department.

e. Employees will be granted remote access to the McLeod County network if their job
responsibility requires them to perform duties off-site, provided that the
department purchases the required equipment.

f. Use of the Internet during working hours shall be related to work responsibilities
and the internet shall not be used for casual or private "surfing" unrelated to work
responsibilities. Usage shall be limited to web sites that are work related.

g. Prohibited websites and email content shall include, but are not limited to, adult
entertainment, sexually explicit material, websites or emails promoting violence or
terrorism, gambling, illegal use of a controlled substance(s) and intolerance of other
people/ races/religions or other protected class status.

h. Use of computer equipment and telecommunication equipment for personal use
must be kept to a minimum.  Furthermore, such usage shall occur only during the
employee's personal non-work time and must not interfere with Meeker-McLeod-
Sibley Community Health Services business.

i. No outside equipment shall be connected to the McLeod County’s computers or
network systems without the permission of Information Technology Department.
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SOFTWARE 

a. Employees shall not install software on McLeod County’s computer systems.
Installation of software on McLeod County computer or network systems is the
responsibility of Information Technology Department.

b. The Information Technology Department will not load personally owed software
on McLeod County devices.

c. No third party files or computer programs (data or programs not acquired through
the McLeod County’s formal purchasing process) shall be transferred to a McLeod
County computer from outside the McLeod County without first being scanned for
computer viruses.

d. Software outside that of the standard approved software requires written
consent from the McLeod County Information Technology Director prior to being
installed.

e. The Information Technology Department will notify the CHS Administrator before
removing unauthorized software and/or software that is out of license
compliance.

f. Employees shall comply with all requirements of software licensing
agreements.

g. The Information Technology Department shall be notified when a virus is detected.
h. The Information Technology Department shall be responsible for the ongoing

distribution of up-to-date virus scanners on McLeod County  computers and
network systems.

i. All software system disks and installation instructions shall be retained and
secured by the Information Technology Department.

j. The Information Technology Department shall maintain a record of all licenses
purchased for applications residing on file servers and central
processors. The Information Technology Department shall ensure license
compliance.

k. Each department shall be responsible for enforcing software licensing
agreements that are unique to their department.
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EMAIL 

a. Users may not send any confidential information via email without proper encryption.
An encryption solution is provided by the Information Technology Department.

b. If a document is designated as confidential, the confidential status may not be changed
via email.

c. Use of non- McLeod county  email accounts (email addresses other than
@co.mcleod.mn.us) to conduct official Meeker-McLeod-Sibley Community Health
Services business is prohibited unless approved by the Information Technology
Department. If approved, use of these accounts is subject to McLeod County policies.

d. Manual or auto-forwarding McLeod County email to personal email accounts is
prohibited.

e. No  user  may  send  an  email  over  the  size  limit  set  by the  Information
Technology Department.

f. All email that is required to be maintained must be moved to some other form of
storage (i.e. saved to an available network drive, electronic document management
system, etc.).

g. No user may send a restricted email attachment.
h. Each user’s email box size will be limited to a reasonable amount of space as

determined by the Information Technology Department. Email box sizes will be set and
reviewed as needed.

i. Restrictions will be imposed on the use of local archives by Information Systems.
j. Access to email will be provided in the following ways:

a. Client software installed on McLeod County computer systems connected to the
Meeker-McLeod-Sibley Community Health Services network.

b. Secure web access client (for access when not on the McLeod County network).
c. Smartphone or tablet devices synchronizing permitted as defined in the

portable devices section of this document as well as sign off with
the form in Appendix B.

EMAIL RETENTION 
a. Email is a communication tool. It is temporary storage location for sending and

receiving information.
b. All messages in trash will be deleted if they are in the trash longer than 90 days.
c. All messages in sent mail will be transferred to trash if they are older than 90 days.
d. All messages in junk will be deleted if they are in the junk longer than 30 days.
e. Email servers are not backed up on any fixed schedule; any backups are for technical

purposes only and are not for individual data recovery.
f. Data protection is not provided for any form of local archives.
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EMAIL SECURITY 

The  following  types  of  security  will  be  implemented  to  protect  the  email system. 
a. Multi-tier virus filtering – messages detected to have a virus will be deleted.

No notification will be sent to the sender or the recipient(s).
b. Spam filtering – messages will be scored and processed based on their score;

messages may be deleted, placed in end-user quarantine, or delivered with a
subject line rewrite. Blacklist and white list requests will be considered on a case
by case basis.

c. Multi-tier  attachment  filtering  –  restricted  attachment  types  will  be
deleted and the message returned to the sender.

d. Users that have been granted access to McLeod County email system are
required to authenticate to the system with their unique credentials.

PORTABLE DEVICES 

a. Portable devices include, but are not limited to, laptops, netbooks, smartphones
and tablets issued or owned by the McLeod County or reimbursed for by the Meeker-
McLeod-Sibley Community Health Services. Employee use of such devices is subject
to Meeker-McLeod-Sibley Community Health Services personnel policies.

b. The employee, while performing Meeker-McLeod-Sibley Community Health Services
work off-site on a McLeod County owned portable device and at the direction of
their department head/supervisor,
shall  be  considered  working  for  the  Meeker-McLeod-Sibley Community Health
Services  and  must  therefore  be  in compliance with Meeker-McLeod-Sibley
Community Health Services personnel policies.

c. The employee shall take reasonable care to safeguard the portable device from
extreme heat, extreme cold, damage, or theft and shall also ensure compliance
with data privacy laws by taking reasonable steps to secure the data on the portable
device.

d. Meeker-McLeod-Sibley Community Health Services may, at any time, deny an
employee use of a portable device or may block access from the device to any or
all services including the McLeod County’s network.

e. If a portable device is lost, stolen or damaged, the user must immediately notify
the CHS Administrator who  then  must  notify  the
Information Technology Department.

300



MEEKER-MCLEOD-SIBLEY COMMUNITY HEALTH SERVICES BUSINESS PERFORMED ON NON· 
MEEKER-MCLEOD-SIBLEY COMMUNITY HEALTH SERVICES-OWNED DEVICES 

a. McLeod County-owned data files and/or licensed software shall not be transferred to
non- McLeod County owned devices by Meeker-McLeod-Sibley Community Health
Services employees without the approval of the CHS Administrator and the
Information Technology Department.

b. The employee shall ensure compliance with data privacy laws by taking
reasonable measures to secure the data on the devices.

c. McLeod County -owned data and/or licensed software shall be purged from the device
upon task completion.

d. Non- McLeod County owned laptop or desktop computers are not approved for
synchronizing with McLeod County systems.

e. Non- Meeker-McLeod-Sibley Community Health Services owned tablets, cellular
phones, and smartphones must meet the requirements of and be compatible with the
McLeod County approved and supported synchronizing software. Non- Meeker-
McLeod-Sibley Community Health Services owned tablets, cellular phones, and
smartphones will not be allowed to be used as a modem for internet access (tether)
to a McLeod County computer system.

f. Users of compatible tablets, and smartphones that wish to synchronize with McLeod
County  systems must complete Appendix B, Use Synchronization Agreement.

ACQUISITION AND MAINTENANCE OF TECHNOLOGY ITEMS 

a. All technology purchases must be approved by the Information Technology
Department prior to execution of the purchase and shall be configured, installed, and
maintained by the Information Technology Department.

b. All technology items that interface with the McLeod County’s computer or network
systems, including but not limited to, network devices, desktop computers, laptop
computers, printers, plotters, copy machines, software, smartphones, and tablets,
shall be purchased by the Meeker-McLeod-Sibley Community Health Services through
McLeod County Information Technology Department or a collaborating government
agency and shall be used for the purposes of conducting Meeker-McLeod-Sibley
Community Health Services business. This does not include keyboards and mice that
are certified Microsoft compatible.

c. The Information Technology Department will not support and maintain Meeker-
McLeod-Sibley Community Health Services employee’s personal devices or internet
connections from personal homes.

d. Exceptions may be granted by completing Appendix C, Risk Acceptance Signoff.
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Appendix A: Acceptable Use Agreement for Computer and Network Systems 

MEEKER-MCLEOD-SIBLEY COMMUNITY HEALTH SERVICES 

To:  All Meeker-McLeod-Sibley Community Health Services Employees 

From: Meeker-McLeod-Sibley Community Health Board of 
Commissioners 

Subject: Employee Agreement for Usage of Computer and Network Systems 

Prior to being afforded the privilege of using any McLeod County computer system and/or 
accessing any computer system data, all Meeker-McLeod-Sibley Community Health Services 
employees are required to review and agree to comply with the Acceptable Use for Computer 
and Network Systems section in the Meeker-McLeod-Sibley Community Health Services 
Personnel Policy. 

I have read and agree to follow the Acceptable Use for Computer and Network Systems 
section of the Meeker-McLeod-Sibley Community Health Services Personnel Policy. I 
acknowledge that my use of the McLeod County’s computer systems and my access of 
computer systems data will be monitored and I do not have an expectation of privacy when 
using McLeod County’s computer systems and I may be subject to discipline for violations of 
the Acceptable Use for Computer and Network Systems policy. 

Date Employee Signature 

Print Name 

ORIGINAL:  Completed Agreement kept with employee’s Department Head 

cc: Employee 
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Appendix B: User Synchronization Agreement for synchronizing a non- Meeker-McLeod-
Sibley Community Health Services owned device with the McLeod County’s network. 

I agree to the following regulations as a requirement to synchronize my non- McLeod 
County owned device with the McLeod network: 

a. I understand that if I have a non- McLeod County owned device, it is my
responsibility to select a model that meets the requirements of and is compatible
with the McLeod County’s approved and supported synchronization software.
However, there is no guarantee that by meeting these requirements that the
synchronization software will work with a non- McLeod County owned device.

b. I have read and agree to follow the Meeker-McLeod-Sibley Community Health
Services Cellular Telephone Policy and the Acceptable Use of Computer and
Network Systems sections of the Meeker-McLeod-Sibley Community Health
Services Personnel Policy.

c. I understand that if I have a non- McLeod County’s owned device that McLeod’s
support responsibilities end with the initial configuration settings of my device
and that Meeker-McLeod-Sibley Community Health Services is not responsible for
upgrades that cause my non- Meeker-McLeod-Sibley Community Health Services
owned device to no longer synchronize with a McLeod County network.

d. I understand that if the device is lost, stolen, or if the status changes (i.e. new
phone, etc), I must immediately notify the CHS Administrator who then must
immediately notify the Information Technology Department.

e. I understand that if the device is lost, stolen, or if I leave Meeker-McLeod-Sibley
Community Health Services employment, that it must be erased remotely either by
myself (the user, using web interface) or the Information Technology Department
(administrative interface).

f. I understand that by signing this agreement, I will be required by the
synchronization software to use a password or PIN to gain access to my device and
that if the password is forgotten the device may be reset to factory defaults and it
is the responsibility of the end user to recover lost data.
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g. I understand that I am not eligible for compensation of any kind due to checking
and answering my email on my device during non-work hours unless my job
responsibility requires me to do so..

h. Failure to comply with this agreement may result in cancellation of
synchronization privileges with a McLeod County network.

Employee Signature Date 

Department Head Signature Date 

Information  Technology Director Date 

ORIGINAL:  Completed Agreement kept with employee’s Department Head cc:

Employee 
Information Technology Director 
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Appendix C: Risk Acceptance signoff for exception(s) to the Acceptable Use for Computer 
and Network Systems Policy. 

I acknowledge that I am asking for and receiving an exception to the Acceptable Use for 
Computer and Network Systems policy for a person(s) in my department and will fully 
accept the risk and responsibility associated for any issues or data exposure created by the 
exception: 

a. I understand that if I have asked for a person(s) in my department to have an account
with elevated privileges to work with Vendors to upgrade and troubleshoot
applications solely in my department, there is a risk of causing issues with the
computer(s) and system(s).

b. I understand that if I have asked for a person(s) in my department to have an account
with elevated privileges to reset passwords and unlock network accounts there is a risk
of causing issues with the accounts.

c. I understand that if I have asked for a person(s) in my department to have an account
with elevated privileges to add or delete people from access groups solely for my
department there is a risk of users gaining access to confidential information.

d. I understand that if I have asked for an exception to the password expiration time on an
account there is a higher risk of unwanted users gaining access to critical data.

e. I have read and agree to follow the Acceptable Use for Computer and Network Systems
section of the Meeker-McLeod-Sibley Community Health Services Personnel Policy with
the exception stipulated below.

f. Failure to comply with this agreement will result in cancellation of any and all exceptions
to the Acceptable Use for Computer and Network Systems policy

Exception Requested 

Department Head Signature Date 
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Information Technology Director Date 

ORIGINAL: Completed Agreement kept with Department Head cc:

Employee 
Information Technology Director 
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SECTION 5.2 – CELLULAR TELEPHONE 

PURPOSE 

To define the cell phone usage by employees to encourage the enhancement of 
communications while ensuring efficient, safe and high-quality customer service to the 
citizens of Meeker-McLeod-Sibley Community Health Services (MMS CHS).

PROCEDURE 

The MMS CHS Administrator will determine which position(s) require a cell phone.

MMS CHS Employees using McLeod County owned cell phones should limit the phone to 
business  use. If the employee must use the cell phone for personal calls these calls should 
be for emergency purposes only. Non-emergency personal use of McLeod County owned cell 
phone may lead to disciplinary action.

If a MMS CHS owned cell phone or related equipment is damaged due to employee 
negligence the employee is responsible for the full cost of replacement of the phone or 
related equipment. 

If a MMS CHS owned cell phone or related equipment is lost or stolen, the employee must 
immediately notify the MMS CHS Administrator who then must notify IT. The employee is 
responsible for the full cost of replacement of the phone or related equipment due to 
employee negligence. 

MMS CHS issued cell phones and related equipment must be returned to MMS CHS upon 
separation of employment.

Any misuse of the cell phone will subject the employee to discipline procedures as contained 
in the MMS CHS Personnel Policy.

Misuse consists of: 

a. Communication of threatening, harassing or inappropriate nature.
b. Non-emergency personal use.
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DATA PRACTICES 

All personal cell phone statements are considered private data. Billings associated with a 
McLeod County-purchased/leased cell phone are considered public data. 

SUPERVISOR RESPONSIBILITY 

Meeker-McLeod-Sibley Community Health Services Administrator shall monitor the cell 
phone needs and usage for their staff and make appropriate decisions and authorizations 
based on this policy and what is in the best interest of the Meeker-McLeod-Sibley 
Community Health Services. The Meeker-McLeod-Sibley Community Health Services 
Administrator is responsible for making decisions when it involves exceptions, 
discrepancies or interpretations of this policy. 

CELL PHONE USAGE IN VEHICLES 

When driving, employees shall be aware that driving is their primary responsibility.  
Employees shall follow all traffic and safety laws while driving.  

PERSONAL CELL PHONE USAGE IN THE WORK PLACE 

While at work employees are expected to exercise the same discretion in using personal 
cell phones as is expected for the use of Meeker-McLeod-Sibley Community Health Services 
issued cell phones. Excessive personal calls during the work day, regardless of the phone 
used, can interfere with employee productivity and be distracting to others. Employees are 
to make personal calls before and after work and during break and lunch periods. 
Employees are required to keep phones on silent or vibrate mode while in worplace 
settings. 
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SECTION 5.3 - SOCIAL MEDIA USAGE 

Social platforms provide a way to collaborate and share information quickly and easily 
with friends, family, and colleagues. The Commission does not discourage our employees 
from using social media in their professional lives and believes that social media can be used 
to strengthen our overall brand. For all intents and purposes we consider Facebook, Twitter, 
LinkedIn, Pinterest, Google+, YouTube, and similar sites and programs all forms of social 
media that are allowable in the workplace.

Purpose and Procedures
Meeker-McLeod-Sibley Community Health Sercices may choose to develop social media 
outlets for the entire agency or for specific projects or programs of MMS CHS. Employees 
will be designated by the Administrator to represent MMS CHS on these social media sites 
and in any online forums.

When participating in online conversations, MMS CHS employees must always remember 
that they represent MMS CHS and must act in accordance with the Code of Conduct.  
Recognize that employees are legally liable for anything that they write or present online.

Employee Responsibilities When Using Social Media

• Be professional. Post meaningful, respectful comments. No blatant spam or
promotion of any type.

• Be prompt. Reply to comments quickly when a response is appropriate. Remember, time
is of the essence on the web.

• Be respectful. When disagreeing with others’ comments always keep a calm composure
and do not engage in inflammatory dialog.

• Be transparent. Honesty, or dishonesty, will be quickly noticed in the social media
environment. Always identify yourself.

• Be judicious. Make sure that you are not sharing confidential information concerning the
Commission or any of our business partners.

• Write what you know. Ensure that you write and post about your area of expertise. If you
are unfamiliar with a subject matter, do the research before commenting.

• Perception is reality. Remember that each time you write an article or post you are
creating perceptions about the Commission and our business partners.

• It’s a conversation. Talk to readers like you would talk to real people in professional
situations. Do not be afraid to bring in your own personality and say what is on your mind.

• Add content. Content is key and there is no shortage of it on the web. The only way to
make content stand out is to write about topics that people will value.

309



• Be a leader. There is a fine line between healthy debate and incendiary reaction. Do not
denigrate our competitors or other commenters. Be careful and considerate when dealing
with others.

• Take responsibility. If you make a mistake, admit it. Be upfront and be quick with your
correction.

• Press pause. If you are about to publish something that makes you even the slightest bit
uncomfortable, then don’t. Take a break and ask someone else to review it before it is
published.

• Use a disclaimer. If you blog or post to another online forum in an unofficial capacity, you
should make it clear that you are speaking for yourself and not on behalf of the Commission.
Use a statement like “The postings on this site are my own and don’t represent the
Commission’s positions, strategies, or opinions.” This is good practice but does not exempt
you from being heldaccountable for what you write.

Violation of these standards may result in the removal of department pages from the social 
media outlets. Meeker-McLeod-Sibley Community Health Services Administration will monitor 
content on each of the social media sites to ensure adherence to policy and retains the 
authority to remove information. 

OFFICIAL RECORDS AND RECORDS RETENTION 

Each department must be aware of the official records it maintains and the retention of 
those records according to an approved records retention schedule. Social media 
communications and posts might not consist of official records required to be maintained 
according to a record retention schedule. However, if a department determines that any 
communication or posts are official records, those records should be maintained in an 
appropriate format according to the relevant records retention schedule. 
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USE OF PERSONAL ACCOUNTS 

The creation, access or use of personal social networking technology or account with a 
Meeker-McLeod-Sibley Community Health Services (MMS CHS) resource is allowed only 
during an employee’s non-work time and must not interfere with MMS CHS business. 

The MMS CHS Administrator may monitor information created or accessed on MMS CHS 
resources including but not limited to computers, cell phones, pagers, smartphones, 
etc., and employees should have no expectation of privacy regarding such information. 

In online social media, the lines between public and private, personal and professional 
may become blurred. Online social media content should be consistent with MMS CHS 
professional standards. 

MMS CHS expects employees to use discretion while using their personal social media 
accounts, including but not limited to, by not posting or disclosing any data considered 
private or confidential or information that is disruptive to the workplace. 
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SECTION 5.4 - IDENTIFICATION BADGES 
All Meeker-McLeod-Sibley Community Health Services (MMS CHS) employees will be 
provided an employee identification badge for identification and access purposes. 

Guidelines:

• Employees may supply a professional head shot for their badge. If it is determined the
head shot is not badge appropriate, employees will be asked to have a new one taken.

• Badges shall be attached by an approved method, lanyard, clip, pin, magnet.

• Badges should be clearly visible and unobstructed.

• Badges must be worn above the waist.

• Employees shall never allow another employee or person to use their badge.

• Some employees may be required to have badges for multiple counties.

• Employees shall immediately report a lost or damaged badge for replacement.

• Temporary name tags may be utilized in the event a badge is not available.

• When badges are updated, retired badges must be turned into the MMS CHS
Administrator.

• Upon completion of employment, individuals are required to return their badge to the
MMS CHS Administrator.
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Foundational Public Health Responsibilities 
N A T I O N A L  H E A D L I N E S ,  M I N N E S O T A  A C T I V I T I E S

Background
Minnesota has adopted the Public Health Accreditation Board (PHAB) National Framework for 
Foundational Public Health Services, which defines a minimum package of public health capabilities and 
programs that no jurisdiction can be without. Before the adoption of the national framework, 
Minnesota developed a similar foundational public health responsibilities (FPHR) framework that 
included a more robust set of activities to allow for the completion of a comprehensive cost and 
capacity assessment.  

Purpose 
This document aims to organize the previously developed Minnesota activities under the headlines of 
the national framework. This will help community health boards identify activities considered 
foundational and appropriate for the use of FPHR grant funding allocated to community health board 
during the 2023 legislative session.  

This work is rapidly evolving, and this document provides only a small sample of allowable costs. Over 
the next several months, local public health and MDH will be working together to better define what 
activities are foundational for Minnesota’s state and local public health system. If you have questions 
about this document or FPHR, contact the MDH Center for Public Health Practice at 
health.ophp@state.mn.us or reach out to your public health system consultant: Who is my public health 
system consultant? - MN Dept. of Health. 

Foundational capabilities and areas in this document
Foundational capabilities 

Assessment and Surveillance 
Community Partnership Development  
Equity 
Organizational Competencies 
Policy Development and Support 
Accountability and Performance Management 
Emergency Preparedness and Response 
Communication 

Foundational areas 
Communicable Disease Control 
Environmental Public Health 
Chronic Disease and Injury Prevention 
Maternal, Child, and Family Health 
Access to and Linkage to Care
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Assessment and Surveillance 
A. Ability to collect timely and sufficient foundational data to guide public health planning 

and decision making at the state and local level, including the personnel and technology 
that enable collection. 

1. Establish metrics and monitor public health issues and access to clinical care services 
2. Develop, implement, and maintain a data infrastructure 
3. Collect data to guide planning and decision-making 

B. Ability to collect, access, analyze, interpret, and use data from a variety of sources 
including granular data and data disaggregated by geography (e.g., census tract, zip 
code), sub-populations, race, ethnicity, and other variables that fully describe the health 
and well-being of a community and the factors that influence health. 

1. Establish metrics and monitor data on public health issues, including root causes 
2. Provide or access epidemiological services  
3. Analyze data in collaboration with partners, communities, and individuals with lived experience 
4. Validate information, data, analysis, and findings 

C. Ability to assess and analyze disparities and inequities in the distribution of disease and 
social determinants of health, that contribute to higher health risks and poorer health 
outcomes. 

D. Ability to prioritize and respond to data requests and translate data into information and 
reports that are valid, complete, statistically accurate, and accessible to the intended 
audiences. 

1. Use epidemiological practices to explain the distribution of disease, death, health outcomes, 
health disparities and systemic inequities 

2. Assure the availability of data collected from the public 
3. Ensure data and outputs are communicated effectively 

E. Ability to conduct a collaborative community or statewide health assessment and 
identify health priorities arising from that assessment, including analysis of root causes 
of health disparities and inequities. 

1. Convene public health partners to understand public health issues and the need for prevention 
activities, and to develop a health assessment 

2. Convene public health partners to develop improvement plan, assure alignment, strategize, 
and assess related external factors and conditions 

3. Establish metrics and monitor implementation of improvement plan, track responsibilities, and 
track implementation actions 

F. Ability to access 24/7 laboratory resources capable of providing rapid detection. 

1. Provide or access laboratory services 
2. Ensure coordination and communication with public and private laboratories 
3. Assure availability of environmental, biological, and chemical laboratory testing, including for 

maternal and child, chronic disease, and injury issues 
4. (State only) Function as a Laboratory Response Network (LRN) Reference laboratory 

G. Ability to participate in or support surveillance systems to rapidly detect emerging health 
issues and threats. 
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1. Identify and investigate emerging public health issues
2. Provide surveillance of the population related to emerging health issues and threats

H. Ability to work with community partners to collect, report and use public health data
that is relevant to communities experiencing health inequities or ability to support
community-led data processes.

1. Validate information, data, analysis, and findings
2. Convene cross sector partners to strategize
3. Collaborate with other governmental, cross-sector partners, communities, and individuals

Community Partnership Development 
A. Ability to create, convene, support, and sustain strategic, non-program specific

relationships with key community groups or organizations representing populations
experiencing health disparities or inequities; private businesses and health care
organizations; relevant federal, Tribal, state, and local government agencies; elected and
non-elected officials.

1. Dedicate resources to community partnership development and engagement, and understand
how communities are organized

2. Create and maintain organizational policies and practices that advance relationship building
and authentic engagement, including ongoing communication with the community

3. Identify strategic public health partnerships with other government sectors

B. Ability to leverage and engage partnerships and community in equity solutions.

1. Inform partners about Minnesota’s Foundational Public Health Responsibilities
2. Ensure community members, including those most affected by health inequities and those with

lived experience, are engaged

C. Ability to establish and maintain trust with and authentically engage community
members and populations most impacted by inequities in key public health decision-
making and use community-driven approaches.

1. Participate in partnerships, as an invitee
2. Establish a culture of introspection among members
3. Facilitate gatherings that encourage community conversations, leverage evidence-based

practices, assure efforts toward agreed upon responsibilities for partners, foster leadership
opportunities, and promote information sharing

D. Ability to convene across governmental agencies, such as departments of transportation,
aging, substance abuse/mental health, education, planning and development, or others,
to promote health, prevent disease, and protect community members of the health
department's jurisdiction.

E. Ability to engage members of the community and multi-sector partners in a community
health improvement process that draws from community health assessment data and
establishes a plan for addressing priorities. The community health improvement plan can
serve as the basis for coordination of effort and resources across partners.

1. Coordinate policy agendas with partner organizations
2. Support community member involvement in achieving health outcomes that are most

important to them
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Equity 
A. Ability to strategically address social and structural determinants of health through policy,

programs, and services as a necessary pathway to achieve equity.

1. Organize support for public health statutes, regulations, rules, ordinances, and other policies
2. Develop (including researching, analyzing, costing, and articulating the impact, as needed)

health equity public health policy

B. Ability to systematically integrate equity into each aspect of the FPHR, strategic priorities,
and include equity-related accountability metrics into all programs and services.

1. Collaborate with partners, communities, and individuals disproportionately impacted by health
inequity to co-create metrics and monitor health equity within the jurisdiction

C. Ability to work collaboratively across the department and the community to build support
for and foster a shared understanding of the critical importance of equity to achieve
community health and well-being.

1. Convene cross-sector partners and public health partners to identify strategies or initiatives
2. Collaborate with partners, communities, and individuals who are disproportionately affected by

health inequities, to understand the impacts of public health risk/prevention and develop
shared language and definitions

D. Ability to develop and support staff to address equity.

1. Develop and maintain written training materials on health equity, and provide training to staff
2. Build organizational and individual staff competency in recognizing unconscious bias

E. Ability to create a shared understanding of what creates health including structural and
systemic factors that produce and reproduce inequities.

1. Cultivate an organizational culture of health equity

Organizational Competencies 
Leadership & Governance 
A. Ability to lead internal and external stakeholders to consensus, with movement to

action, and to serve as the face of governmental public health in the department's
jurisdiction.

1. Collaborate with partners, communities, and individuals including those disproportionately
affected by public health issues, to understand the role of governmental public health

2. Convene cross sector partners to understand the role of non-governmental partners
3. Advocate and communicate about the value and role of public health in the community

B. Ability to directly engage in health policy development, discussion, and adoption with
local, state, and national policymakers, and to define a strategic direction for public
health initiatives, including the advancement of equity.

1. Convene public health partners to identify strategies or initiatives
2. Develop, implement, and maintain an agency strategic plan with metrics to monitor

implementation
3. Track actions taken by the agency in implementing the agency strategic plan to monitor and

report on progress
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4. Assess how external factors and conditions affect implementation of the agency strategic plan

C. Ability to prioritize and implement diversity, equity, inclusion within the organization.

D. Ability to engage with appropriate governing entities about the department's public
health legal authorities and what new laws and policies might be needed.

1. Engage with and support the appropriate governing entity about the public health agency's role
and legal authority around public health priorities and policies

2. Promote and assist governing entities in examining, understanding, and modifying public health
authorities; educate and support appropriate governing entities

3. Develop, implement, and maintain a governance system and infrastructure for governmental
public health, including organizational policies

4. Maintain current operational definitions and statements of public health roles, responsibilities,
and authorities

E. Ability to ensure diverse representation on public health boards and councils.

Information Technology Services, including Privacy & Security 
A. Ability to maintain and procure the hardware and software needed to access electronic

health information to support the department's operations and analysis of health data.

1. Develop, implement, and maintain systems and infrastructure for information technology and
electronic information systems within the organization

2. Implement prioritized strategies or initiatives identified to support optimization of technology,
information systems, and data

B. Ability to support, use, and maintain communication technologies and systems needed
to interact with community members.

1. Assure continuity of technical operations and connectivity to networks, in an emergency

C. Ability to have the proper systems and controls in place to keep health and human
resources data confidential and maintain security of IT systems.

1. Develop, maintain, and share internal electronic information systems
2. Develop, implement, and maintain written organizational policies
3. Build organizational and individual staff competency around information systems

Workforce Development & Human Resources 
A. Ability to develop and maintain a diverse and inclusive workforce with the cross-cutting

skills and competencies needed to implement the FPHS effectively and equitably.

1. Cultivate an organizational culture of employee wellness
2. Develop, implement, and maintain infrastructure and a written plan for workforce development

B. Ability to manage human resource functions including recruitment, retention, and
succession planning; training; and performance review and accountability.

1. Develop, implement, and maintain systems and infrastructure for human resource
management, recruitment, and employee retention

2. Develop and maintain written training materials on pertinent topics, and provide staff training
3. Develop, implement, and maintain a written succession plan(s) for the organization
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Financial Management, Contract, & Procurement Services, including 
Facilities and Operations 
A. Ability to establish a budgeting, auditing, billing, and financial system and chart of

expense and revenue accounts in compliance with federal, state, and local standards and
policies.

1. Develop, implement, and maintain systems and infrastructure for financial management,
oversight, and internal auditing of financial operations

2. Develop, implement, and maintain systems for contracts and procurement

B. Ability to secure grants or other funding (governmental and not) and demonstrate
compliance with an audit required for the sources of funding utilized.

1. Advocate for, procure, maintain, and manage financial resources for organizational operations
2. Procure, maintain, and manage necessary goods, services, and intangible assets

C. Ability to procure, maintain, and manage safe facilities and efficient operations.

1. Maintain and, as necessary, replace long-term or capital assets for organizational operations
2. Manage and operate facilities as safe and physically secure public-facing workplaces

D. Ability to leverage funding and ensure resources are allocated to address equity and social
determinants of health.

Legal Services & Analysis 
A. Ability to access and appropriately use legal services in planning, implementing, and

enforcing, public health initiatives, including relevant administrative rules and due
process.

1. Build organizational and individual staff competency in understanding and interpreting statutes,
regulations, rules, ordinances

2. Develop, implement, and maintain systems and infrastructure for legal services and analysis

Policy Development and Support 
A. Ability to serve as a primary and expert resource for establishing, maintaining, and

developing basic public health policy recommendations that are evidence-based and
grounded in law. This includes researching, analyzing, costing out, and articulating the
impact of such policies and rules where appropriate, as well as the ability to organize
support for these policies and rules and place them before an entity with the legal
authority to adopt them.

1. Analyze public health laws, policies, and ordinances in collaboration with partners
2. Assess the need for new public health laws, policies, and ordinances in the community
3. Organize support for public health policies and rules statutes, regulations, rules, ordinances, and

other policies related to the population’s health
4. Engage with appropriate governing entities about the purpose, intent, and outcomes of public

health laws, policies, and ordinances
5. Develop and maintain written organizational policies to support staff in rapidly responding to

emerging issues
6. Monitor the impact of changing state and federal laws on public health
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7. Effectively inform and influence policies, statutes, ordinances, rules, and regulations related to
the quality, effectiveness, and cost-efficiency of clinical care services

I. Ability to effectively inform and influence policies being considered by other
governmental and non-governmental agencies that can improve the physical,
environmental, social, and economic conditions affecting health but are beyond the
immediate scope or authority of the governmental public health department.

1. Convene cross-sector partners to identify strategies or initiatives for non-governmental partners
to implement Health in All Policies

2. Effectively inform and influence policies being considered by other governmental and non-
governmental organizations within the jurisdiction that might impact Health in All Policies

J. Ability to effectively advocate for policies that address social determinants of health,
health disparities and equity.

1. Collaborate with partners, communities, and individuals, including those disproportionately
affected by outdated laws, policies, and ordinances, to understand and update outdated laws
and policies

2. Collaborate with key partners and policy makers, including those disproportionately affected by
health inequities, to enact new evidence-based, legally defensible policies

3. Organize support for public health statutes, regulations, rules, ordinances, and other policies,
including advocacy for fair reimbursement for clinical care services

K. Ability to issue, promote compliance with or, as mandated, enforce compliance with
public health regulations.

1. Develop, implement, and maintain written organizational policies supported by statutes,
regulations, rules, ordinances, and other policies

2. Educate the community and key partners on the meaning, purpose, and benefits of public
health laws

3. Assure the consistent application of public health laws, policies, and ordinances
4. Develop and maintain written training materials on public health laws, policies, and ordinances
5. Conduct public health enforcement activities, including enforcing laws, rules, policies, and

procedures related to prevention and control of infectious diseases
6. Monitor and report public health violations and enforcement responses
7. Provide education and technical assistance to regulated entities to support their compliance

with statutes, regulations, rules, ordinances, and other policies
8. Engage with the appropriate governing entity about the public health agency's role and legal

authority around environmental health policy

Accountability and Performance Management 
A. Ability to perform according to accepted business standards in accordance with applicable

federal, state, and local laws and policies and assure compliance with national and Public
Health Accreditation Board Standards.

B. Ability to maintain a performance management system to monitor achievement of
organizational objectives.

1. Develop, implement, and maintain systems and infrastructure for organizational performance
management
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C. Ability to identify and use evidence-based or promising practices when implementing new
or revised processes, programs and/or interventions.

1. Build organizational and staff competency in evaluation

D. Ability to maintain an organization-wide culture of quality and to use quality
improvement tools and methods.

1. Establish metrics and monitor quality of the governmental public health system
2. Develop, implement, and maintain a written plan for organizational quality improvement,

cultivating an organizational culture of quality improvement

E. Ability to create accountability structures and internal and external equity-related metrics
to measure the equity impact of a department’s efforts and performance.

1. Establish a system for tracking efforts toward agreed upon responsibilities, and monitor actions
taken by governmental public health, and partners

2. Develop, implement, and maintain a system for collecting feedback from the community

Emergency Preparedness and Response 
A. Ability to develop, exercise, and maintain preparedness and response strategies and

plans, in accordance with established guidelines, and to address a range of events
including natural or other disasters, communicable disease outbreaks, environmental
emergencies, or other events, which may be acute or occur over time.

1. Develop, implement, and maintain written policies and procedures (e.g., ESF-8) to activate and
alert public health personnel and response partners during an emergency

2. Develop, maintain, and update emergency preparedness and response plans based on identified
risk preparedness and response competencies in collaboration with appropriate stakeholders

3. Establish the response and recovery role of public health in other partners' plans for all types of
disasters and emergencies

4. Effectively inform staff and appropriate stakeholders on the capabilities and role of public health
in the emergency preparedness and response plan

5. Provide staff training on the preparedness and response plan with appropriate frequency
6. Collaborate with community-based organizations and partners to provide training exercises

B. Ability to integrate social determinants of health, and actions to address inequities,
including ensuring the protection of high-risk populations, into all plans, programs, and
services.

1. Build and maintain relationships with the public and partners to establish trust with
governmental public health

2. Convene cross-sector partners to identify strategies or initiatives for community-based
organizations and governmental partners

C. Ability to lead the Emergency Support Function 8 – Public Health & Medical for the
county, region, jurisdiction, and state.

1. Ensure staff are adequately trained on emergency preparedness and response competencies,
including interoperability within the National Incident Management System (NIMS) and Incident
Command System (ICS) frameworks

2. Assure leadership of governmental emergency health and medical operations
3. Assess the scope and responsibility for public health response
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D. Ability to activate the emergency response personnel and communications systems in the 
event of a public health crisis; coordinate with federal, state, and local emergency 
managers and other first responders, and private sector and nonprofit partners; and 
operate within, and as necessary lead, the incident management system. 

1. Activate and alert public health response personnel and communication systems 
2. Operate within the established incident command system according to the role of public health 
3. Convene public health partners to identify strategies or initiatives for governmental public 

health response to incidents, and to assess the need for community incident response efforts 

E. Ability to maintain and execute a continuity of operations plan that includes a plan to 
access financial resources to execute an emergency and recovery response. 

1. Identify priority or essential public health functions and the people, resources, and facilities 
needed to provide these services during an emergency 

2. Engage with staff with roles or responsibilities in priority or essential public health functions 

F. Ability to establish and promote basic, ongoing community readiness, resilience, and 
preparedness by enabling the public to take necessary action before, during, or after a 
disaster, emergency, or public health event.  

1. Convene public health partners to identify strategies or initiatives 
2. Assess the need for incident recovery efforts in the community 
3. Implement prioritized strategies or initiatives to support recovery from incidents 
4. Evaluate the response of the governmental public health system and the health department to 

incidents, including through after-action reports (AARs) 

G. Ability to issue and enforce emergency health orders. 

1. Assess the legal and statutory process for issuing and enforcing state and local emergency 
health orders 

2. Issue and enforce emergency health orders, as necessary and appropriate, inclusive of 
prevention or control of infectious diseases and environmental health risks 

H. Ability to be notified of and respond to events on a 24/7 basis. 

1. Develop, implement, and maintain a situation and information sharing infrastructure that may 
receive notice of emergencies on a 24/7 basis 

2. Effectively inform community-based organizations, partners, governmental organizations, the 
media, and the public with unified, accurate, and geographically relevant information before, 
during, and after a public health emergency 

I. Ability to access and utilize a Laboratory Response Network (LRN) Reference laboratory 
for biological agents and an LRN chemical laboratory at a level designated by CDC. 

Communication 
A. Ability to maintain ongoing relations with local and statewide media including the ability 

to write a press release, conduct a press conference, and use electronic communication 
tools to interact with the media. 

1. Build and maintain relationships with broadcast and other media organizations 
2. Identify and critically evaluate media organizations 
3. Develop, implement, and maintain written organizational policies and templates 
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4. Ensure information and messages of public health importance are conveyed to the media

B. Ability to effectively use social media to communicate directly with community members.

C. Ability to appropriately tailor communications and communications mechanisms for
various audiences.

1. Develop, implement, and maintain systems for communications with public health and cross-
sector partners

2. Ensure information and messages of public health importance are conveyed to the public

D. Ability to write and implement a routine communications plan and develop routine public
health communications including to reach communities not traditionally reached through
public health channels.

1. Develop, implement, and maintain a written routine communication plan
2. Develop, implement, and maintain systems for communications with public health and cross-

sector partners
3. Collaborate with partners, communities, and individuals to co-create communications strategies
4. Establish metrics and monitor quality of public health communications

E. Ability to develop and implement a risk communication strategy for communicating with
the public during a public health crisis or emergency. This includes the ability to provide
accurate and timely information and to address misconceptions and misinformation, and
to assure information is accessible to and appropriate for all audiences.

1. Develop, implement, and maintain a written public health risk communication plan
2. Assess the need for and priority of communications mediums and channels for public-facing risk

communication for the community
3. Collaborate with partners, communities, and individuals to co-create strategies for risk

communication
4. In the event of a public health crisis or event, lead and coordinate communication between

public health, health organizations, national organizations and federal agencies, and state
agencies

F. Ability to transmit and receive routine communications to and from the public in an
appropriate, timely, and accurate manner, on a 24/7 basis.

1. Develop, implement, and maintain systems and infrastructure for public-facing communications

G. Ability to develop and implement a proactive health education/health communication
strategy (distinct from risk communication) that disseminates timely and accurate
information to the public designed to encourage actions to promote health in culturally
and linguistically appropriate formats for the various communities served, including using
electronic communication tools.

1. Assess the need for and priority of communications mediums and channels for public-facing
communications for the community
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Communicable Disease Control 
A. Provide timely, statewide, and locally relevant and accurate information to the health

care system and community on communicable diseases and their control.

1. Develop, maintain, and share internal electronic information systems and access external
information systems for reporting and surveillance

2. Establish metrics and monitor quality of infectious disease prevention and control activities
3. Collect data per MN Admin Rules, and analyze data related to infectious diseases and control
4. Validate all information, data, analysis, and findings
5. Ensure that health care providers, pharmacists, school officials and the public are educated

about the statewide immunization information system
6. Ensure that health care providers, pharmacists, long-term care facility staff, infection control

specialists, school officials, the public and others are educated about vaccine-preventable
diseases and immunizations

B. Identify statewide and local communicable disease control community partners and their
capacities, develop, and implement a prioritized communicable disease control plan, and
ability to seek and secure funding for high priority initiatives.

1. Collaborate with and educate partners, communities, and individuals, including those
disproportionately affected by infectious diseases, to understand the prevention and control of
infectious disease from the perspective of lived experience

2. Assess the need for and the factors and conditions that affect infectious disease prevention and
control

3. Convene public health partners to identify strategies or initiatives for governmental public
health to address infectious diseases in the jurisdiction

4. Convene cross-sector partners and public health partners to identify strategies or initiatives
5. Collaborate with partners, communities, and individuals to co-create strategies for prevention

and control of infectious diseases
6. Develop, implement, and maintain written plans, systems, and infrastructure
7. Develop and maintain written training materials, provide training to relevant staff
8. Establish a system for tracking efforts toward agreed upon responsibilities for governmental

public health, and partners, track these efforts
9. Implement prioritized strategies or initiatives
10. Assess how external factors and conditions affect implementation of infectious disease

prevention and control plans
11. Build and maintain relationships with appropriate audiences

C. Receive laboratory reports and other relevant data; conduct disease investigations,
including contact tracing and notification; and recognize, identify, and respond to
communicable disease outbreaks for notifiable conditions in accordance with local,
national, and state mandates and guidelines.

D. Assure the availability of partner notification services for newly diagnosed cases of
communicable diseases according to Centers for Disease Control and Prevention (CDC)
guidelines.

E. Assure the appropriate treatment of individuals who have reportable communicable
diseases, such as TB, STIs, and HIV in accordance with local and state laws and CDC
guidelines.

1. Assure provision of referrals
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2. Assure access to treatment

F. Support the recognition of outbreaks and other events of public health significance by
assuring capacity for the identification and characterization of the causative agents of
disease and their origin, including those that are rare and unusual.

1. Assure provision of screening for individuals to detect infectious diseases
2. Monitor and report public health violations and enforcement responses
3. Conduct timely investigations for reportable infectious diseases
4. Identify and respond to emerging issues
5. Report presumed and diagnosed cases of reportable infectious diseases

G. Coordinate and integrate categorically funded communicable disease programs and
services.

1. Develop, maintain, and share an immunization information system
2. Assure the safe and effective administration of necessary vaccinations for the public

Environmental Public Health 
A. Provide timely, statewide, and locally relevant, complete, and accurate information to the

state, health care system, and community on environmental public health threats and
health impacts from common environmental or toxic exposures.

1. Collect, analyze, and interpret data and information related to environmental health
2. Validate information, data, analysis, and findings
3. Provide education and technical assistance to organizations

B. Identify statewide and local community environmental public health partners and their
capacities, develop, and implement a prioritized plan, and ability to seek and secure
action funding for high priority initiatives.

1. Collaborate with and educate partners, communities, and individuals
2. Assess the need for prevention or abatement activities
3. Convene cross-sector and public health partners to identify strategies or initiatives
4. Collaborate with partners, communities, and individuals to co-create strategies
5. Develop, implement, and maintain a written plan
6. Build and maintain relationships with appropriate audiences
7. Collaborate with partners, communities, and individuals to collect complaints and reports

C. Conduct mandated environmental public health laboratory testing, inspections, and
oversight to protect food, recreation sites, and drinking water; manage liquid and solid
waste streams safely; and identify other public health hazards related to environmental
factors in accordance with federal, state, and local laws and regulations.

1. Develop, implement, and maintain systems and infrastructure
2. Develop and maintain written training materials, provide training to appropriate staff
3. Establish a system for tracking efforts toward agreed upon responsibilities, track these efforts
4. Implement prioritized strategies or initiatives, and assess how external factors and conditions

affect implementation
5. Assure availability of environmental, biological, and chemical laboratory testing
6. Monitor and report public health violations and enforcement responses
7. Conduct timely investigations in response to environmental health risks
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8. Identify and respond to emerging issues
9. License, certify, or permit regulated parties or entities within the jurisdiction
10. Inspect regulated parties or entities within the jurisdiction
11. Investigate and document environmental health complaints
12. Issue, enforce, and document corrective actions with respect to code violations
13. Perform and document follow-up activities for remediation

D. Protect workers and the public from chemical and radiation hazards in accordance with
federal, state, and local laws and regulations.

E. Participate in broad land use planning and sustainable development to encourage
decisions that promote positive public health outcomes and resilient communities (e.g.,
housing and urban development, recreational facilities, transportation systems and
climate change).

F. Coordinate and integrate categorically funded environmental health programs and
services.

Chronic Disease & Injury Prevention 
A. Provide timely, statewide, and locally relevant, complete, and accurate information to the

health care system and community on chronic disease and injury prevention and control.

1. Develop, maintain, and share internal electronic information systems and access external
information systems for prevention and population health—including systems for chronic
disease, and injury

2. Provide surveillance of the population with respect to chronic disease and injury prevention
3. Establish metrics and monitor quality of prevention and population health improvement

activities
4. Collect and analyze data related to chronic disease and injury prevention
5. Validate all information, data, analysis, and findings
6. Provide education and technical assistance to organizations involved in preventing harm and

improving health

B. Identify statewide and local chronic disease and injury prevention community partners
and their capacities, develop, and implement a prioritized prevention plan, and ability to
seek and secure funding for high priority initiatives.

1. Collaborate with and educate partners, communities, and individuals on chronic disease and
injury prevention, and the factors that impact health

2. Assess the need for, and the factors and conditions that affect, prevention and control of
chronic disease and injury

3. Convene cross-sector and public health partners to identify strategies or initiatives for non-
governmental partners to implement to address chronic disease, and injury issues

4. Collaborate with partners, communities, and individuals to co-create strategies for addressing
gaps in availability and barriers to accessing chronic disease and injury services

5. Develop, implement, and maintain written plan(s) for addressing threats to population health,
including prevention and control of chronic disease and injury

6. Assess how external factors and conditions affect implementation of prevention and population
health improvement plans

7. Build and maintain relationships with appropriate audiences
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C. Reduce statewide and community rates of tobacco use through a program that conforms
to standards set by state or local laws and CDC’s Office on Smoking and Health, including
activities to reduce youth initiation, increase cessation, and reduce secondhand exposure
to harmful substances.

D. Work actively with statewide and community partners to increase statewide and
community rates of healthy eating and active living through a prioritized approach
focusing on best and promising practices aligned with national, state, and local guidelines
for healthy eating and active living.

1. Develop, implement, and maintain systems and infrastructure
2. Develop and maintain written training materials, provide training to appropriate staff
3. Establish a system for tracking efforts toward agreed upon responsibilities for governmental

public health, and partners, track these efforts
4. Implement prioritized strategies or initiatives identified to address chronic disease and injury

E. Coordinate and integrate categorically funded communicable disease programs and
services.

Maternal, Child, & Family Health 
A. Provide timely, statewide, and locally relevant, complete, and accurate information to the

health care system and community on emerging and on-going maternal child health
trends.

1. Develop, maintain, and share internal electronic information systems and access external
information systems for prevention and population health—including systems for maternal and
child health

2. Provide surveillance of the population with respect to maternal and child health
3. Establish metrics and monitor quality of prevention and population health improvement

activities
4. Collect and analyze data related to maternal and child health
5. Validate all information, data, analysis, and findings
6. Provide education and technical assistance to organizations involved in preventing harm and

improving health

B. Identify local maternal and child health community partners and their capacities; using
life course expertise and an understanding of health disparities, develop a prioritized
prevention plan; and ability to seek and secure funding for high priority initiatives.

1. Collaborate with and educate partners, communities, and individuals on maternal and child
health and the factors that impact health

2. Assess the need for, and the factors and conditions that affect, maternal and child health
services

3. Convene cross-sector and public health partners to identify strategies or initiatives for non-
governmental partners to implement to address maternal and child issues

4. Collaborate with partners, communities, and individuals to co-create strategies for addressing
gaps in availability and barriers to accessing maternal and child services

5. Develop, implement, and maintain written plan(s) for addressing threats to population health,
including maternal and child health

6. Assess how external factors and conditions affect implementation of prevention and population
health improvement plans
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7. Build and maintain relationships with appropriate audiences

C. Identify, disseminate, and promote emerging and evidence-based early interventions in
the prenatal and early childhood period that promote lifelong health and positive social-
emotional development.

1. Develop, implement, and maintain systems and infrastructure
2. Develop and maintain written training material, provide training to appropriate staff
3. Establish a system for tracking efforts toward agreed upon responsibilities for governmental

public health, and partners, track these efforts
4. Implement prioritized strategies or initiatives identified to address maternal and child health

D. Assure newborn screening as mandated by a state or local governing body including
wraparound services, reporting back, following up, and service engagement activities.

1. Effectively inform and influence state policy related to the newborn screenings to be included in
the state newborn screening, based on what governmental public health considers appropriate
and scientifically necessary

2. Establish and maintain systems for follow-up, reporting, and connection to clinical care and
early intervention services for infants diagnosed with a newborn screening disorder

3. Assess the availability, capacity, and distribution (or gaps therein) of clinical care services for
newborn screening disorders and to children with newborn screening disorders in the
population and specifically within the jurisdiction, including any barriers to accessing the
services

4. Ensure infants receive newborn screening as soon as possible after birth to identify cases of
newborn screening disorders

5. Identify infants with abnormal screening results
6. Ensure infants with abnormal screening results have access to prompt diagnostic assessments
7. Ensure a seamless and complete referral from state health department to local health

department for follow-up, including an update back from the local health department to the
state health department of any follow-up referrals made

8. Ensure the families of infants diagnosed with a newborn screening disorder receive prompt
follow-up that includes supplemental education and connection to other social and clinical
services (e.g., home visit, audiologist appointment, etc.), as needed

9. Monitor the effectiveness of the newborn screening program

E. Coordinate and integrate categorically funded maternal, child and family health programs
and services.

Access to & Linkage to Care 
A. Provide timely, statewide, and locally relevant, complete, and accurate information to the

health care system and community on access and linkage to clinical care (including
behavioral health), healthcare system access, quality, and cost.

1. Develop, maintain, and share internal electronic information systems and access external
information systems

2. Educate the partners, communities, and individuals on barriers in accessing clinical care in a
timely and transparent manner

3. Provide education and technical assistance to healthcare and clinical care providers
4. Assess the impact of external factors and conditions that affect clinical care cost
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5. Assess the quality and effectiveness of clinical care services to the population to guide public
health planning and decision-making

6. Assess the impact of external factors and conditions that affect clinical care quality and
effectiveness

7. Establish metrics and monitor clinical care quality, effectiveness, and outcomes

B. Inspect and license healthcare facilities, and license, monitor, and discipline healthcare
providers, where applicable.

1. Monitor clinical care facilities and providers based on the laws and rules contained in Minnesota
statutes and federal laws

2. Review clinical care providers’ qualifications and issue credentials including licenses
3. Conduct physical plant plan reviews and onsite construction inspections
4. Conduct on-site health care surveys
5. Conduct billing audits for nursing homes
6. Investigate complaints
7. As necessary, take enforcement actions

C. In concert with national and statewide groups and local providers of healthcare, identify
healthcare partners and competencies, develop prioritized plans for increasing access to
health homes and quality health care, and seek funding for high priority policy initiatives.

1. Monitor barriers in accessing clinical care for the population and within the jurisdiction
2. Collaborate with partners, communities, and individuals
3. Assess the need for, and the factors and conditions that affect, improved access to clinical care

services in the community
4. Convene cross-sector and public health partners to identify strategies or initiatives for non-

governmental and governmental partners
5. Collaborate with partners, communities, and individuals to co-create strategies for improving

access to clinical care services
6. Develop, implement, and maintain a written plan
7. Build and maintain relationships with appropriate audiences
8. Convene cross-sector partners to identify strategies or initiatives for clinical care providers
9. Collaborate with partners, communities, and individuals to understand the quality and

effectiveness of clinical care services
10. Collaborate with public health partners to understand the community context related to

facilities being inspected/licensed
11. Convene public health partners, communities, and individuals, to improve a clinical care facility

or providers quality of service

Minnesota Department of Health 
Center for Public Health Practice 
625 Robert Street North  
PO Box 64975 
St. Paul, MN 55164-0975 
health.php@state.mn.us   
www.health.state.mn.us 

12/27/23 
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111 8th Street; PO Box 237 

Gaylord, MN 55334 
(507) 237-4000 

 

August 29, 2024 

Business Office Manager Update, 

I continue to sit on the Workforce Development, PET, Fiscal, CORE, CHIT teams for MMS CHS.  Within these teams I 
continue to work towards creating a robust All Staff training schedule, tracking of our grant performance measures, 
ensure we get payments timely from MDH, work within PH-Doc.  

This past quarter I was able to be part of the interview process for the SHIP Coordinator position. As discussed, an offer 
has been made and I will be working with her and our insurance providers to ensure a smooth onboarding process.  I 
have also been able to help Brett learn the PMQI process as he takes on more with is role as the Health Strategist.  

In June I sat in with the grant writing team as they wrote for a grant focused on diabetes in the Hispanic population. This 
was my first time sitting with a team as they went for new dollars.  I have sat with teams before as they wrote new 
workplans for existing grants.  

Our 2022 audit is in full swing.  I worked with CDS to get all the required documents uploaded to CLA for review.  I will 
continue to work closely with them as they review documents and request additional information. As they complete our 
2022, I will work with them to get our 2023 audit done then our 2024.  

In September I will be taking notes for the first Steering Committee meeting as they get underway with CHIP. Looking 
forward to learning lots through this as it will be my first time through the whole process.  

Before we know it, benefit season will be upon us and I will be working with Kiza and our providers to get the rates and 
signature sheets out to staff and returned timely back.  

Best Regards,  

Sarah Gassman 

 

Our mission is to promote health, prevent disease, and protect those who live, work, learn, and play in our community. 
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August 29, 2024 

Administrator’s Report 
 
 

MMS CHS is fully staffed – I’m proud to report that an offer was extended and accepted for the SHIP 
Coordinator position. Rhonda Buerkle is no stranger to McLeod County or our area partners. Rhonda will 
begin Sept 10th. 

Our auditors have been busy reviewing our documentation for FY22 audit. Upon completion of FY22, 
they will move right into FY23. This will have us all caught up. We are contracted with CLA for three 
years, after which we will reach out to OSA to see if they are taking us back as they have first right of 
refusal. If it is in their plan to not renew our contract, I am hopeful that CLA will continue working with 
us. Due to a delayed audit, we are subject to having more of our files looked into per requirements. 
There is nothing that could have been done by MMS CHS to have prevented this. Our auditor assured 
me this does not flag us in a negative way, only requires them to do a little more digging.  

Our role at MMS CHS is to ensure we are meeting our mission, to promote health, prevent disease, and 
protect those who live, work, learn, and play in our community. Management team is committed to 
aligning our work accordingly. To maintain success, we will continue to provide our community 
members with competent and qualified staff. We have implemented a ‘from scratch’ performance 
measurement system that all staff participate in. We are setting parameters and goals for us to meet, 
surveying our clients, reviewing our work, and reestablishing parameters and goals. Should we identify 
an area of opportunity, we will turn that into a quality improvement project.  
 
Additionally, we are in the final phase of reaccreditation. We have our site visit in September, I am 
completely confident that we will obtain reaccreditation. Like our colleges, hosptials, and clinics, 
accreditation means that we are operating a top notch community health board, recognized at the 
federal level.  
 
Finally, I’ll be attending your county board meetings beginning in October. I’m looking forward to 
sharing the work we are doing at the CHS with the county boards.  

Thank you for today. 

Best, 

 

 

Kiza Olson, Administrator 
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