




















Polk County Conservation Board 
Polk County Administration 
111 Court Ave, Room 120 

Des Moines, Iowa 
 
 

PROCEEDINGS OF THE POLK COUNTY CONSERVATION BOARD 
 
 

The Polk County Conservation Board met in regular session on Wednesday, 
March 10, 2010.  The meeting was called to order at 5:30 p.m. 
 
#1a – Roll Call 
 
Board Present: Hadden, Levis, McEnany, Smith  
Board Absent: Vosler 
 
 
#1b – Action on the Minutes of the Previous Meeting(s) 
 
IT WAS MOVED BY LEVIS THAT THE POLK COUNTY CONSERVATION BOARD 
APPROVE THE FEBRUARY 10, 2010 MEETING MINUTES AS WRITTEN. 
VOTE YEA:  SMITH, MCENANY, HADDEN, LEVIS 
 
#2 – Consent Agenda Item 
 
IT WAS MOVED BY MCENANY THAT THE POLK COUNTY CONSERVATION 
BOARD SHALL APPROVE THE FOLLOWING CONSENT AGENDA ITEMS: 
A) PCCB/ENTERPRISE FUND FEBRUARY 2010 EXPENDITURES; 
B) CONTINGENT ON THE CERTIFICATION OF THE 10/11 BUDGET, APPROVE 

THE PURCHASE OF FIVE (5) VEHICLES QUOTED FROM CHARLES GABUS 
FORD PLUS CONTINGENCY AND VEHICLE ADDITIONS FOR A TOTAL 
PACKAGE PRICE NOT TO EXCEED $129,712; 

C) PCCB’S SPECIAL EVENT PERMIT AS AMENDED; 
D) THE IOWA DEPARTMENT OF NATURAL RESOURCES FISH HABITAT STAMP 

FUND COOPERATIVE AGREEMENT IN THE AMOUNT OF $13,940 WITH A 10% 
MATCH REQUIREMENT BY THE PCCB FOR FISH HABITAT AT THOMAS 
MITCHELL POND AND AUTHORIZE THE PCCB CHAIR TO SIGN THE 
AGREEMENT; 

E) ACCEPTING THE LOW BID OF $666,701.50 FROM REILLY CONSTRUCTION 
COMPANY, INC. FOR THE CONSTRUCTION OF GAY LEA WILSON TRAIL 
FROM THE NEAL SMITH TRAIL TO ANKENY.  ADDITIONALLY, THAT THE 
BOARD AUTHORIZES THE PCCB CHAIR TO SIGN AND EXECUTE 
CONTRACTS AS NEEDED TO COMPLETE THE TRAIL PROJECT AND TO HIRE 
SNYDER AND ASSOCIATES AS CONSTRUCTION MANAGERS. 

VOTE YEA:  HADDEN, LEVIS, MCENANY, SMITH 
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#3 – Recreation Enhancement 
 
a) High Trestle Trail, Artwork 
 
IT WAS MOVED BY SMITH THAT THE POLK COUNTY CONSERVATION BOARD 
APPROVE ACCEPTING THE NEW PROPOSED CONTRACT OFFERED BY RDG 
DAHLQUIST STUDIOS FOR ARTWORK ON THE HIGH TRESTLE TRAIL BRIDGE 
AT A PRICE NOT TO EXCEED $722,972 AND AUTHORIZE THE PCCB CHAIR TO 
SIGN CONTRACT. 
VOTE YEA:  SMITH, LEVIS, MCENANY, HADDEN 
 
 
#4 – Organizational Development 
 
a) Bylaws 
 
IT WAS MOVED BY LEVIS THAT THE POLK COUNTY CONSERVATION BOARD 
APPROVE ADOPTING THE PCCB BYLAWS AS AMENDED. 
VOTE YEA:  LEVIS, MCENANY, HADDEN, SMITH 
 
STAFF REPORTS 
FINANCIAL REPORTS 
DISCUSSION & REMARKS 

 Parker presented Board with Conservation’s Workplan through February 2010. 
 Parker  updated the Board on 3/10/10 Superblock meeting 
 Parker informed the Board that Jester Park animal exhibit would be receiving an 

elk donated from Linn County Conservation Board 
 Lentz asked Board if they would like monthly bill list e-mailed to them now that it 

was formatted to a condensed report.  Board asked that it be emailed. 
 Smith commented on the good job Kami Rankin has done to develop a 

committed group to serve on the Advisory Committee.  Next meeting in May at 
Yellow Banks Park. 

 Parker introduced Carol Ann Carlson who was hired to fill Steve Lindner’s 
position. 

 
ADJOURNMENT 
The meeting was adjourned at 6:06 p.m. 
 
Prepared by:  Cindy Lentz 
 



Memorandum of Understanding 
between  

Jasper County Conservation Board 
and the 

Polk County Conservation Board 
 

 
THIS AGREEMENT by and between Jasper County Conservation Board located at 115 N 2nd 
Avenue E, Newton, IA 50208, hereinafter known as “Grantee” and the Polk County Conservation 
Board located at Jester Park, Granger, Iowa 50109, hereinafter known as the “PCCB”, is effective 
January 1, 2010 through December 31, 2010. 
 
WHEREAS, it is the mutual desire of the Grantee and the PCCB to utilize the PCCB’s boom 
mower to mow and trim the Chichaqua Valley Trail and to trim other recreational areas as 
requested by the Grantee. Both parties believe that this project will be to their mutual benefit and 
to the benefit of the people of Iowa. 
 
I. Grantee agrees to: 
 
A. Provide a contact person to coordinate the timing and requests for mowing per this 

Agreement.  
 

Contact Personnel involved include: 
 
 Jerry Ratliff, Park Officer 
 Jasper County Conservation Board 
 8755 W 122nd Street N. 
 Mingo, IA 50168, Cell Phone: 641-521-6688 
 
B. Acknowledges the support of the PCCB in the maintenance of their trails and/or 

recreational areas.  
 
C. Agrees to provide a secure area for storage of the PCCB’s mower.  
 
D. Agrees to pay the sum of $60 an hour for time spent performing mowing and trimming of 

the said areas.  
 
II. The PCCB agrees to: 
 
A. Provide an operator to perform said mowing and trimming services.  
 
B. Not to exceed the yearly funding as set aside by the Grantee for performing said duties. 
 
C. Perform all maintenance costs associated with equipment failures that occur while 

performing mowing and trimming on Grantee’s property. 
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III. It is mutually understood and agreed that: 
 

To the extent permitted by the Iowa Constitution and the laws of the State of Iowa, both 
parties to this Agreement shall hold harmless and indemnify the other party from any and 
all claims, demands, losses , liabilities or legal expenses which might rise on account of 
injury to any person or damage to any property occurring in connection with their 
respective activities to perform the duties covered in this Agreement. The PCCB shall not 
assume any responsibility for the acts or omissions of the Grantee or its agents. The 
Grantee shall not assume responsibility for the acts or omissions of the PCCB or its agents. 

 
A. Payment and billing will occur in a timely manner.  
 
B. This Agreement will be in force until either party chooses to rescind or review the 

Agreement.  To rescind or review this Agreement a written notice will be given 30 days in 
advance of rescission or review.  

 
In Witness Thereof parties have signed their names below: 

 
Polk County Conservation Board Jasper County Conservation Board 

 
 
 By _________________________  By ___________________________ 
 Dennis Parker         Date   Keri Van Zante  Date 

Director     Director 
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Preamble 
 
This manual was developed to describe and outline some of Polk County Conservation 
Board (PCCB) policies, procedures, employment benefits and other matters to you as a 
PCCB employee.   
 
This manual is informational in nature only and its provisions are subject to change.  
Some of the policies and benefits described here, such as Group Insurance Plans, are 
covered in detail in official policy documents.  You should refer to these documents for 
specific information, since this manual only briefly summarizes those benefits.  Please 
note that the terms of the written policy are controlling. 
 
This handbook manual in no way alters the nature of the employment relationship.  All 
PCCB employees who are employed without a specific written contract of employment 
entered into by the PCCB have the right at all times and at their discretion to terminate 
the employment relationship.  Similarly, PCCB has the same right. 
 
This manual is not intended to create any contractual rights in favor of you or PCCB.  
PCCB reserves the right to change the terms of this handbook manual at any time, by 
written resolution passed at a meeting of the PCCB.  Any promises, representations or 
actions by a PCCB official or employee which are contrary to this manual are not the 
official policy of PCCB and are of no force and effect.  No such promises, 
representations or actions shall be construed or interpreted to alter the “at will” status of 
the employees covered by this manual. 
 
This manual applies to all PCCB employees with the exception of the Director. 
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Position status definitions for Polk County Conservation:  
 
Full-Time Employee (permanent) – any employee who fills a position whereby the 
PCCB has approved an annual base salary, who has annual average work hours of 
forty hours per week or equal to or more than 2,080 hours annually.   

*Special provisions applying to employees considered Management/Supervisory  
are noted accordingly in this manual.   
 

Part-Time (32) (permanent) – any employee whose annual average weekly 
work hours are 32 or more (1,664) but less than 40 hours (2,080).   
 
Part-Time (24) (permanent) – any employee whose annual average weekly work hours 
are 24 or more (1,248) but less than 32 hours (1,664). 
 
Seasonal/Intermittent Employee – any employee whose annual work hours are less 
than 1,248.  
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Discipline (revised 1/9/08) 
 
PCCB recognizes that discipline is a very personal matter which necessarily must take 
into account any number of facts and circumstances.  Discipline is discretionary with 
PCCB Director or his/her designees.  Discipline for employees covered by this manual 
need not be graduated or progressive.   
 
Disciplinary action(s) for non-exempt employees may include any personnel action(s), 
up to and including termination.  Discipline for exempt employees may, however, 
include any personnel action(s) except reductions in salary for jury duty, military leave, 
or attendance to a legal proceeding pursuant to a subpoena.  (The terms "exempt" and 
"non-exempt" employees refers to those terms as defined by the Fair Labor Standards 
Act and implementing regulations). 
 
Supervisors will contact the Director before initiating any disciplinary action.  
 
Neither the assessment of discipline in any instance nor the non-assessment of 
discipline in any instance shall be construed or interpreted by PCCB or any of its 
employees to alter the "at will" status of the employees covered by this manual. 
 
Termination as a form of discipline is the responsibility of the Director under the Polk 
County Conservation Board. 
 
 
Letters of Reference and Recommendation (Revised 1/9/08) 
 
When any PCCB official or employee receives a request for job information about a 
present or former PCCB employee, the request shall be referred to the PCCB Director. 
The Director shall only release non-confidential information including, but not limited to, 
dates of employment, job description, and salary. 
 
No letter of reference or recommendation concerning a present or former PCCB 
employee shall be written on PCCB letterhead or enclosed in PCCB envelopes. 
 
Any PCCB official or employee writing a letter of reference or recommendation on 
behalf of a present or former County employee shall clearly indicate that the opinions 
contained in the letter are purely personal and do not reflect the official position of 
PCCB or its officials. 
 
 
Performance Appraisals (Revised 1/9/08) 
 
All PCCB employees covered by this manual may be asked to write position 
descriptions, complete work plans and receive annual written performance appraisals.  
The purpose of a performance appraisal is not to replace the daily feedback that occurs 
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in the workplace but to chart significant work-related events occurring since the last 
appraisal, to evaluate whether goals or objectives set in the last appraisal have been 
met in whole or in part, to evaluate whether significant problems noted in the last 
appraisal have been corrected in whole or in part, to identify significant problems 
occurring since the last appraisal, and to set up new goals and objectives if applicable. 
 
Exit interviews shall be conducted on all seasonal/intermittent employees prior to the 
end of their employment. 
 
The performance appraisal shall be signed by the person making the appraisal, by the 
person being appraised, and by the Director.  The employee being appraised may add 
his or her own written comments, without limitation, to the appraisal. 
 
Neither the giving of an appraisal, or the failure to give an appraisal, shall be construed 
by the PCCB or its employees as altering the "at will" status of the employees covered 
by this manual. 
 
 
Compensation (revised 11/12/08) 
 
Management/Supervisory  Employees 
Management/Supervisory employees covered by the provisions of this manual, except 
as otherwise noted, shall be compensated in accordance with their assigned job 
classification and corresponding pay grade.  Pay ranges may be adjusted each July 1 to 
maintain consistency with competitive pay practices.   
 
The movement of Management/Supervisory employees through their assigned salary 
range shall be determined by merit.  All merit salary adjustments shall be based on an 
annual performance appraisal utilizing a performance review system issued by PCCB 
Director.  The purpose of the annual performance appraisal is to keep employee 
performance records up to date and provide employee feedback on their performance.  
The reviews are not to be construed as a guarantee of a salary increase.  A salary 
adjustment, based on individual merit, may be recommended by the employee’s 
supervisor, subject to approval of the PCCB. Board of Supervisors. 
 
Salary adjustments shall not exceed 5% of the employee’s current salary or the 
approved maximum salary. 
 
Pay adjustments for merit increases for employees shall be made effective on the 
employee’s anniversary date of their appointment to their current position.  
 
Full-Time and Part-Time (32) Employees 
Full-time and part-time (32) employees covered by the provisions of this manual, except 
as otherwise noted, shall be compensated in accordance with their assigned job 
classification and corresponding pay grade and step.  Assigned pay ranges may be 
adjusted each July 1st. 
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All full-time and part-time (32) employees shall be hired at the entry step of their 
respective pay grade and shall advance through their respective pay range until step 7 
is reached.  Entry step hiring shall not be required when the employer transitions/ 
merges employees into County government through executive/ administrative, 
legislative or judicial action or mandate, or for other purposes.   When such 
circumstances occur, the rate of pay shall be established by the PCCB.  Although in no 
case shall the rate of pay fall below the entry step nor above the top step of the grade 
assigned to such employee by the Conservation Board. 
 
Pay adjustments shall be made effective on the employee’s anniversary date.  Time 
periods shall be calculated from date of hire as a regular full-time employee. 
 
Step 1  After satisfactory completion of six (6) months at entry step. 
Step 2  After completion of six (6) months at step 1 
Step 3  After completion of twelve (12) months at step 2 
Step 4  After completion of twelve (12) months at step 3 
Step 5  After completion of twelve (12) months at step 4 
Step 6  After completion of twelve (12) months at step 5 
Step 7  After completion of twelve (12) months at step 6. 
 
Pay grids can be located on the Human Resources website:     
http://www.polkcountyiowa.gov/humanresources/ 
 
Part-time (24) Employees 
Part-time (24) employees pay rate is the hourly rate as designated per their class code.  
Part-time (24) employees hourly rate may be adjusted each July 1.   
 
Seasonal/Intermittent Employees 
Seasonal/Intermittent employees pay rate is the hourly rate as designated per their 
class code.  
 
 
Hours of Work (revised 4/11/07) 
 
Flexibility in the regular workday is permitted, as scheduled/approved by supervisor 
providing operational efficiency is maintained.  Supervisors are to inform the PCCB 
office and Director of changes to the regular workday.  
  
Workdays will be interrupted by an unpaid meal period of one-half hour.  One fifteen-
minute rest period during each half-day shift may be taken by all employees. 
 
Employees traveling to and from a normal work destination (defined as PCCB parks, 
PCCB trails, or County Office Building) for first assignment of the day will be on the 
employee’s own time.  For travel time to and from work for the second or additional 
assignment of the day, the employee will receive straight compensatory time. 
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Employees attending conferences, workshops, meetings, etc. required by PCCB shall 
review the schedule for the event with their supervisor prior to attending to determine 
hours of work for day(s) employee is participating.  This applies whether the event is 
one-day or several days.  Copy of events schedule identifying hours of work approved 
and initialed by supervisor shall be attached to employee’s timesheet. 
 
Hours of work for employees on PCCB business that require the employee to stay 
away from home overnight will be based on what is approved by your supervisor 
and will not exceed the actual number of hours of the event’s agenda unless 
driving time to and from the event applies.   
 
Travel time to and from conferences, workshops, meetings, etc. shall be 
considered hours of work.  Estimated travel time should be discussed with your 
supervisor and approved by your supervisor prior to the event.  If two or more 
employees are traveling together, employees not driving are to make an attempt to 
do work assignment(s) during their travel time, i.e. answering voice mail, 
discussing work related issues. 
 
Hours of work for employees traveling by air will begin at the time employee leaves 
for the airport to the time they reach their lodging site.  Estimated hours of work 
related to air travel should be discussed with and approved by your supervisor.  
Copy of flight itinerary approved and initialed by supervisor shall be attached to 
employee’s timesheet.  Employees are to make an attempt to do work assignment(s) 
over the duration of the air travel schedule, i.e. answering voice mail and/or e-mail. 
 
 
Emergency Call Time 
 
Call time is intended to compensate an employee for making an unusual trip to work 
beginning from the time they leave home according to the FLSA.  The employee will 
also be given paid a minimum of two (2) hours.   To qualify for call-in time pay, the 
employee's call time worked cannot be contiguous to the regularly scheduled work shift, 
either before or after. 
 
Employees housed in PCCB housing are exempt from the two (2) hour minimum 
for call time.  Employees housed in PCCB housing are subject to duty at all hours 
as identified in Housing Guidelines policy of  this manual. 
 
Rate of Pay 
Full-time or part-time (32) and (24) employees will be given a minimum of two (2) hours 
of call time, at the rate of one-and-one-half (1-1/2) times his/her straight time hourly rate 
for each hour of call time worked.  Call time, which qualifies as overtime will be 
compensated in compensatory time at the rate of one-and-one-half, times the straight 
time hourly rate of the employee. 
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Full-time or part-time (32) and (24) employees will be given a minimum of two (2) 
hours of call time.  Call time hours are not subject to overtime unless the 
employee’s total hours for the pay week, including call time hours, exceed 40 
hours.  Refer to Overtime/Compensatory Time for the handling of hours in excess 
of 40 hours a week. 
 
Full-time employees, identified as exempt status through the FLSA, will not be paid call 
time premiums. 
 
 
Emergency Interrupting Work Hours 
 
This policy is to provide clarification on how to treat compensation of employees during 
unforeseen events. 
 
It should be understood that although some office hours may be interrupted during 
certain emergency situations, PCCB does not close its operations.  This is especially 
true for public safety functions. 
 
PCCB employees are expected to make all reasonable efforts to report to work and to 
remain at work during their regular working hours.  In recognition of this expectation, 
the following policies are adopted: 
 
Employees are to receive full regular pay under the following conditions: 
 
 fire/bomb, or other similar alerts when occurring during employees regular 

working hours, during the time the building and/or area is restricted to emergency 
personnel 

 when a weather emergency has been declared by the PCCB Director or his/her 
designee, a ½ hour grace period is granted without loss of pay at the beginning 
of an employees regular working hours; after one half-hour, leave time may be 
used for the time the employee is not at work. 
durinduring the time required for employees to attempt to reach their workplace 
during a weather emergency.  Up to one-half hour will be allowed without loss of 
pay.  After one half-hour, leave time may be used for the time the employee is 
not at work.  A weather emergency is one declared by the PCCB Director or 
his/her designee 

 when a work site is closed due to an extraordinary event for a period of one day 
when no alternative work site is designated 

 when the PCCB Director has declared a weather emergency and the employer 
allows employees to leave work early 

 
Employees are to be charged with vacation time, personal day leave or unpaid leave 
when the following events occur: 
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 during the time required for employees to attempt to reach their workplace during 
weather emergency after a one-half hour grace period 

 when an employee calls in and says he/she cannot work because of the weather, 
they will be charged with leave for that day.  If during that day, the PCCB Director 
declares a weather emergency and allows employees to leave early, that 
employee will only need to use leave time from the start of their shift to the time 
the Director declares a weather emergency.  The rest of the day will be paid as 
regular work hours 

 when an employee has scheduled vacation, personal, comp, or sick time for the 
day, they will be charged that time.  If the PCCB Director declares a weather 
emergency for that same day, the employee will still need to use their scheduled 
leave time 

 
 
Time Records 
 
Each Supervisor will be responsible for keeping time records for all employees under 
his/her supervision and will shall notify the PCCB Administrative office of payroll time 
records by 9:00 a.m. each Thursday.  Absences due to illness will shall be reported to 
the PCCB Administration office daily prior to 10:00 a.m.   
 
Requests for Time Off Leave Requests 
 
For any leave taken, a paid leave form must be completed and properly approved.  
Vacation and other time off must be applied for and approved by direct supervisor in 
advance except in case of emergency or illness. 
 
Cancellation or Change to Leave Requested 
Any cancellations or changes to leave requests should be properly documented 
on the original leave request.  If email is available, it is recommended employees 
email their supervisor and payroll clerk the change or cancellation.  The email 
memo should be attached to the supporting payroll/accrued leave 
documentation.   
 
Length of Service (revised 11/12/08) 

 
The length of an employee's continuous service with PCCB is calculated from the 
employee's most recent date of hire.   
 
A part-time employee’s length of active and continuous service with the County shall be 
adjusted on a pro-rata basis from the employee’s most recent date of hire.  The length 
of service will be calculated on the basis of the ratio between the employee’s annual 
scheduled hours and 2080 hours.   
 
Active and continuous PCCB employment shall be used for the purpose of calculating 
vacation accrual and sick leave payout. 
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Neither the consideration of length of service in any instance nor the failure to consider 
length of service in any instance will shall be construed or interpreted by PCCB or its 
employees to alter the "at will" status of employees covered by this manual. 
 
 
Holidays (revised 11/12/08) 

 
The following shall be recognized as paid holidays: 
 
New Year’s Day     The 1st day of January 
Martin Luther King, Jr. Day    The 3rd Monday in January 
President’s Day     The 3rd Monday in February 
Memorial Day      The last Monday in May 
Independence Day     The 4th day of July 
Labor Day      The 1st Monday in September 
Veterans Day      The 11th day of November 
Thanksgiving Day     The 4th Thursday in November 
Friday after Thanksgiving    The 4th Friday in November 
Christmas Eve Day     The 24th day of December 
Christmas Day     The 25th day of December 
 
Any holiday changes declared by the Board of Supervisors shall be recognized 
by PCCB. other day declared to be a holiday by the PCCB shall be deemed a holiday. 
 
In those cases in which the holiday falls on a Saturday, it shall then be observed on the 
preceding Friday and in those cases in which the holiday falls on a Sunday, it shall be 
observed on the following Monday, except if one, but not both, Christmas Eve Day or 
Christmas Day should fall on a Saturday or Sunday.  When Christmas Eve Day falls on 
a Sunday it shall be observed on the preceding Friday.  When Christmas Day falls on a 
Saturday it shall be observed on the following Monday.  When Christmas Day falls on a 
Thursday, Christmas Eve shall not be observed but rather the day after Christmas will 
be observed on Friday instead.  Employees in continuous operations or with irregular 
work schedules shall observe the actual day.  When a holiday occurs during a leave of 
absence for which an employee received compensation, the holiday will not be counted 
as part of the leave of absence. 
 
Rate of Pay 
Management/Supervisory employees shall be paid at the Employee’s regular hourly 
rate for eight (8) hours for each of the holidays set forth which they are actively 
employed.  If required to work on any recognized paid holiday, he/she shall be 
paid at a rate of two times his/her regular pay for the time worked on the holiday, 
in addition to the employees holiday pay.   If required to work on any recognized 
paid holiday, shall receive time off at a rate of one hour off for each hour worked, in 
addition to the employee’s holiday pay. 
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Full-time and part-time (32) and (24) employees shall be paid at the Employee's regular 
hourly rate for eight (8) hours for each of the holidays set forth which they are actively 
employed.  
 
Regular full-time employees, required to work on any recognized paid holiday shall 
receive time off at a rate of two hours off for each hour worked, in addition to the 
employee's holiday pay.  
 
Part-time (32) and (24) employees required to work on any recognized paid holiday 
shall receive two (2) times his/her regular pay for the time worked on the holiday, in 
addition to the employee's holiday pay. 
 
Seasonal/Intermittent employees do not receive holiday pay.  Seasonal/ Intermittent 
employees required to work on any recognized paid holiday will be paid at the 
employee's straight time hourly rate for a period equal to the actual time worked. 
 
Eligibility for Holiday Pay 
To be eligible for holiday pay, an Employee shall work or be on approved paid leave, 
his/her last scheduled workday immediately before, and his/her first scheduled workday 
immediately following each holiday. 
 
 
Overtime/Compensatory Time (revised 11/12/08) 
 
Full-time employees, identified as exempt status through the FLSA, shall not receive 
overtime premiums (time and one-half), but shall be eligible to receive compensatory 
time at the rate of one hour for every hour worked, in excess of forty (40) hours in any 
work week with a maximum accumulation of 120 total work hours.  Compensatory time 
for exempt employees will not be paid out upon termination.   
 
Non-exempt full-time employees shall be allowed to accumulate compensatory time at 
one and one-half (1-1/2) their regulate rate of pay for each hour of overtime worked.  
Employees may accrue up to but no more than 120 hours of compensatory time.  After 
120 hours of compensatory time has accumulated, overtime and/or holiday 
compensation must be taken in pay.  The employee will not lose compensatory time.  
Deductions of compensatory time will be by time taken or taken in pay.  An employee 
may request and be granted his/her accrued compensatory time off, provided that the 
employer and employee mutually agree on a convenient time.   Compensatory time will 
be paid out to non-exempt full-time employees upon termination. 
 
All accumulated compensatory time in excess of forty (40) hours shall be liquidated and 
paid to non-exempt full-time employees in the final paycheck of the calendar year and 
the final paycheck of the fiscal year. 
 
Part-time (32), part-time (24), and seasonal/intermittent employees eligible for overtime 
under the FLSA will receive overtime pay. 
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Nothing herein will be construed as a limitation on the employer’s right to require 
overtime work.  
 
Prior Approval Required 
Any work performed outside the employee’s regularly scheduled work shift must have 
prior approval of the Supervisor and/or Director (unless during an emergency situation) 
to qualify for overtime pay as outlined in this manual.       
 
Computation of Overtime 
For purposes of the computation of overtime, all paid time shall count as time worked. 
 
 
Vacation 
 
Eligibility and Accrual 
Full-time and part-time (32) & (24) employees in active PCCB employment who have 
completed at least six (6) months of continuous service (1,044 hours for part-time 32 & 
24 employees) will shall be eligible for vacation leave as it is accrued.  Vacation leave 
for part-time (32) & (24) employees will shall be accrued at the same rates as full-time 
employees, but will shall be pro-rated to reflect the ratio between the employee's 
regularly scheduled hours per pay period and eighty (80) hours.  Vacation leave will 
shall not be accrued on hours worked over 80 hours per pay period. Vacation leave will 
shall accrue at the following rates: 
 Two (2) weeks per year through four (4) consecutive years of employment; 
 Three (3) weeks per year after four (4) through ten (10) consecutive years of 

employment; 
 Four (4) weeks per year after ten (10) through eighteen (18) consecutive years of 

employment; 
 Five (5) weeks per year after eighteen (18) consecutive years of employment. 

  
In the event of separation prior to completion of 6 months continuous service employees 
will shall be ineligible for vacation, either in time off or in payment. 
 
During the first full payroll period in November of each year, an employee who has 
accrued 200 or more hours of unused vacation time may elect to cash out up to 40 
hours of unused vacation time. 
 
Vacation Calculation 
Active PCCB employment for purposes of calculating vacation shall include all regularly 
scheduled employment hours and hours while on approved paid leave of absence.  
Vacation shall not accrue during periods of approved unpaid leave of absence, layoff, or 
suspension.  Vacation leave may not be accumulated in excess of two hundred forty 
(240) hours. 
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Whenever a change occurs in an employee’s accrual rate for vacation the accrual rate 
change will shall be prorated accordingly within the pay period it occurs.  
 
Administration/Scheduling 
Scheduling of vacation will shall be under the direction of the supervisor in cooperation 
with the employee.  When two or more employees request leave that includes the same 
time period/days and the joint absence of said employees would pose a hardship on the 
operation of the organization as so deemed by the Director or the Director's 
representative, then the determining factor of which employee is allowed leave will shall  
be based on which employee submitted the request first.   
 
Other Usage 
An absence due to sickness, injury or disability in excess of that authorized for such 
purpose may, at the written request of the employee, be charged against accrued 
vacation allowance. 
 
Payment Upon Termination, Resignation or Layoff 
After the completion of at least six (6) months continuous service, full-time, part-time 
(32) and part-time (24) employees are eligible for vacation accrual payment upon 
termination, resignation, and/or layoff (except temporary layoff), although such payment 
will shall only be for vacation accrued up to and including the last day of actual work at 
the work site.  Payment shall be a lump sum due the first pay period following 
termination, resignation, and/or layoff.  Any employee who retires, terminates, resigns, 
or is laid off will shall not be eligible for holiday pay, sick leave, vacation, or professional 
leave accrual beyond the last day of actual work at the work site.  Accrued leave 
benefits, for purposes of this section, do not extend the employee's work time with 
PCCB beyond their last day of actual employment at the work site. 
 
In the event of the death or retirement of any employee, the amount of wages due will 
shall include all unused earned vacation allowance.  For purposes of this section, the 
death of an employee will shall be considered a termination of employment, which will 
shall require payment of such vacation leave allowance as might be payable for any 
other termination.  Vacation leave allowance shall be paid to the estate of the deceased 
employee, if such estate is open for probate.  If no estate is open, the allowance shall 
be paid to the surviving spouse, if any, or to the legal heir(s) if no spouse survives. 
 
Rate of Pay 
The rate of vacation pay will shall be at the employee's current base rate of pay. 
 
Restrictions on Accrual 
Vacation will shall not accrue during unpaid leave, layoff, or any period of receipt of 
benefits under the Sickness and Accident Income Plan or Long Term Disability Benefits 
Plan. 
 
Holiday Credit 
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When a holiday occurs during an employee’s assigned vacation, and the employee is 
otherwise entitled to the holiday, it shall not be counted as part of the employee’s 
vacation time. 
 
Rescheduling of Vacation 
Any employee who is hospitalized or undergoes out-patient surgery during his/her 
scheduled vacation will shall, upon a physician's certification, have the right to request 
rescheduling of that portion of his/her vacation lost as a result of out-patient surgery or 
hospitalization.  Vacation will shall be rescheduled under the direction of the supervisor, 
in cooperation with the employee. 
 
The Director may allow the rescheduling of vacation if: 

 a member of the employee’s immediate family dies while on vacation at which 
point bereavement leave would apply; 

 and, if a member of the employee’s immediate family becomes hospitalized 
while on vacation at which point sick leave would apply. 

 
Charged Per Use 
Vacation leave shall be charged in one-half (1/2) hour increments. Vacation leave of 
more than one (1) hour will shall be charged to the next higher one-half (1/2) hour.  In 
no case will shall the charge exceed the amount of the employee's regular workday 
when vacation is used by the day.  No employee will shall be entitled to use vacation 
leave in excess of the amount he/she has accrued.  Vacation leave shall not be posted 
or available for use during the pay period in which it is accrued. 
 
Work Schedule While On Vacation 
Assignment of responsibility during a supervisor’s absence is of great importance.  
Supervisor’s taking leave for three consecutive days or more shall notify the 
Director of the employee to contact in his/her absence.  A supervisor who will be 
absent from work must submit a work schedule for supervised employees to the next 
higher supervisor prior to departure.  A supervisor’s request for vacation or time off is 
not fully approved until an appropriate work schedule has been submitted and 
approved.  The work schedule will identify employee work responsibilities and the list of 
employees working at any and all times.  There must be assurance that personnel have 
been schedule to cover all responsibilities and duties, both of the supervisor who will be 
absent and the employees supervised. 
 
Personal Days 
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Full-time employees with at least six (6) months one year of continuous service will shall 
be granted seven (7) paid personal days per fiscal year.  Employees with less than six 
(6) months one year of full-time continuous service will shall accrue personal days on a 
prorated basis, and will shall be eligible to use those days after six (6) months of 
continuous service.  The employer and employee must mutually agree on a convenient 
time to use personal day/s. If used for illness same day notice must be given.  If used 
for other than illness, the employer and employee shall mutually agree on a convenient 
time. 
 
Full-time employees may carry one (1) personal day from fiscal year to fiscal year.   
 
Part-time (32) and (24) employees with at least six (6) months of continuous service 
shall be eligible for personal days. Part-time (32) & (24) employees shall accrue 
personal days from their date of eligibility (which may not always be his/her date of 
hire), and on a pro-rated basis to reflect the ratio between the employee's regularly 
scheduled hours per pay period and eighty (80) hours.  Personal days may not be 
accumulated in excess of 64 hours. 
 
Personal days will shall not be granted, if unused, to any full-time or part-time employee 
upon retirement, termination other than permanent layoff, or discharge.   
 
 
Sick Leave (Revised 3/14/07; 5/13/09)  
 
Eligibility and Accrual 
Employees shall accrue sick leave at a rate of four (4) hours per bi-weekly pay period 
up to 2,000 hours of accrued leave.  Employees shall start to earn sick leave from their 
last date of hire, and they shall accumulate sick leave to a maximum of two thousand 
(2,000) hours.  Part-time (32) and (24) employees’ sick leave accrual will shall be pro-
rated to reflect the ratio between the employee’s regularly scheduled hours per pay 
period and eighty (80) hours. 
 
Employees shall be eligible to use sick leave after thirty (30) calendar days of service 
with PCCB from the most recent date of hire and under the following conditions: 

 hospitalization; 
 work-related accident; 
 scheduled medical appointments or emergencies of the employee, the 

employee's spouse, the employee's legal parent, or a child of whom the 
employee has legal custody. Twenty-four (24) hour notice shall be given to the 
employer for scheduled medical appointments.  A medical emergency is defined 
as an incident or occurrence that requires immediate medical attention; 

 first day sickness/illness; 
 scheduled outpatient surgery when at least twenty-four (24) hour notice is given 

to employer; 
 sickness/illness of the employee's spouse, legal parent, or child (of whom the 

employee has legal custody) six (6) days per fiscal year. 
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The employee shall be required to submit a doctor's verification for all medical 
appointments or emergencies of the employee's legal parent, or a child in the 
employee’s legal custody. 
 
Abuse of Sick Leave 
If and whenever sick leave may appear to be abused, or when an employee 
consistently uses sick leave as it is earned, the employer shall require from the 
employee competent proof of the necessity for such absence.  In accordance with this 
section, the Director or the Director's designee reserves the right in all cases of illness 
or reported illness, to require the release of all medical information to which the 
employee has access to concerning the employee's physical or mental condition relative 
to the use of sick leave and a waiver of any privilege for use of the information, and/or to 
require the employee to furnish a doctor's certificate verifying the necessity for absence.  
Abuse of sick leave privileges shall constitute grounds for disciplinary action and 
possible dismissal. 
 
Work-Related Injury 
Employees shall timely notify their immediate supervisor when they have an accident or 
injury arising out of and in the course of their employment.  Employees shall complete a 
First Report of Injury within twenty-four (24) hours of the work injury.  Such forms will 
not be accepted by the Director unless they have been properly completed; including 
but not limited to, the nature of the injury, date of employee's return to duty, and 
signature of the employee.  "First Report of Injury" forms will be supplied by the 
employer. 
 
Employees may elect to utilize unpaid leave or sick leave for only the first five (5) 
workdays of a work related injury. Employees shall accrue vacation and sick leave 
benefits while receiving weekly Worker's Compensation benefits. 
 
Reporting to Duty from Sick Leave 
Upon return to duty from sick leave, the employee shall report to his/her immediate 
supervisor, provided the absence was less than five (5) consecutive workdays.   For 
absences at or in excess of five (5) consecutive workdays, the employee shall report to 
the Director or his/her designee, upon return to work.  
 
Charged Per Use 
Sick leave will be charged in one-half (1/2) hour increments.  Absences of more than 
one-half (1/2) hour shall be charged to the next higher one-half (1/2) hour, except in no 
case shall the charge exceed the amount of the employee's regular workday.  No 
employee shall be entitled to use paid sick leave in excess of the amount he/she has 
accrued.  Sick leave shall not be posted or available for use during the pay period in 
which it is accrued. 
 
Employment While on Sick Leave 
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Employees engaging in other compensable employment while receiving sick leave or 
weekly worker’s compensation benefits may be subject to discharge. 
 
Failure to Comply: 
Should an employee be absent because of illness or incapacitation and fail to comply 
with the sick leave provisions in this manual, such employee shall then be charged with 
leave without pay, and may be subject to appropriate disciplinary action and possible 
dismissal, as provided for in this section. 
 
Notification of Illness 
An employee shall be required to notify the supervisor on duty one (1) hour before 
his/her scheduled reporting time, stating the nature of the illness and the expected 
period of absence.  The supervisor will shall provide a means for such notification.  The 
supervisor or his/her designee shall report the employee absence immediately to the 
PCCB administration office. 
 
Conversion of Sick Leave to Personal Leave 
Full-time employees who have accumulated over 750 hours of accrued sick leave, may 
convert new accrued sick leave to personal leave on a ratio of three (3) hours of sick 
leave to one (1) hour of personal leave, provided they do not use sick leave for two (2) 
full pay periods preceding the conversion of the accrued sick leave.  No conversion 
shall be permitted except in accordance with approved rules. 
 
Payment of Sick Leave Upon Termination 
Upon termination, for other than election of a bona-fide retirement with IPERS, by the 
employee, an Employee shall receive cash payment for a percentage of their 
accumulated, unused sick leave in accordance with the following schedule, payable in 
their last pay period.   No cash payment shall exceed $2,000.  

 

 
 
 
 
 
 
Payment of Sick Leave Upon Retirement 
 
Upon bonafide retirement with IPERS, employees shall receive a cash payout of up to 
$4,000 for accumulated, unused sick leave converted at the employee’s current hourly 
rate.  The remainder of the converted balance of accrued sick leave shall be converted 
to a bank for the purpose of purchasing health insurance after retirement.  The election 
for conversion must be made before the employee’s retirement date.  If no election is 
made, the remaining balance will be forfeited. The sick leave balance for computing the 
conversion rate will be the employee’s balance before the received cash payment.  The 
employee’s sick leave balance will be converted according to the following schedule: 

Years of Service Percentage 
4 through 10 years 20% 
10 through 15 years 25%
15 through 20 years 30%
20 through 25 years 35% 
Over 25 years 40% 
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Sick Leave Balance Conversion Rate 

0 up to and including 749 hours 0% of value 

750 up to and including 1,000 hours 75% of value 

Over 1,000 hours up to 2,000 hours 100% of value 

 
Polk County will continue to pay the entire amount of the COBRA health insurance 
premium each month until the converted value of the employee’s sick leave bank is 
exhausted or until the employee is eligible for Medicare, whichever comes first.  The 
retired employee may stay with the same health insurance program as when employed, 
or elect to decrease their coverage options at any time without underwriting. 
 
The converted value of the sick leave can only be applied to COBRA health insurance 
premiums.  It has no cash value and it is not transferable to another use or to an heir. 
 
An employee’s eligible dependent(s) whose coverage ends when the employee reaches 
Medicare eligibility may elect at their own expense to continue participation in the health 
insurance plan through COBRA for three years.   
 
When the maximum COBRA period has been exhausted, continuation in the group 
health insurance plan will be offered to an employee’s eligible dependent(s) at their own 
expense as authorized by Code of Iowa Section 509.A.13.    
 
 
Donated Leave (removed from Policy section of manual) 
 
Employees may donate up to sixteen (16) hours of earned vacation or personal leave to 
an eligible employee who has been approved for a leave of absence because of a 
serious illness of themselves, or due to a serious illness of a spouse, legal parent, or 
child as authorized under the PCCB’s County’s Family and Medical Leave Act Policy, 
but does not possess the necessary earned hours of leave. 
 
Eligible employees may receive donated leave for all circumstances arising under the 
County’s Family Medical Leave Act Policy regardless of eligibility for other leave 
benefits.  The maximum donated time an employee may receive in a twelve (12) month 
period measured backward from the date they used any FMLA leave is 240. 
 
An eligible employee is defined as a full-time employee or part-time (32) employee with 
at least twelve (12) months of continuous employment at the time of the employee’s 
application for FMLA leave. 
 
Requests for donated leave must be submitted for approval to the PCCB Director along 
with a statement of need and supporting medical documentation.  Upon approval, the 
employee's request will be communicated to all PCCB units to obtain donated leave.  
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Donated leave shall be accepted until the maximum leave is donated or the employee 
returns to work, whichever occurs first.  Appropriate forms can be obtained from the 
front office personnel at the PCCB. 
 
The use of donated leave shall be subject to the same restrictions and/or requirements 
as set forth in this manual; and the employee/recipient shall not derive any accrual of 
leave as a result of the receipt of donated leave. and shall not be eligible to receive 
holiday pay.  Employee would be required to use donated leave for the holiday. 
 
Donated leave that is unused upon the employee’s return to work shall be returned to 
the respective donor. 
 
Donated Leave for Purposes of Organ Transplant (approved 5/13/2009) 
 
Employees may donate up to 16 hours of earned vacation or personal leave to an 
eligible employee who has been approved for a leave of absence due to agreeing to 
donate an organ to a person deemed by a qualified physician as needing a transplant 
operation.  Length of absence covered under this policy shall not exceed medical 
necessity, as determined by the health care provider, for the transplant operation and 
recovery.   The maximum donated time an employee may receive for an instance 
covered by this policy in a twelve (12) month period is 240 hours.    
 
Employees do not need to utilize all paid leaves prior to requesting and/or utilizing 
donated leave for the purpose of organ donation.  Eligible employees are required to 
provide medical verification of the operation to be performed and the probable length of 
time needed to be off for the operation and recovery.   
 
An eligible employee is defined as a regular full-time employee or part-time (32) 
employee with at least twelve (12) months of continuous employment at the time of the 
employee’s application for donated leave.    
 
Requests for donated leave must be submitted for approval to the PCCB Director along 
with a statement of need and supporting medical documentation.  Upon approval, the 
employee’s request will be communicated to all PCCB units to obtain donated leave.  
Donated leave shall be accepted until the maximum leave is donated or the employee 
returns to work, whichever occurs first. 
 
The use of donated leave shall be subject to the same restrictions and/or requirements 
as other leaves of absence under county policies; and the employee/recipient shall not 
derive any accrual of leave as a result of the receipt of donated leave.  Donated leave 
that is unused upon the employee’s return to work shall be returned to the respective 
donor. 
  
Upon request of the employee utilizing donated leave for this purpose thank you notices 
will be sent by interoffice mail to persons donating time.  If the employee utilizing 
donated leave supplies thank-you notices and/or envelopes and postage, PCCB office 
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staff will facilitate delivery of the thank you notices. PCCB will not be responsible for any 
postage to deliver such thank-you notices. 
 
 
Flexible Benefit Program  (removed from Policy section of manual) 

General 
The purpose of the Flexible Benefit Program is to increase the effectiveness of the 
dollars the County spends on benefits for employees, by allowing employees to make 
certain selections concerning the benefits they choose to receive.  
 
In general, there are four basic segments to the flexible benefit program: 
 
1. Core Coverage: This represents the basic level of benefit protection that the 

County believes each Polk County employee should have in medical, dental, life 
and disability insurance coverage and will be entirely County paid. 

2. Optional Benefit Coverage: This represents additional coverage beyond the core 
protection that the employee decides whether or not to take based on individual 
needs.  The cost of the options the employee selects will generally be paid by 
using tax-free flexible dollars provided by the County and/or pre-tax or post-tax 
dollars from the employee's pay. 

3. Flexible Spending Accounts: This represents an additional set of options for 
employees which allow use of pre-tax dollars to pay for certain kinds of health 
care expenses and dependent care expenses, which normally would require 
after-tax dollars. 

4. Cash:  Finally, an employee may choose to have flexible dollars contributed by 
the County paid in cash. 

 

Core Benefits 
These benefits are completely paid by Polk County.  There is no cost to the employee. 
 

Medical Coverage -- Wellmark Blue Choice Single Plan 
Dental Coverage -- Principal Dental Single Plan 
Vision Coverage -- Avesis Vision Plan 
Life Insurance --  $30,000 Life and Accidental Death and 

Dismemberment 
Disability Coverage -- Sickness and Accident Income Plan 

 

Flexible Dollars 
Full-time and part-time (32) employees will receive flexible dollars semi-monthly from 
Polk County.  The employee may use these dollars to pay for the optional coverage 
listed below, assign them to a flexible spending account, and receive additional cash, or 
any combination thereof.  
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Flexible dollars will be credited semi-monthly.  New employees will be credited with 
flexible dollars beginning with the month in which they become eligible to receive health 
insurance benefits. 
 

Optional Coverage 
The cost of these options will generally be paid by using tax-free flexible dollars 
provided by the County and/or pre-tax or post-tax dollars from the employee's pay.  The 
cost of insurance may change each fiscal year.  Refer to 
http://www.polkcountyiowa.gov/humanresources/ for updated cost. 
 

1. Health Coverage – Wellmark Blue Choice Family Plan 
2. Dental Coverage – Principal Dental Family Plan 
3.    Vision Coverage – Avesis Vision Plan 
4.    Disability Coverage –Long-Term Disability Income Plan 

Flexible Spending Accounts 
Excluded employees may elect to participate, on a payroll deduction basis, in Flexible 
Spending Accounts (FSA).  The Medical Expense Reimbursement Account and 
Dependent Care Reimbursement Account are available to provide employees with the 
opportunity to set aside part of their salary to pay for eligible medical expenses and 
dependent care expenses on a pre-tax basis. 
 

Participation and elected amounts for the FSA cannot be changed during the plan year 
unless there is a change in family status, employment or group health care coverage as 
determined by IRS regulations.  Any contribution in the FSA not used for eligible 
expenses upon terminating participation in the plan or at the end of the plan year is 
forfeited. 

Cash 

Flexible dollars that are received as cash are subject to all applicable federal and state 
taxes. 
 
Deferred Compensation Program 

 
All excluded employees are eligible to participate in Polk County’s Deferred 
Compensation Program.  This program offers employees an opportunity to save for 
retirement on a pre-tax basis. 
 
The County shall contribute $1.00 for each $2.00 contributed by the Employee up to a 
maximum of $50.00 per month.  All participants must contribute to an active provider in 
order to continue to have payroll deductions made and to receive matching funds 
 
 
Sickness and Accident Income Plan 
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PCCB’s The County’s Sickness and Accident Income Plan provides funds to reduce the 
loss of income which may result from an employee’s total disability.  If a disabled 
employee either is or becomes eligible for income from other sources, such as Social 
Security Disability or Iowa Workers’ Compensation, the income provided herein shall 
only be the difference between the maximum allowed under this plan and that received 
from other sources. 
 
PCCB in deciding eligibility, or duration of sickness and accident income benefits, 
retains the right to require an examination by a physician of the employer’s choice and 
expense for the purpose of a second opinion.  The decision of the PCCB is final. 
 
Application for this benefit shall be made with the PCC Director on forms provided by 
the employer.  An employee making a claim for benefits agrees to the release 
of all medical information to which the employee has access concerning the employee’s 
physical or mental condition relative to the claim and further waives any privilege for the 
release of the information. 
 
Benefits will be paid in accordance with the following schedule but only after the 
disabled employee has exhausted all accumulated sick and vacation leaves 
 
Service Benefit Formula Maximum Benefit 

Period 
Less than six (6) 
months 

Not Eligible Not Eligible 

More than six (6) 
months 

662/3rds of regular weekly 
salary 

26 weeks 

 
Coverage under this plan will cease after 26 weeks or when the employee is released to 
return to his/her regular duties, whichever occurs first.  The employee may not engage 
in any occupation, work or employment for wages or profit during any period of 
disability. 
 
Long-Term Disability Income Plan 
The County’s Long-Term Disability Income Plan provides funds to reduce the loss of 
income which may result from long-term total disability. 
 
PCCB in deciding eligibility or duration of long-term disability benefits, retains the right 
to require an examination by a physician of the employer’s choice and expense for the 
purpose of a second opinion.  The decision of the PCCB is final. 
 
Application for this benefit shall be made with the PCC Director on forms provided by 
the employer.  An employee making a claim for benefits agrees to the release of all 
medical information to which the employee has access concerning the employee’s 
physical or mental condition relative to the claim and further waives any privilege for the 
release of the information. 
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Benefits will be paid in accordance with the following schedule after the disabled 
employee has exhausted accumulated sick leave, vacation leave and all benefits of the 
County’s Sickness and Accident Income Plan. 
 
Benefit formula ………………………………. 50% of regular weekly salary 
Maximum benefit period ……………………..  24 months 
 
Coverage under this plan will cease after 24 months or when the employee is released 
to return to his/her regular duties, whichever occurs first.  The employee may not 
engage in any occupation, work or employment for wages or profit during any period of 
disability. 
 
If a disabled employee either is or becomes eligible for income from other sources, such 
as Social Security Disability or Iowa Worker’s Compensation, the income provided 
herein shall only be the difference between the maximum allowed under this plan and 
that received from other sources. 
 
Supplemental Life Insurance 
Eligible employees may elect to enroll, on a payroll deduction basis, in supplemental 
Group Universal Life coverage for themselves, their spouse, and/or their children.  
Information and rates for the term life insurance can be found at the Human Resources 
intranet website:  http://intranet.co.polk.ia.us:8080/ 
 
 
Unpaid Leaves of Absence 
 
Eligibility 
Employees may request unpaid leave for reasons specified under the Family and 
Medical Leave policy or for other reasons. 
 
Application for Leave 
The Director has discretion to authorize up to ten days (80 hours) unpaid leave for an 
employee annually.  Unpaid leave requests should must be submitted in writing to the 
employee’s supervisor immediately and then forwarded to the Director within 5 working 
days.   The request will state the reasons for and duration of the requested leave.  The 
request for leave is subject to approval by the PCCB, if it extends beyond the ten days 
unpaid leave that can be authorized by the Director.  Approval or denial  will shall be 
given within two weeks of the initial request, if possible. 
 
An employee whose request for unpaid leave is due to his/her own a serious health 
condition, but who is otherwise not eligible for Family and Medical Leave, may be 
granted an unpaid leave of absence not to exceed six (6) consecutive calendar months 
in addition to any paid leave which has been approved and taken by the employee.  
Leave, if allowed, will shall commence leave when the employee's physician certifies 
he/she is unable to perform his/her job duties.  Leave will shall terminate after six (6) 
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months or when the employee's physician certifies he/she is able to return to his/her 
regular duties, whichever occurs first. 
 
For an employee on unpaid leave due to his/her own serious health condition, The 
employer retains the right to obtain a second opinion from another physician, at the 
expense of the employer, from which a final determination will shall be made of the 
commencement or termination of leave.  An employee requesting an unpaid leave of 
absence due to his/her own serious health condition and not subject to Family and 
Medical Leave agrees to the release of all information to which the employee has 
access concerning the employee's physical or mental condition relative to the request 
for unpaid leave and further waives any privilege for the release of the information. 
 
For employees requesting unpaid leave, not otherwise subject to Family and Medical 
Leave provisions, all benefits, unless otherwise specified, shall cease during the unpaid 
leave of absence. , including, but not limited to, the accrual of vacation and sick leave. 
 
Special Leave Without Pay 
The PCCB has discretion to authorize special leave of absence without pay for any 
period up to six (6) consecutive calendar months.  Such leaves include, but are not 
limited to, educational and public official leave.  Such leave may be renewed for 
additional periods of up to six (6) consecutive calendar months upon the request of the 
employee if agreed to by the PCCB. 

Extended Sick Leave of Absence Without Pay 

An employee whose serious health condition makes him/her unable to perform his/her 
job functions, as certified by a physician, in accordance with the Family and Medical 
Leave provisions, and whose condition extends beyond the expiration of his/her 
accumulated leave, may be granted an unpaid leave of absence not to exceed six (6) 
consecutive calendar months. 

Parental Leave 

An excluded employee shall be eligible for parental leave in accordance with the Family 
and Medical Leave policy of the County. 
 
If an excluded employee is not eligible for or entitled to parental leave under the 
County's Family and Medical Leave policy, he/she may be granted parental leave for a 
period not to exceed thirty (30) regularly-scheduled work days. (This does not include 
employees who have exhausted their annual FMLA leave). Employees may utilize 
available accrued leave if County policies permit their use for any part of the parental 
leave period. Otherwise, the leave will be unpaid.  Parental leave may be used for birth, 
or newly placed adopted or foster child.  The request for parental leave must be made 
within ninety (90) calendar days of the birth or placement for adoption or foster care of a 
child. 
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Notwithstanding the above, when a husband and wife are entitled to non-Family Medical 
Leave Act, parental leave under County policy, they will be limited to a combined total of 
thirty (30) days of parental leave. 
 
In the case of an employee’s own pregnancy, the employee shall be permitted up to 
eight weeks of medical leave after the birth of a child in accordance with Chapter 216 of 
the Iowa Code and Title VII.  
 
Written application for parental leave, whether under the Family and Medical Leave 
policy or otherwise, shall include a statement from the attending physician indicating the 
date the employee who has given birth to a child is capable of returning to employment, 
or for a father or for an employee who has adopted or received a foster child, a certified 
record of the date of birth or placement of the child with the employee. 

 
Insurance Benefits While on Unpaid Leave of Absence 
Premiums for insurance normally paid by the employer will shall be paid in full by the 
employee during an approved, unpaid leave of absence, which is not part of Family and 
Medical Leave, if the employee elects to continue coverage.  Employees on approved, 
unpaid parental leave and unpaid sick leave of absence which is not part of Family and 
Medical Leave will pay their own insurance premiums after the first ninety (90) calendar 
days of absence. 
 
Termination for Failure to Return 
If the employee does not return to work upon expiration of the unpaid leave of absence, 
he/she will be terminated. 
 
 
Paid Leaves of Absence 
 
Civic Duty Leave 
Full-time and part-time (32) and (24) employees will shall be granted a paid leave of 
absence for assigned work time lost when summoned to non-voluntary Petit Jury or 
Grand Jury duty or when subpoenaed to appear as a witness in a civil or criminal 
proceeding in which that employee is not directly involved as a plaintiff or defendant.  
Full-time and part-time (32) and (24) employee who is a witness or defendant in a civil 
proceeding as a result of a job related activity will be granted paid leave to attend any 
court related proceeding regarding this matter. 
 
 
The time spent for petit jury, grand jury, or when an employee is subpoenaed as a 
witness in a criminal or civil matter unrelated to the employee’s work for the PCCB will 
not be considered as hours worked under the FLSA 
 
Full-time and part-time (32) and (24) employees summoned to sit on a Petit Jury or 
Grand Jury or who is subpoenaed to appear in a civil or criminal proceeding in which 
the employee is not directly involved shall make application for such civic duty leave on 
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forms provided by the employer.  The Said employee will shall be paid at his/her regular 
straight time hourly rate for all assigned work time lost up to forty (40) hours per week. 
 
Any employee summoned to grand jury duty or petit jury duty jury duty or subpoenaed 
to appear as a witness will shall provide his/her supervisor with a copy of the jury 
summons or subpoena within two workdays after its receipt and the Supervisor will shall 
forward the copy of the jury summons or subpoena to the PCCB payroll clerk.  An 
employee who is a defendant in a civil proceeding related to his/her employment for 
PCCB will advise his/her supervisor of the proceedings at which attendance of the 
employee will be required. 
 
Full-time and part-time (32) and (24) employees will shall submit certification of the 
number of hours spent in grand jury or petit jury such service or as a witness or 
defendant and will shall submit all payments assign all remuneration received for juror’s 
and witness fees and mileage expense to the PCCB payroll clerk.  When an employee 
is released from such duty and more than one (1) hour of the employee's regularly 
scheduled work shift remains, the employee will shall report to work. 
 
An employee who engages in other compensable employment while on such paid leave 
of absence or paid work hours will shall be subject to appropriate discipline, up to and 
including discharge. 
 
Military Leave 
Military leave will be granted in accordance with Chapter 29A of the Code of Iowa 
applicable Iowa and applicable federal law. 
 
Bereavement 
Full-time and part-time (32) and (24) employees will shall, after thirty (30) days of 
continuous employment from his/her most recent date of hire or rehire, be eligible for a 
paid leave of absence of up to four (4) work days if it is necessary for him/her to be 
absent from work because of the death of a member of his/her immediate family. 
 
In cases involving unusual out-of-state travel, the employee may be granted one (1) 
additional day if they must travel over five hundred (500) miles one way, provided that 
the employee's regularly scheduled days off do not occur during this time.  Extra leave 
for travel will be allowed, at the discretion of the PCCB Director, based on the 
circumstances involved in each case.  Approval for extra leave for travel time must be 
requested in advance of the absence. 
 
Immediate family will shall be defined as including:  spouse, child, step-child, parent, 
step-parent, father-in-law, mother-in-law, brother, step-brother, brother-in-law, sister, 
step-sister, sister-in-law, son-in-law, daughter-in-law, grandparent, grandchild or other 
relative living within the same household.  Only days absent which would have been 
compensable workdays will be paid.  No payment will be made during holidays, layoffs, 
or any leave of absence.  Payment will shall be made on the basis of the employee's 
straight time regular hourly rate of pay.  Employees engaging in other compensable 
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employment while on bereavement leave will may be subject to appropriate discipline, 
including discharge. 
 
 
Training and Education 
 
Management level employees must attend PCCB approved training at a minimum of 
every other year dealing with the following topics: 
 

1. Performance Appraisals 
2. Equal Employment Opportunities and Discrimination Issues 
3. Sexual Harassment 

 
Employees shall attend training as directed through the Polk County Risk Management 
office.  Reference the Employee Training Policy for additional information. 
 
The Director may require additional training for all employees. Refer to Employee 
Training Policy for additional information. 
 
Employees required or permitted by the Director to attend a college class, training 
classes, seminars or conferences or participating as a presenter at training classes, 
seminars or conferences, will not suffer any loss in regular pay for attendance.  
Voluntary attendance at a degree granting college or university shall be on the 
employee’s own time.  The employee will be reimbursed for registration fees, books, 
tuition, materials, transportation, housing and meals, in accordance with PCCB’s 
training, tuition reimbursement and travel policies.  Participation in training must have 
prior approval of the employee's supervisor. 
 
 
Personnel Files 
 
An employee may have access to his/her own personnel file as maintained by PCCB  
Employees may review the contents of their file at a time mutually agreed upon by the 
employer and the employee, except the employee will not have access to, or be able to 
review, letters of reference received or furnished by the employer or any reference 
check performed by the employer. 
 
Employees may, at their own expense, request and receive copies of the contents of 
their personnel file, except as provided for in the previous paragraph. 
 
 
Family and Medical Leave (Moved to Policies Section) 
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Outside Employment 
 
Employment with the PCCB is considered to be a person's principal job and deserves 
primary attention of the employee.  Employment outside the PCCB may be permitted if 
such employment does not interfere with the efficiency of the employee's duties and 
responsibilities and does not represent a conflict of interest.  Before accepting outside 
employment, the employee must obtain the prior written approval of the PCCB Director. 
of the PCCB.   
 
Rangers/Golf Course Superintendent PCC employees required to live in county-owned 
residences may be engaged in a small “cottage business” under the following 
circumstances: 
 The activity will not interfere or conflict with assigned job. 
 There will be no advertising inside or outside of the park. 
 County tools and equipment may not be used in any business. 
 Approval must first be obtained from the Director and the Polk County Attorney’s 

Office must agree that the actives are legal under Chapter 68.B. 
 To get approval, a written statement of any activities to be carried out in the 

residence must be submitted to the Director. 
 The Director reserves the right to cancel the “cottage business” privileges at any 

time. 
 The PCCB reserves the right to create/change the policy on this issue at any 

time. 
 
Honoraria, Gifts, Conflicts of Interest, and Lobbying 
 
All employees must comply with the provisions of Iowa Code sections 68B.22, 68B.23, 
and 68B.36 regarding gifts, honoraria, and lobbying.  Additionally, all employees must 
comply with the provision of Iowa Code sections 68B.2A, 314.2 and 331.342 regarding 
conflicts of interest.  Copies of the Code sections listed above are available to 
employees upon request from the Director of the PCCB.   
 
The Iowa Gift Law applies to all Polk County Conservation employees.  The law 
prohibits county employees and their immediate family members from receiving gifts 
worth over $3.00 in any given day from “restricted donors”.  A “restricted donor” is: 
 

1. a person or entity who is or is seeking to enter into sales, purchases, a lease 
or a contract with your agency; or 

2. a person or entity who could benefit financially from the way you perform your 
job (differently from a benefit to the general public). 

 
Family members, including spouse, children, parents, grandparents, grandchildren, 
aunts and uncles, are not restricted donors; therefore, you may receive gifts from 
them.  There are other exceptions to the law as well.  If you have questions about 
whether you can receive gifts from an individual or business, or other public or 
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private entity, contact the PCCB office or the Civil Bureau of the County Attorney’s 
Office  

 
 
Employee Assistance Program (EAP) 
 
The PCCB County has made arrangements through the National Council on 
Alcoholism's Employee Assistance Program (EAP), for its employees and family 
members to receive professional and confidential counseling services with regard to 
alcohol and substance abuse, as well as other personal problems that may adversely 
affect job performance.  The program is designed to provide employee education 
coupled with counseling services for assessment, referral and follow-up. 
 
Employees may contact EAP staff by calling Employee and Family Resources at 505 – 
5th Ave., Suite 600, Des Moines, IA 50309, telephone 515.244.6090.   EAP counselors 
answer telephones.  Satellite offices are located at: 
 
 950 Office Park Road   460 SW School St. 
 Suite 125  127     Suite 219 
 West Des Moines, IA  50265  Ankeny, IA  50021 
 
 
 
Travel Reimbursement 
 
Expenses incurred due to travel and attendance at work related meetings or 
conferences will shall be reimbursed to the extent allowed by the PCCB travel policy. 
 
 
Employment Information 
 
Employment information will shall be collected prior to an employee commencing work 
duties.  All employment information must be on file in the PCCB office before an 
employee begins any work duties.  If a driver's license is required for a position, a copy 
of a current valid permit must be on file before the employee may operate any road-use 
licensed county vehicle. 
 
(Moved from Employment of Seasonal/Intermittent Employees) section. 
Pre-employment physical examinations are required for all personnel, whether the 
employee is a new employee or an employee previously employed by PCCB.  The 
physical examination must be completed prior to the time the employee begins his/her 
duties.  The employee will be paid one (1) hour on their first paycheck for pre-
employment annual physical examination. 
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Each employee shall schedule his/her own physical examination appointment by 
contacting the Polk County Health Department and stating the need for a pre-
employment physical required by the PCCB. 
 
No county vehicle will shall be utilized in the transportation of PCCB employees to or 
from physical examinations or interviews. 
 
 
Driver’s License 
 
Each employee whose work assignment requires operation of a motor vehicle licensed 
for highway use must possess an appropriate and valid driver's license, must maintain a 
good driving record both on and off the job, and must remain insurable.  It is the 
responsibility of the individual's supervisor to enforce these requirements and to advise 
the Director of any change in status of an employee's driver's license. 
 
If an employee’s job description requires a Commercial Driver’s License (CDL), the 
employee will be responsible for any fees to acquire the CDL.  All driver’s license 
renewals are not reimbursable by the PCCB. 
 
 
Employment of Seasonal/Intermittent Employees 
Supervisors will submit recommendations to the Director for assignments of part-time 
annual, and may submit recommendations to the Director for assignments of seasonal 
personnel. 
 
Pre-employment annual physical examinations are required for all personnel, whether 
the employee is a new employee or an employee previously employed by PCCB.  The 
physical examination must be completed prior to the time the employee begins his/her 
duties.  The employee will be paid one (1) hour on their first paycheck for pre-
employment annual physical examination. 
 
Each employee will schedule his/her own physical examination appointment by 
contacting the Polk County Health Department and stating the need for a pre-
employment physical required by the PCCB. 
 
No county vehicle will be utilized in the transportation of PCCB employees to or from 
physical examinations or interviews. 
 
 
Attendance at Board Meetings 
 
All employees are encouraged to attend PCCB Board meetings for general knowledge.  
Personnel whose presence at a Board meeting is requested will shall be paid in 
accordance with the Fair Labor Standards Act.  Otherwise, employees will not be paid 
while attending PCCB Board meetings. 

Moved 
parts of 
this 
section to 
Emp. 
Info 
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Payment for Non-Job Related Services 
 
A PCCB employee will not have a contract with PCCB for goods or services unless the 
provisions of 331.342, Iowa Code, and all other applicable state and federal laws are 
met.  To the extent that a contract with an employee is allowed, the following provisions 
apply: 

A. The employee possesses skill or knowledge necessary for the performance   
 of the desired service or  contract; 
B. There is an organizational need for the service or skill to be performed or  
 for the property to be acquired; 
C. The performance of the service or the acquisition of the property and the amount  

of payment will receive approval of the Director prior to the initiation of the 
service or acquisition of the property and will shall be documented through a 
Purchase Order (PO); 

D. Any time necessary to perform the service or acquire the property will be  
 on the employee’s own time and will not detract from the employee’s normal job 

performance for PCCB; and   
E. The product or property resulting from the performance of the service or  
 contract will become the property of PCCB upon payment. 

 
Termination Of Employment 
 
Each supervisor will, upon termination of employment of any person under his/her 
supervision, complete a STATEMENT OF RESIGNATION AND DISCHARGE form 
indicating the employee’s name, address, dates of hire and termination, supervisor’s 
statement on reason for leaving, overall rating, and his/her comments.  Each supervisor 
will have the terminating employee complete the employee’s reason for leaving at the 
top of the same form.  Reports will be submitted to the Director within one week of 
termination. 
 
Public Complaints 
 
As a government employee, an employee may receive complaints from the public.  This 
is a natural result of the employee's obligation to carry out policies and to enforce rules 
and regulations.  Rarely does 100% of the public agree entirely with any one policy or 
regulation.  It is expected that PCCB employees will handle complaints professionally.  
The following guidelines are to be followed: 
 
Receiving the Complaint 
Let empathy be the key.  Act as a sounding board giving the individual an opportunity to 
explain fully his/her position.  At all times, maintain composure.  The employee's role at 
this point is to listen. 

 
Understanding the Complaint 
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Ask questions that clarify the complaint so that there is no question about what the 
complaint is.  Restate the complaint as it is understood and ask for verification.  Listen 
carefully to what is being said. 

 
Answering the Complaint 
Patiently explain the policy or regulation that pertains to the issue.  Investigate the 
circumstances involved.  Find and offer possible alternatives, within the employee's 
authority, to alleviate the complaint.  Invite the individual to pursue the issue with 
another person on the next higher level of the organization structure, an immediate 
supervisor, the unit manager or the Director, or the Conservation Board, whichever is 
appropriate. 
 
Following-up on the Complaint 
Employees must do what they have represented to the complaining person would be 
done.  Document the incident and inform the immediate supervisor.  Complete the 
appropriate complaint form and submit it to the next level supervisor, including 
resolution of the incident.  Complaints that are resolved by the Director may be done so 
via letter.  Complaints that are resolved by the Conservation Board will be recorded in 
official minutes.  Complaint forms are available in the PCCB administrative office. 
 
 
Employee Complaints 
 
Should a PCCB employee wish to file a work related complaint, the employee will shall 
follow the following procedure: 
 

Employee may orally discuss the complaint with their immediate 
supervisor.  If the complaint is not resolved, the employee may file the 
complaint in writing with the employee's immediate supervisor.  The 
supervisor may respond to the complaint in writing. 

 
If the complaint still remains unadjusted, it may be presented by the 
employee in writing for consideration by the Director.    
 
If the complaint still remains unadjusted, it may be presented by the 
employee in writing to the Chair of the PCCB for consideration. 

 
 
Application of Chemicals 
 
Any PCCB employee who sprays or otherwise applies restricted-use chemicals will be 
classified and registered with the Department of Agriculture & Land Stewardship 
(IDALS) as a noncommercial applicator under the Pesticide Applicator License held by 
PCC. 
 

Removed – 
s/b part of 
orientation 
and 3 yr 
training of 
staff 
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All PCCB non-commercial applicators will be certified by successfully completing the 
appropriate exams for the type of restricted-use pesticide applications being made.  
Additionally, all PCCB noncommercial applicators will complete annual continuing 
education in each of these categories in which the applicator is registered. 
 
 
 
 
 
Memorials / Commemoratives Commemorative Trees 
 
PCCB will shall allow the planting of memorial trees for employees and commemorative 
trees when requested by the public.   
A. Memorial Trees for Employees 

Following the death of any PCCB employee, the staff will shall plant a tree in a 
selected area in honor of that employee.  The tree will not be signed or otherwise 
marked; however, a wall-mounted plaque hanging in the PCCB office will include 
information that a tree has been planted at a specific park in honor of the 
deceased. 

B. Commemorative Tree Policy 
As a response to requests by the public to participate in commemorative tree 
plantings on PCCB properties, specific guidelines have been adopted (see 
Commemorative Tree Policy for Park Areas and Golf Course). 

C. Other Commemoratives 
Requests by the public for other memorials/commemoratives shall be 
submitted to the Director.  The Director and appropriate PCCB staff will 
determine if requested memorial/commemorative is possible.  Payment for 
memorials/commemoratives shall be received in the PCCB office prior to 
any purchase of materials.  If suitable arrangements cannot be made for a 
memorial/commemorative request, the Director may decline the request. 

 
 
Equipment Sharing Policy 
 
It is not always practical or financially feasible to have the quantity and variety of 
equipment in each unit's inventory that may be needed.  The following rules apply when 
units share equipment: 
A. The staff member(s) borrowing the equipment will follow the proper request 

channels by checking with the loaning unit manager or his/her representative. 
B. The manager of the unit loaning the equipment and the manager of the unit 

borrowing the equipment will satisfy themselves that the equipment is in a safe 
condition.  If this situation is questionable, the loaning unit manager will ask the 
Safety Committee Chairperson and the Equipment Maintenance Superintendent, 
or their representative(s), to determine if the equipment can be repaired or will be 
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removed from service.  All unsafe equipment will be red tagged, which indicates 
that the equipment must not be put into operation. 

C. The manager of the unit loaning the equipment will determine that all proposed 
operators are properly trained and capable of operating the desired equipment. 

D. The manager of the unit loaning the equipment will make certain the equipment 
is serviced and ready for use. 

E. All damages or unsatisfactory operation of equipment will be reported to the 
loaning unit manager immediately.  The loaning manager will determine if the 
equipment needs to be referred to the Equipment Maintenance unit for repair. 

F. All equipment will be returned in good condition.  This includes being cleaned or 
washed and ready for use again. 

G. Staff conflicts relating to equipment sharing will be settled by the Director. 
 
 
Transfer and Promotions 
 
Procedure 
1. The employer retains all authority to fill a vacancy or vacancies.  The employer is not 

obligated to transfer, promote, and/or hire any employee. 

2. The term promotion, as used herein, means the advancement of an employee to a 
higher paying job classification. 

3. Whenever a job opening occurs, other than a temporary opening, in any position, or 
as a result of the development or establishment of a new position, a notice of such 
opening will be posted. 

4. If more than one (1) application for transfers, promotion, and/or hire is received for a 
vacancy in a position, all qualifications of each candidate, such as ability, 
experience, training, aptitude and seniority will be considered. 

 
Downward Transfer 
The employer may impose downward transfers.  In all such cases, the rate of pay will 
be established by the PCCB upon recommendation of the Director after reviewing the 
reason for downward transfer. 
 
Temporary Transfer 
The employer has the authority to temporarily transfer employees from job site to job 
site when deemed necessary.  The transferred employee will report directly to the 
temporary work site unless otherwise directed. The employee’s travel will be on his own 
time if employee directed to report to a temporary work site at the beginning of the work 
day.  The temporarily assigned employee may be authorized by the Director to drive a 
county vehicle. 
 
 
Layoff and Recall 
 
Temporary Layoff 
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Temporary layoff is considered a layoff for a period of time of thirty (30) consecutive 
days or less from the date the layoff started.  The employer has sole discretion to 
determine the necessity for and implementation of temporary layoff of the work force.  
Temporary layoffs of thirty (30) consecutive calendar days or less are not covered by 
the provisions of this manual relating to permanent layoffs.  To qualify for temporary 
layoff, including benefits while on temporary layoff, and recall from temporary layoff, the 
official notice of the layoff must state that it is a temporary layoff and must indicate 
specific dates and times that the temporary layoff begins and ends, such period of time 
shall not to exceed thirty (30) consecutive calendar days per occurrence.  All other 
notices shall will be considered notice of permanent layoff. 
 
Benefits While on Temporary Layoff 
Upon receipt of notice and during periods of temporary layoff, employees shall not be 
are not entitled to use earned or unused vacation time, sick leave, or any other earned, 
unused leave, nor shall may employees accrue vacation, sick leave, or any other leave 
benefits during the period of temporary layoff. 
 
During the period of temporary layoff, the employer shall will pay the employer's share 
of the cost of insurance premiums for the employee, only.  The employee's share of the 
cost of such insurance premiums, if any, must be paid by the employee through payroll 
deduction or, if this is not possible, by direct payment to the employer.  Failure on the 
part of the employee to make timely, direct payment as required by the employer may 
be cause for immediate cancellation of such insurance coverage. 
 
Recall from Temporary Layoff 
An employee recalled from temporary layoff may shall return to his/her former position 
and salary, if physically qualified, or to another equivalent position and salary in 
accordance with his/her qualifications and ability. 
 
Upon recall from temporary layoff, the employee shall will have all earned, or unused 
vacation time, sick leave and any other earned, unused leave that existed prior to 
his/her temporary layoff restored. 
 
Permanent Layoff 
The employer has sole discretion to determine the necessity for and implementation of 
a permanent layoff of the work force.  Except in cases of emergency, notice of 
permanent layoff will be given at least ten (10) work days in advance of the layoff. 
 
Benefits While on Permanent Layoff 
An employee permanently laid off by the employer may shall be paid for his/her 
vacation, personal days, and compensatory time (Management/supervisory employees 
excluded from compensatory time payment), and applicable percentage of accrued sick 
leave, provided these amounts do not exceed the maximum accumulations of such 
benefits allowed.  Payment will be made in compliance with Iowa law. 
 



 36

Premiums for insurance normally paid by the employer will shall be paid in full by the 
employee during periods of permanent layoff, if the laid off employee elects to continue 
coverage.  under COBRA.  Failure to make timely payment as required by the employer 
may shall be cause for immediate cancellation of such insurance coverage. as required 
by the employer and insurance carrier. 
 
Recall from Permanent Layoff 
An employee recalled from permanent layoff will shall have restored to his/her records 
the amount, if any, of earned, unused sick leave that he/she had accumulated 
immediately before layoff for which pay out was not made.  Restoration of vacation 
leave shall be on a prorated anniversary year basis in accordance with the adjusted 
date of hire, if appropriate, and according to procedures established by the Director of 
Human Resources.  Such Rrestoration of sick and vacation leave only applies to 
employees who are recalled from permanent layoff and may not be applied to 
employees rehired by PCCB. 
 
 
Employer Rights 
 
The employer retains all powers, duties, and rights established by constitutional 
provision, statute, ordinance, charter, or special act, and the exclusive power, duty and 
right, including, but not limited to, to:  plan, direct, and control the work of its employees; 
hire, promote, demote, transfer, assign and retain employees in positions within the 
public agency; discipline, suspend, or discharge employees; develop and enforce rules 
for employee discipline; maintain the efficiency of governmental operations, establish 
new jobs; abolish or change existing jobs and operations; schedule working hours, 
including overtime work; determine employee qualification; schedule vacation; relieve 
employees from duties because of lack of work, or for other legitimate reasons; 
determine what work or services may be purchased or performed by the unit employee; 
change or eliminate existing methods, equipment, or facilities; determine and implement 
methods, means, assignments and personnel by which the public employer's operations 
are to be conducted; take such actions as may be necessary to carry out the mission of 
the public employer; initiate, prepare, certify, and administer its budget; and exercise all 
other powers and duties the employer has customarily exercised. 
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POLK COUNTY CONSERVATION BOARD 
GOLF COURSE RESIDENCE 

LEASE AGREEMENT 
 
 
This Residence Lease Agreement (“Lease”) is made and effective this 
________________, 2010 by and between Polk County Conservation Board 
(“Landlord”) and ______________________(“Tenant”).  This Lease creates joint and 
several liability in the case of multiple Tenants.  This lease is not subject to Chapter 
562A because employment is a condition of tenancy. 
 
1. PREMISES 
Landlord hereby rents to Tenant and Tenant accepts in its present condition the house 
at following address:  12461 NW 118th Avenue, Granger, Iowa, 50109. 
 
2. TERM 
The term of this Lease shall start on   June 1, 2010   and end on   May 31, 2012  . 
 
3. CONDITION OF LEASE 
A condition of this Lease is that the Tenant is required to be an employee of H. G. Golf 
Properties, Jester Park Golf Course managing firm.  If the Tenant’s employment with H. 
G. Golf Properties ceases, Tenant is to notify Landlord immediately. Tenant will be 
allowed up to 45 days occupancy following the date of notification to surrender the 
property. 
 
4. RENT 
Tenant agrees to pay, without demand, to Landlord as rent for the House the sum of  
$700.00 per month in advance of the first day of each calendar month, at 11407 NW 
Jester Park Drive, Granger, Iowa, 50109, or at such other place as Landlord may 
designate.  The rate of  $700 is for up to two adult tenants.  For each additional adult 
tenant $200 will be added to the monthly rent due, not to exceed 3 unrelated persons or 
five (5) people in total. Landlord may impose a late payment charge of $25 per day for 
any amount that is more than five (5) days late.  Rent will be prorated if the term does 
not start on the first day of the month or for any other partial month of the term. 
 
5. SECURITY DEPOSIT 
Upon execution of this Lease, Tenant deposits with Landlord $750.00, as security for 
the performance by Tenant of the terms of this Lease to be returned to Tenant following 
the full and faithful performance by Tenant of this Lease.  In the event of damage to the 
House caused by Tenant or Tenant’s family, agents or visitors, Landlord may use funds 
from the deposit to repair, but is not limited to this fund and Tenant remains liable. 
 
6. QUIET ENJOYMENT 
Landlord agrees that if Tenant timely pays the rent and performs the other obligations in 
this Lease, Landlord will not interfere with Tenant’s peaceful use and enjoyment of the 
House. 
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7. USE OF PREMISES 
A. The House shall be used and occupied by Tenant exclusively as a private single-
family residence.  Neither the House nor any part of the House or yard shall be used at 
any time during the term of this Lease for the purpose of carrying on any business, 
profession, or trade of any kind, or for any purpose other than as a private single-family 
residence. 
 
B. Tenant shall comply with all the health and sanitary laws, ordinances, rules, and 
orders of appropriate governmental authorities and homes associations, if any, with 
respect to the House. 
 
8. NUMBER OF OCCUPANTS 
Tenant agrees that the House shall be occupied by no more than three (3) unrelated 
persons and no more than five (5) people in total.  Tenant agrees to notify Landlord of 
person(s) living at residence at any given time. 
 
9. CONDITION OF PREMISES 
A. Tenant agrees that Tenant has examined the House, including the grounds and 
all building and improvements, and that they are, at the time of this Lease, in good 
order, good repair, safe, clean, and tenantable condition. 
 
B. Landlord and Tenant agree that a copy of the “Joint Inspection,” the original of 
which is maintained by Landlord and a copy provided to Tenant, attached hereto 
reflects the condition of the House at the commencement of Tenant’s occupancy. 
 
10. ASSIGNMENT AND SUBLETTING 
A. Tenant shall not assign this Lease, or sublet or grant any concession or license 
to use the House or any part of the House without Landlord’s prior written consent. 
 
B. Any assignment, subletting, concession, or license without the prior written 
consent of Landlord, or an assignment or subletting by operation of law, shall be void 
and, at Landlord’s option, terminate this Lease. 
 
11. ALTERATIONS AND IMPROVEMENTS 
A. Tenant shall make no alterations to the House or construct any building or make 
other improvements without the prior written consent of Landlord. 
 
B. All alterations, changes, and improvements built, constructed, or placed on or 
around the House by Tenant, with the exception of fixtures properly removable without 
damage to the House and movable personal property, shall, unless otherwise provided 
by written agreement between Landlord and Tenant, be the property of Landlord and 
remain at the expiration or earlier termination of this Lease. 
 
12. DAMAGE TO PREMISES 



3 
 

If the House, or any part of the House, shall be partially damaged by fire or other 
casualty not due to Tenant’s negligence or willful act, or that of Tenant’s family, agent, 
or visitor, there shall be an abatement of rent corresponding with the time during which, 
and the extent to which, the House is untenantable.  If Landlord shall decide not to 
rebuild or repair, the term of this Lease shall end and the rent shall be prorated up to the 
time of the damage. 
 
13. DANGEROUS MATERIALS 
Tenant shall not keep or have on or around the House any article or thing of a 
dangerous, inflammable, or explosive character that might unreasonably increase the 
danger of fire on or around the House or that might be considered hazardous. 
 
14. UTILITIES 
Tenant shall be responsible for all utility services except Landlord will provide for the 
following:  sewer and water.  Tenant shall not default on any obligation to a utility 
provider for utility services at the House.  Tenant is responsible for returning utility 
services to Landlord at end of this Lease. 
 
The LP tank for the property shall be filled by Landlord near the time Tenant takes 
occupancy at no expense to Tenant.  Following the initial fill of the LP tank upon 
occupancy, LP becomes the sole responsibility of the Tenant.  At the end of Lease, 
Tenant will be responsible for filling the LP tank near the time Tenant leaves the House 
at no expense to Landlord. 
 
 
15. MAINTENANCE AND REPAIR 
A. Tenant shall notify the Landlord immediately of any repairs needed and the 
Landlord shall have access to the premises at any reasonable time for repairs, 
maintenance, or to protect the property.  Landlord will, at Landlord’s sole expense, keep 
and maintain the House and appurtenances in good and sanitary condition and repair 
during the term of this Lease and shall keep the fixtures in the House in good order and 
repair; and keep the furnace clean.  Landlord shall, at Landlord’s sole expense, make all 
required repairs to the plumbing, stove/oven, kitchen refrigerator, dishwasher, electric 
and gas fixtures, other mechanical devices and systems, floors, ceilings and walls 
whenever damage to such items was not due to the negligence or deliberate wrongful 
conduct of the Tenant or the Tenant’s family, agent, or visitor, in which case the Tenant 
will be held liable.  Annual service checks of residence furnace and air-conditioning unit 
will be at the expense of the Landlord. 
 
B. The Landlord will pay for termite inspections and provide exterminator services if 
needed and approved by the Landlord. 
 
C. Tenant agrees that no signs shall be placed or painting done on or about the 
House by Tenant without the prior written consent of Landlord. 
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D. Tenant agrees to promptly notify Landlord in the event of any damage, defect or 
destruction of the House, or the failure of any of Landlord’s appliances or mechanical 
systems, and except for repairs or replacements that are the obligation of Tenant 
pursuant to Subsection A above, Landlord shall use its best efforts to repair or replace 
such damaged or defective area, appliance or mechanical system. 
 
E. Landlord is responsible for removing snow from driveway to allow access to the 
House within 24 hours after snowfall.  Additional snow removal, including sidewalks, is 
the responsibility of the Tenant. 
 
F. Tenant is responsible for mowing and weed trimming of the residence yard.  Yard 
must be kept neat and must not be unsightly. 
 
G. Tenant shall provide materials and/or labor for routine maintenance which 
includes but is not limited to:  day-to-day cleaning, carpet cleaning, cleaning of windows, 
cleaning of woodwork, replacement of light bulbs, mouse traps, mouse poison, services 
to unplug sink traps and shower/tub drains, pest control. 
  
 
16. USE OF COUNTY EQUIPMENT 
Tenant may not use County equipment in anyway for the maintenance of house or 
driveway, to include snow removal and yard maintenance. 
 
17. LANDSCAPING & GARDEN 
Tenant provides materials and labor for annual landscaping (flowers, etc.) in approved 
flower beds.  Change to existing landscaping plan must have Landlord approval. 
 
Tenant may have a garden area and will be responsible for providing labor and 
materials for such garden.  Location of garden will be subject to Landlord approval and 
will not exceed ½ acre.  Garden area must be kept neat and must not be unsightly.   
 
18. ANIMALS 
Tenant shall keep no domestic or other animals in or about the House without the prior 
written consent of Landlord.  Tenant will be held liable for any damage to property 
caused by animals. 
 
19. RIGHT OF INSPECTION 
Landlord and Landlord’s agents shall have the right at all reasonable times during the 
term of this Lease and any renewal of this Lease to enter the House for the purpose of 
inspecting the premises and/or making any repairs to the premises or other item as 
required under this Lease. 
 
20. HOLDOVER BY TENANT  
Should Tenant remain in possession of the House with the consent of Landlord after the 
expiration of the Term of this Lease, a new tenancy from month to month shall be 
created which shall be subject to all the terms and conditions of this Lease, but shall be 
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terminable on thirty (30) days by either party or longer notice if required by law.  If 
Tenant holds over without Landlord’s consent, Landlord is entitled to double rent, pro-
rated per each day of the holdover, lasting until Tenant leaves the House. 
 
21. SURRENDER OF PREMISES 
Tenant is required to provide 30 day notice of surrendering of premises to the Landlord 
and must follow procedure identified in “Notices” section of this Agreement.  Failure to 
provide 30 day notice will result in Tenant being responsible for payment of one 
additional month’s rent. 
 
Tenant shall quit and surrender the House in as good a condition as it was at the 
commencement of this Lease, reasonable wear and tear and damages by the elements 
excepted.  An inspection/inventory will be completed by the Landlord. 
 
 
22. FORFEITURE OF SECURITY DEPOSIT - DEFAULT 
It is understood and agreed that Tenant shall not attempt to apply or deduct any portion 
of any security deposit from the last or any month’s rent or use or apply any such 
security deposit at any time in lieu of payment of rent.  If Tenant fails to comply, such 
security deposit shall be forfeited and Landlord may recover the rent due as if any such 
deposit had not been applied or deducted from the rent due.  For the purpose of this 
paragraph, it shall be conclusively presumed that a Tenant leaving the Premises while 
owing rent is making an attempted deduction of deposits.  Furthermore, any deposit 
shall be held as a guarantee that Tenant shall perform the obligations of the Lease and 
shall be forfeited by the Tenant should Tenant breach any of the terms and conditions of 
this Lease.  In the event of default, by Tenant, of any obligation in this Lease which is 
not cured by Tenant within fifteen (15) days notice from Landlord, then in addition to 
forfeiture of the Security Deposit, Landlord may pursue any other remedy available at 
law, equity or otherwise. 
 
23. ABANDONMENT 
If at any time during the term of this Lease, Tenant abandons the House or any of 
Tenant’s personal property in or about the House, Landlord shall have the following 
rights:  Landlord may, at Landlord’s option, enter the House by any means without 
liability to Tenant for damages and may relet the House, for the whole or any part of the 
then unexpired term, and may receive and collect all rent payable by virtue of such 
reletting; also, at Landlord’s option, Landlord may hold Tenant liable for any difference 
between the rent that would have been payable under this Lease during the balance of 
the unexpired term, if this Lease had continued in force, and the net rent for such period 
realized by Landlord by means of such reletting.  Landlord may also dispose of any of 
Tenant’s abandoned personal property as Landlord deems appropriate, without liability 
to Tenant.  Landlord is entitled to presume that Tenant has abandoned the House if 
Tenant removes substantially all of Tenant’s furnishings from the House, if the House is 
unoccupied for a period of two (2) consecutive weeks, or if it would otherwise be 
reasonable for Landlord to presume under the circumstances that the Tenant has 
abandoned the House. 
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24. SECURITY 
Tenant acknowledges that Landlord does not provide a security alarm system or any 
security for the House or the Tenant and that any such alarm system or security service, 
if provided, is not represented or warranted to be complete in all respects or to protect 
Tenant from all harm.  Tenant hereby releases Landlord from any loss, suit, claim, 
charge, damage or injury resulting from lack of security or failure of security. 
 
25. SEVERABILITY 
If any part or parts of this Lease shall be held unenforceable for any reason, the 
remainder of this Agreement shall continue in full force and effect. 
 
26. INSURANCE 
Tenant acknowledges that Landlord will not provide insurance coverage for Tenant’s 
property, nor shall Landlord be responsible for any loss of Tenant’s property, whether by 
theft, fire, acts of God, or otherwise.  Tenant shall furnish the Landlord with a Certificate 
of Renter’s Insurance at a minimum of $1,000,000 liability coverage to include medical 
payments naming Polk County Government, its Elected Officials, Employees, Agents 
and Assigns as additional insured.  A new insurance certificate verifying coverage will 
be due at each renewal date.   
 
27. BINDING EFFECT 
The covenants and conditions contained in the Lease shall apply to and bind the heirs, 
legal representatives, and permitted assigns of the parties. 
 
28. GOVERNING LAW 
It is agreed that this Lease shall be governed by, construed, and enforced in 
accordance with the laws of the State of Iowa. 
 
29. ENTIRE AGREEMENT 
This Lease shall constitute the entire agreement between the parties.  Any prior 
understanding or representation of any kind preceding the date of this Lease is hereby 
superseded.  This Lease may be modified only by a writing signed by both Landlord and 
Tenant. 
 
30. NOTICES 
Any notice required or otherwise given pursuant to this Lease shall be in writing; hand 
delivered, mailed certified return receipt requested, postage prepaid, or delivered by 
overnight delivery service, if to Tenant, at the House and if to Landlord, at the address 
for payment of rent and addressed to Director or designee, Cindy Lentz. 
 
IN WITNESS WHEREOF, the parties have caused this Lease to be executed the day 
and year first above written. 
 
POLK COUNTY CONSERVATION BOARD   TENANT 
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_______________________________   __________________________ 
PCCB Chair        
 
 

















Natural Resources Team:  Team Leaders:  Loren Lown and Mark Dungan 
     
Staff:  Mark Dungan, Natural Res. Manager; Loren Lown, Natural Res. Specialist; 
Doug Sheeley, Natural Resources Supervisor; Ron Ugolini, Chris Lunan, Scott 
Gehl, Al Pasker, Dan Hrubes,– Natural Res. Technicians,  Joe Boyles- Natural 
Resources Technician (Shared with EE) 
 
 
PAST ACTIVITIES – 

 attended meetings as scheduled  
 Trails and Greenways (meetings and work) 
 hired contractor to chip brush at Parson’s land 
 completed TSI at Thomas Mitchell (NRCS Grant) 
 presented program at Growing Green Communities 
 developed and presented to CITA possible MOU’s for Sycamore Bike Trail 
 reviewed applications, conducted interviews and hired seasonal 

employees 
 developed MOU’s for trail maintenance with Jasper County, USACE and 

Pleasant Hill and sent to respective agencies to sign 
 inventoried mowers and determined locations of each unit 
 TSI at Thomas Mitchell was inspected and approved by the DNR District 

Forester 
 continue developing an Invasive Species Manual 
 remaining staff attended Annual S130/190 refresher 
  started performing prescribed burns in PCCB area 
 continued working on DOC safety training issues 
 continued removing risk trees in County areas 
 continued crown raising oaks in County areas 
 continued structurally pruning young trees in County areas 
 finished fabricating sprayer/fire fighting rigs 
 serviced/maintained equipment  as needed  
 continued monitoring budget, grants, etc. 
 continued monitoring Flood Mitigation Workers projects in various county 

parks (spent February working with NR in various areas) 
 completed seed processing at CBG 

FUTURE ACTIVITIES– 
 continue invasive specie removal 
 continue prescribed burns 
 start flood debris cleanup in various parks 
 continue WIRB grant work 
 finish removing risk trees in various areas 
 food plot prep & planting (Lisk) 
 campground prep 
 begin spraying projects 
 begin seeding projects 



ISSUES &OPPORTUNITIES & UPCOMING MEETINGS– 
 Sign committee mtg. – 4/6 
 CFS workday – 4/11 
 All Staff – 4/13 
 Master Conservationist Program– 4/13 
 Leopold projects mtg. – 4/16 
 Linder retirement BBQ – 4/21 
 Earth Day Planting at Easter Lake 
 
 

FRONT OFFICE TEAM – Team Leader:  Cindy Lentz 
 
Front Office Area – Staff:  Steve Lindner, Accounting Tech.; Melissa Ritter, 
Account Clerk; Nancy Simmons, Account Clerk PT;  Ginny Malcomson, 
Intermittent Office Clerk 
 
PAST ACTIVITIES -- 

 attended crew coordination weekly meetings 
 coordinated monthly board packet information and prepared it for posting 

onto our website 
 prepared sales tax and expenditures 
 reconciled monthly accounts receivables and prepared deposits to 

Treasurer’s Office as needed 
 distributed revised Bylaws to staff for their reference 
 updated Golf Course Residence Lease and submitted to county attorney 

for second review 
 attended CIP meetings and worked with Parker on updating plan as 

needed 
 developed cash handling procedures for campground aides for the 

handling of firewood sales 
 assisted with getting slide scanner purchased through IT for staff’s use 
 attended meeting to discuss concessions at the Lodge with 

representatives from The Radish as well as their interest in catering 
OWLS program since Lake Country was quitting their catering service 

 attended meeting with Polk County representatives to discuss upgrading 
the PCC’s telephone system 

 held unit meeting 
 updated mycountyparks.com facility information as needed 
 attended meeting to discuss the 2010 BNND event 
 updated equipment inventory as time allowed 
 assisted with Transporter position as needed for transporting of Newton 

work crew 
 met with Parker, Ritter, and Hurm to review Employee Manual revisions 

that will be brought to April board meeting 
 attended Microsoft Office 2007 Word/Excel Shortcuts class 



 assisted with getting Carol Ann Carlson  
 did follow-ups on status of projects related to Conservation’s IT list  

Steve Lindner – 
 developed and executed a training plan for Carol Ann Carlson and spent 

much of the month with her reviewing the variety of activities for which the 
Accounting Technician position is responsible - training encompassed all 
responsibilities of the position including budgeting, budget monitoring, 
budget amendments, general grants administration, trail grant 
administration, FEMA administration, contracts of the golf course and 
lodge, handling of Great Outdoors Fund activities, and other aspects of 
the job - since I am now working a reduced schedule, training activities 
took up a substantial amount of the time I worked 

 worked with various section supervisors on budget and budget execution 
related to the remainder of the fiscal year, identified potential budget over 
expenditures, and worked with the supervisors on modifications 

 updated various schedules related to infrastructure, FEMA, and REAP 
funds for     the current fiscal year - gathered information for submission of 
a FEMA claim and two trail grant claims 

 carried forward and updated all schedules related to various trails funding  
 prepared draft budget amendments for the remainder of the 2009/2010 

fiscal year for submission to the Board of Supervisors 
 attended a meeting at Polk County Health Department to gather 

information on obtaining funds through the Medicare program for the 
therapeutic riding program updated a detailed schedule of grants and the 
grant status of all outstanding funding sources 

 developed preliminary quarterly financial reports for the Great Outdoors 
Fund 

Melissa Ritter –  
 assisted with DOC training session, 3/1 
 attended Microsoft Office 2007 Word/Excel class, 3/17 
 attended meeting to discuss the GOF/BNND 2010 event 
 attended meeting with Parker, C. Lentz, Hurm to review proposed 

Employee Manual revisions 
 started MVRs, background checks, etc for bringing on seasonal 

employees 
Nancy Simmons –  

 processed invoices for weekly claim sheet for expenditures, downloaded 
to central accounting - mailed warrants to vendors weekly 

 assisted with purchase orders 
 filed invoices in respective files  
 processed shelter reservations using mycountyparks online system 
 assisted public by phone with on line reservations and other questions 
 entered Lodge reservations on spreadsheet and receipted payments 
 wrote checks for Damage Deposit refunds 
 handled Environmental Education program and trip registrations and 

processed payments  



 prepared daily deposits; took to bank as needed 
 balanced Credit Card terminal daily 
 handled misc. tasks as needed - incoming calls and messages, metered 

outgoing mail, distributed incoming mail, filed, picking up mail from post 
office, updating Nature News mailing list 

 ordered office supplies as needed and misc. supplies for warehouse 
 attended unit meeting 
 volunteered to assist with Run for the Egg event 

Ginny Malcomson— 
 continued work on preparing files for next phase of Fortis project 
 completed asset  

FUTURE ACTIVITIES – 
 continue work on updating PCC’s employee manual 
 continue working on file management 
 continue with FEMA paperwork 
 work on desk aids, all staff 

ISSUES & OPPORTUNITIES— 
 none at this time 

 
 

COMMUNITY OUTREACH TEAM:  Team Leader:  Kami Rankin 
 
Staff:  Kami Rankin, Community Outreach Supervisor; Pat Spain, Planning and 
Outreach Coordinator 
 
PAST ACTIVITIES – 

 distributed 7 news releases 
 participated in GOF planning meetings; prepared interview materials & 

interviewed candidates for Adm. Asst. position; finished sponsorship 
packet preparation; attended 2010 BNND planning meeting 

 participated in a Be Dam Safe committee meeting 
 prepared photo slide show for Volunteer Banquet; attended banquet 
 assisted designer with content for new park maps; ordered YB  
 participated in CIP and vehicle/equipment planning meetings 
 approved design and ordered new EL north entrance sign 
 attended Earth Day in the Junction meetings; prepared & ordered school 

promotion flyers  
 conducted WHO radio interview 
 prepared Nature News stories, etc.  
 attended High Trestle Trail Grand Opening Celebration meeting 
 attended a search engine training workshop 
 continuous Web site content management for PCC and Equestrian sites 
 coordinated on-going weekly staff newsletters 
 wrapped up planning details and held the Appreciation Banquet on 3/7 
 helped coordinate St Theresa’s Faith in Action spring break workdays 



 continued planning/promoting Brown’s Woods Clean-up, Earth Day Tree 
Planting at Easter Lake, Residential Tree Program, and Living Land and 
Waters tree planting at Saylorville for April/May 2010 

 continued working with Eagle Scouts sending project lists, coordinating 
project details e.g. Bird Blind sealing and birder feeder construction, JP 
shelter signs, JP kiosks resealing, JP picnic tables and Wood Duck 
nesting boxes 

 planned Camp Dodge Kids Camp workday event for May 
 made contact with potential GOF Board Member 
 researched Senior Corps (RSVP Program) possibilities with PCC  
 purchased Bluebird Trail nest box materials, coordinated assembly 

workday, continued follow up with BB Trail Monitor volunteer positions and  
referrals to Trail Coordinator 

 continued recruiting, follow-up and getting supplies to Trail Ambassadors 
and candidates, worked with TAs to request plowing snow off trails for 
early bike ride event and coordinated clean-ups of dumped appliances, 
TVs etc… from GWT 

 sent out 2010 Volunteer Appreciation Banquet certificates to volunteers 
that missed the banquet 

 confirmed PCC booth at Trash Bash on Earth Day 
 updated Volunteer Database, United Way website volunteer opportunities, 

followed up referrals and logged volunteer hours 
 researched re-starting the Kestrel Nest Box Monitoring Program along  

I-35 near Ankeny 
FUTURE ACTIVITIES— 

 finalize GOF fundraising/sponsorship materials 
 coordinate GOF Board meeting 
 prepare for and staff tent at Earth Day in the Junction event 
 assist with logistics surrounding hiring of GOF Adm. Assistant 
 continue park mapping redesign project 
 participate in the following meetings: Grants Committee, Signage Team, 

High Trestle Trail Grand Opening, BNND, JP Camp Store 
 continue to work with Bluebird Trail steward 2010 trail activities 
 continue starting the Kestrel Nest Box Monitoring Program 
 continue meeting with Eagle Scouts and coordinating projects 
 continue planning April, May and June volunteer events/workdays 
 continue follow up with Trail Ambassador inquiries (one confirmation) 
 hold Brown’s Woods Clean-up and attend Trash Bash on the 22nd 
 attend River Run Garbage Grab Planning Meetings 
 attend April DOVIA meeting 

 
 
Const. Maint. & Operations – Team Leader: Wayne Johnson             
Construction/ Maintenance Area Staff:  Steve Haefner & Barnard Feezell - 
Const. Technicians, Stan Manning, Special Services Technician. 



  
PAST ACTIVITIES— 

 attended meetings as needed 
 continue  bridge construction on High Trestle trail, pouring concrete deck 
 completed golf course residence interior, painting, main restroom 

renovation and overall interior clean-up 
 completed Thomas Mitchell shop office, break-room, restroom, renovation 

project.  
 attended concrete seminar 
 installed tank-less water heaters at YB, TM, and CBG campground 

restrooms 
 assisted with pressurizing water systems at all parks 
 installed AED’s at various locations 
 cleared brush and old fence at Parson’s property 
 monitored flooding concerns at various parks and trails 
 assisted with Easter Lake “Run for the Egg” race, Johnson 
  attended Neal Smith to Ankeny trail pre-construction meeting, Johnson 
 secured seasonal staff for upcoming season 

FUTURE ACTIVITIES-- 
 continue CBG Longhouse project 
 continue High Trestle Trail project 
 begin planning for CBG residence garage addition, ADA access, and 

storm shelter project 
 continue work on asset inventory costs, Johnson 
 construct firewood storage buildings at YB, and CBG parks 

ISSUES AND OPPURTUNITIES-- 
 none at this time 

 
 
Northwest Maintenance Area: Staff - Tim Wears, NW Maintenance Tech;  
 
PAST ACTIVITIES— 

 did routine monthly maintenance and cleaning of  buildings and grounds at 
Jester and Chichaqua 

 performed weekly sewer tests 
 sent monthly sewer reports 
 took quarterly sewer tests for Adm., and Lodge sewer systems 
 took semi-annual sewer test for JPEC 
 finished renovating Golf Course Residence 
 attended 3T pesticide category CIC 
 sent out price quote forms for sanitary supplies 
 attended concrete seminar 
 moved park equipment and prepared for flood inundation 
 cleared front entrance of flood debris in preparation of opening gate on 

April 2, 2010. 



 put picnic tables back into camp area 4 after lake levels are going down 
and flooding chances have diminished greatly. 

FUTURE ACTIVITIES— 
 repair plastic picnic tables 

turn water on to Shower houses 
 do annual inspection of Playground 
 refinish camp area 1 picnic tables that were not able to repaired during 

winter due to the early snow. 
 install high pressure sprayer on one ton truck 

ISSUES AND OPPORTUNITIES— 
 Boy Scout refinished camp area and shelter cedar signs for a citizenship 

badge. 
 
Southeast Maintenance Area:  Staff – Tyler Naeve, Maintenance Technician; 
Seasonal Staff:  N/A 
 
PAST ACTIVITIES-- 

Yellow Banks 
 cleaned Park and Shop 
 removed hot water heaters from showerhouses 
 spring cleaning of shelters and pit latrines 
 Assisted construction with replacing all water mains 
 Prepped for campground 1 pad renovation 
 

Thomas Mitchell 
 cleaned park and buildings 
 sent in monthly EMOR report (sewage lagoon) 
 Shop Renovation 

o Demolition 
o Concrete Work 
o Framing 
o Electrical 

CVT 
 Closed 

Gay Lea Wilson Trail 
  

Satellite Areas (Mally’s, Carney Marsh) 
 picked up litter  
  

   Other Polk County Areas 
  Concrete seminar 

FUTURE ACTIVITIES— 
 start building camp pad surrounds in Campground #1 
 install new fence at Parson’s property 
 shower  house openings 



 demo shelter 3 and river pit latrines 
 TR3 all gravel roads and camping pads 

 
South Maintenance Area:  Staff – Chance Patrick,  Maintenace Tech.  
 
PAST ACTIVITIES—  

 performed routine maintenance to buildings and grounds  
 performed monthly inspections of buildings and grounds at Easter Lake, 

Fort Des Moines, Brown’s Woods and Great Western Trail  
 painted graffiti off covered bridge  
 turned water on at the Easter lake beach restrooms and Fort Des Moines 

restroom and fountains  
 fixed split rail fence through out Easter Lake  
 play ground inspections for month of march  
 cleaned beach house for the run for the egg  
 assist in the run for the egg 

FUTURE PROJECTS— 
 getting all equipment ready for summer help  
 work on culverts at Easter Lake 

ISSUES AND OPPORTUNITIES-- 
 none at this time 

 
Equipment Maintenance Area:  George Lentz, Equipment Maint. Supt.; Ken 
Young, Mechanic; Brad Talbert, Asst. Mechanic 
 
PAST ACTIVITIES— 

 worked on vehicles and equipment as needed 
 finished Winter Preventative Maintenance on mowers 
 continued Winter Preventative Maintenance on utility vehicles 
 installed new clutch on John Deere 5300 tractor 
 repaired log splitter’s as needed  
 replaced CH Ford F-250 ball joints 
 repaired  brakes on Chevy Lumina van 
 repaired fuel problem on ASV skidloader 
 repaired JD317 skidloader hydraulic leak 
 repaired JD5525 tractor hydraulic leak 
 hauled junked tires out of EM yard 
 hauled away used steel from EM yard 
 worked on Bobcat T190 replacement 
 working on 5yr. vehicle and equipment plan 
 worked on vehicle replacement schedule 
 wrote vehicle spec’s and worked on new vehicle purchases 
 attended vehicle, GOF, CPR and equipment  meetings 

FUTURE ACTIVITIES— 
 work on vehicles and equipment as needed 



 pre-deliver new eXmark mowers 
 continue on 5yr. vehicle and equipment plan 
 continue vehicle/eqpt. files update 
 continue winter preventative maint. on utility vehicles 
 finish 2010 vehicle purchases  
 attend meetings as scheduled 

ISSUES AND OPPORTUNITIES-- 
 none at this time 

 
 
Leisure Services: Equestrian Center 
 
Equestrian Center – Staff:  Carrie Spain, Eq. Ctr. Manager; Dennis Crowley, 
Barn Manager; Deb Crowley, Riding Instructor II;  Deanne Mundt, 
Therapeutic Riding Instructor II, Stephanie Barnard, Riding Instructor 
 
PAST ACTIVITIES-- 

 attended an open house at Central Campus to give out information on our 
summer camps, Carrie 

 hosted an Iowa Associated Saddlebred Schooling show. 
 Urbandale girls track team participated in a team building activity and had 

a slumber party in our conference room. 
 helped with the volunteer banquet and were excited since one of our 

Therapeutic riding volunteers, Mary Ann Mathis was chosen as one of the 
volunteers of the year, Deanne and Carrie 

 attended several meetings, C.I.P., budget, & B.N.N.D., Carrie 
 worked with Kami on updating our JPEC brochure and getting new copies 

printed, Debby and Carrie 
 attended a meeting regarding getting our therapy program approved to 

receive Medicaid payments, Deanne 
 hosted Des Moines Obedience Training Club agility trial for three days 
 hosted a 3 day Kip Fladland natural horsemanship clinic with 27 

participants from as far away as Montana and Texas 
 facilitated 2 one day camps over spring break with 16 participants 
 facilitated volunteer training for the therapy program and had 25 

participants 
 met with the 4h director to schedule the 4h camps here, Debby 
 went to Ruby Van Meter School for a meet & greet with the students from 

Bridges for the Freedom to Grow program, Deanne and Debby 
 held training for 6 of the Bridges students for the Freedom to Grow 

program 
 facilitated several pony rides 
 Granger Cub Scouts came and enjoyed wagon rides 
 C.P.R. training was held in the conference room for employees needing 

recertified 



 riding lessons have increased with the warmer weather 
 Paddock clean up after the snow was gone 

FUTURE ACTIVITIES-- 
 The Freedom to Grow Program starts the 2nd week in April 
 meeting with Urban Dreams on doing some activities with them 
  April 15, at 2pm we are having child abuse training (how to recognize it) - 

this is put on by the Young Women’s resource center in our conference 
room 

 will have a booth at the Iowa Horse Fair at the State fair grounds for three 
days- several of our boarders are participating in some of the events 

 Goodwill Industries are coming out to do therapeutic riding 
 C.P.R. training for the employees 
 Great Outdoors Fund meetings, regarding the B.N.N.D. 
 trail horses may arrive at the end of the month as long as the trails are 

open 
 cutting clinic 
 Child serve therapists are coming for training with the horses 
 Girl scout badge event and overnight 

ISSUES AND OPPORTUNITIES-- 
 City of Des Moines picked up several truck loads of manure.  
 continue to look for more “customers” to take our manure to save us 

having to pay to have it hauled away. 
 
 
ENVIRONMENTAL EDUCATION TEAM:  Team Leader – Patrice Petersen-Keys 
 
STAFF:  Patrice Petersen-Keys, Environmental Education Coordinator; Heidi 
Anderson, Lewis Major, Lori Foresman-Kirpes, and Joe Boyles, Naturalists; Ginny 
Malcomson, Seasonal Naturalist 
 
PAST ACTIVITIES— 

 wrote and recorded Ask the Naturalist news column and radio segments. 
 began building JP bird blind 
 continued planning for Earth Day tree planting event 
 attended IAN workshop in Washington County and presented Using Video 

to Spread your Message session. 
 prepared for and held Nature Friends at Raccoon River Park. 
 finished editing summer issue of Nature News. 
 maintained and posted information on PCC’s facebook page. 
 wrote and filmed geocaching video 
 worked with Pat Spain on the kestrel box monitoring program. 
 attended Microsoft Word training class. 
 attended CPR/AED recertification 
 filmed and edited REAP Geocaching Video 



 sent Video to DM, Ankeny, and WDM public access stations and 
Mediacom 22 

 posted video on YouTube 
 attended IAN spring conference 
 continued to assist Lori with here REAP Grant in recording “guide by cell” 

messages 
 met with Ryk Weiss and Pam Dennis to discuss the Playscape Willow 

Sculpture project 
 prepared and sent in $500 IAN Grant Application for the “Playscape 

Willow Sculpture Project” 
 presented public rain barrel workshop – cut it short due to suspicious 

barrels 
 returned suspicious barrels to source and found new barrels from a more 

responsible and reliable source 
 appeared on three segment of IPTV’s “Kid’s Clubhouse” during festival 
 presented two IPTV-ICN statewide habitat programs 
 presented public nature songs program for spring break (50 attended) 
 lead a night at Jester Park  
 lead a hike at Fort Des Moines 
 held a Geocaching Program at Fort Des Moines Park – 130 people 

attended 
 coordinate the Run for the Egg event –registration, sponsorships, 

distribute flyers, secure additional sponsors, meet with artist 
 wrote and recorded scripts for on the Guide by Cell grant  
 ordered Guide by Cell signs and telespar posts 
 attended Amazing Prairie Festival meeting 

FUTURE ACTIVITIES— 
 write and film next video for REAP grant. 
 write and record Ask the Naturalist news columns and radio segments. 
 maintain Facebook page. 
 post programming information on websites (mycountyparks.com, 

leadingyououtdoors.org, facebook) 
 prepare for Prairie Chicken Viewing Trip. 
 write and Record Guide by Cell scripts into mp3 files for Brown’s Woods 
 get Guide by Cell signs posted at Jester Park and Brown’s Woods 
 attend the Region 5 NAI Conference in Wisconsin 

ISSUES & OPPORTUNITIES – 
  



Month/Year: March 10
School Programs

LOCATION PEOPLE Programs CONTACT
IN OUT #'S #'S HOURS School/District E M JR HS C
2 60 2 2.00 Riverwoods/DM 2
2 58 2 1.50 Johnston 2
1 36 1 0.75 East/Ankeny 1
2 52 2 1.50 Clay/SEP 2

1 24 1 0.75 Bondurant/Bondurant 1
2 40 2 1.50 Sayre/Private 2
1 18 1 0.75 NE/Ankeny 1
5 75 5 4.00 Meridth/DM 5
3 75 3 1.50 Wallace/Johnston 3
4 150 4 2.50 South Prairie/DCG 4
3 75 3 1.50 Wallace/Johnston 3
2 50 2 1.50 Clay/SEP 2
3 70 3 2.25 Webster/Urbandale 3
3 60 3 1.5 Studebaker/DM 3
2 45 2 1.5 Findley/DM 2

35 1 888 36 25.00 School visits 33 2 1 0 36

4 Amphibians 4 Insects
3 Animal Classification 5 Landforms
1 Birds 3 Mammal Skulls
2 Fossils 3 Rocks
1 Geocaching 2 Seeds
2 Habitats

Parent/Child
LOCATION PEOPLE PROGRAM CONTACT

IN OUT #'S #'S HOURS Topic/Group
1 16 1 1 Salamanders/Nature Friends
1 0 16 1 1

ICN
LOCATION PEOPLE PROGRAM CONTACT

IN OUT #'S #'S HOURS Topic/Group
2 113 2 1.50 Habitat
2 227 2 1.75 Reptiles
4 340 4 3.25

Youth
LOCATION PEOPLE PROGRAM CONTACT

IN OUT #'S #'S HOURS Topic/Group
2 70 2 1.00 Forest Animals/Walnut Hills Pre-school
1 20 1 0.75 Spiders/New Beginnings
1 15 1 0.75 Birds/HomeSchool at Grace Church
1 22 1 1.25 Seeds and Trees/Kids FACE @ First Unitarian
1 21 1 1.25 Herps/Kids FACE @ First Unitarian
2 40 2 1.00 Samll Discoveries/Ankeny
1 60 1 1.00 Nature Songs/WDM Lib 
1 12 1 0.50 Seeds/Ankeny Empowerment

10 0 260 10 7.50

Adult
LOCATION PEOPLE PROGRAM CONTACT

1 166 1 1.00 OWLS/Artic National Wildlife Refuge
1 14 1 1.00 Public/Rain barrel workshop
1 20 1 1.00 Public/Create a Backyard habitat
3 0 200 3 3.00

Family
LOCATION PEOPLE PROGRAM CONTACT

IN OUT #'S #'S HOURS Topic/Group
1 0 0 0 Public/Star Gazing

1 60 1 3.00 Public/Night Hike
1 21 1 1.5 Public/Hike

1 65 1 1 Public/Nature Stories
1 130 1 1.5 Public/Geocaching Hike

2 3 276 4 7



PARK ADVOCACY - Team Leader:  Mark Hurm 
 
Park Area - Staff:  Mark Hurm, Lead Ranger; Dean Bruscher, Ranger; Brian 
Herrstrom, Ranger; Charlie Finch, Ranger; Dick Shepard, Asst. Ranger; 
James Dotzler, Asst. Ranger; Park Officers: Randy Hutchinson,  Doug 
Metzger,  
Jason Spurr, Bryan Olmstead, Ray Dirksen 
 
PAST ACTIVITIES – 

 patrolled areas  
 snow and ice removal 
 assist with TM office / break room construction 
 finished Annual Urban Deer Report and presented to Deer Task Force for 

review 
 ordered & installed signs for 2010 campground fee schedule 
 interviewed applicants for Park Officer placement 
 collected addresses for the CBG remote parking areas 
 picked up AED’s from County Administration 
 cleaned rest rooms and picked up garbage 
 finished EL work bench 
 finished bike maintenance 
 gathered information on traffic counters 
 helped Chance get 50 boards for tables at Menards 
 helped clean the beach house for the Run for the Egg 
 fed Animals 
 replaced sign GWT 
 prep registration booth 
 installed AED/ First Aid YB 
 took plow/sander off of 1 ton 
 split wood 
 posted Park Hours signs 
 cleaned water animal pens 
 shoveled Kiosk JP 
 removed ice build-up lodge 
 serviced brave log splitter 
 worked on PAU Website 
 put ice fishing material away 
 inventory PAU program material 
 dropped signs off at DOT shed 
 patrol Trestle  to Trestle trail 
 cleaned fish kill at Skull pond 

FUTURE ACTIVITIES— 
 continue to participate in radio system updates, both Enforcement & 

P.C.C. 
 ATV Patrol 



 attend AED training 4/2 
 submit final Urban Deer Report to DTF & city administrators 
 Deer Task Force Meeting 4/19 at DMWW 
 assist with “Run for the Egg” event 4/3 
 ready golf cart for camp aide use 
 Camp Aide Orientation 4/10 @ JP 
 open campgrounds for season 
 split firewood  
 finish moving into & organizing TM Office / break room  
 build 2 display boxes for YB artifacts 
 continue with Website Enhancement 
 mark and clear trail for Run for the Egg 
 work Run for the Egg 4/3 
 put up the volleyball nets 
 attend AED training and PAU meeting 4/2 
 attend all staff meeting 4/13 
 attend camp aid meeting on 4/10 
 get boat ready for use and put in boat house 



MONTHLY REPORT OF PARK ADVOCACY UNIT
MONTH : March 2010

SH1 SH2 SH3 SH4 SH5 SH6 SH7 SH8 SH9 SH10 LH TOT
CH 200 200
EL 0
JP                         On Line Reservations are now being taken for all shelter houses 0
TM 0
YB 0
FDM 0
TOTALS 200

SH1 SH2 SH3 SH4 SH5 SH6 SH7 SH8 SH9 SH10 LH TOT
CH 9 9
EL 0
JP                         On Line Reservations are now being taken for all shelter houses 0
TM 0
YB 0
FDM 0
TOTALS 9

ELECT. NON-ELEC. YOUTH TOTAL ELECT. NON-ELEC. YOUTH TOTAL
CH 2 2 CH 0 0 16 16
JP 0 JP 0 0 0
TM 0 TM 0 0 0
YB 0 YB 0 0 0
TOTALS 0 0 2 2 TOTAL 0 0 16 16

BW CVT MALLYS 4MGB MLB
Main 
Gate FT GWT TOTAL

CH 2542 2542
EL 3,875 20,475 12,850 37200
JP flooded 3543 3543
TM 637 409 91 4,547 5684
YB 14569 14569
TOTAL 63538
traffic counters @ TM no counters are availale for Mallys, CVT, FMGB. Attendance for CVT is determined by random car

Counts or 14% of TM traffic counter. Mally's @ 9% & FMGB @ 2%.

COMMUNITY SERV.
    Area     Hours            Position     Hours
CH CH Ranger Area Name Hours
EL EL Ranger 104 CH
JP EL Assist. Ranger 154 EL
TM JP Ranger 154 JP Kathy Dunwoody

YB TM Ranger 185 TM
Total 0 YB Ranger 140 YB

YB Assist. Ranger 130.5 TOT 0
Park Officers

    Area  Hours Community Service
CH Total 867.5
EL Area Event Visitors Hours
JP CBG trap rng 15 6
TM
YB 
Total 0 total 15 6

  PARK SEASONALS

Volunteer

Miscelleaneous

       RENTAL FACILITIES NO. OF PEOPLE

RENTAL FACILITIES NO. OF RESERVATIONS

CAMPER TALLY NO. OF UNITS

          PARK LABOR

CAMPER TALLY NO. OF PEOPLE

   TRAFFIC COUNTER READINGS



Date
Officer's I.D. 

#             Area                       Offense     Citation #           Incident #
3/10 129 Jester Alarm Drop-Lodge 796
3/16 129 Jester Alarm Drop-Lodge 795

Date              Area Officer's I.D. #                                       Incident                                        Incident #

March YB Closed boat ramp due to high water

                                       REPORT OF MEETINGS AND OR EVENTS
Date          Location                           Person  Attending                         Event
3/1 Jester Park Conf. rm Hurm and Bruscher interview beach host
3/3 Extension Office Herrstrom, Bruscher Pesticide Training
3/3 DSMP&R Finch Carp festival meeting
3/7 JP Lodge Herrstrom, Bruscher Volunteer Banquet
3/8 Jester Park Conf. rm Hurm Elk bison display
3/9 Ft. Dodge Rangers CCPOA Spring Workshop

3/10 Co. Adm. Bldg Hurm Wellness
3/11 Jester Park Conf. rm Hurm CIP
3/18 Ames State Nursery Hurm Winterfest
3/20 Neal Smith Refuge Hurm ICCB Spring Conf.
3/22 P. Hill Library Herrstrom Deer Task Force Meeting
3/23 DSMP&R Finch Carp festival meeting
3/24 Jester Park Conf. rm Hurm and Dotzler Pow Wow meeting for 2010
3/25 Easter Lake Herrstrom, Dotzler, Finch Run for the Egg' meeting
3/25 Co. Adm. Bldg Hurm Excell 2007 
3/29 Jester Park Conf. rm Hurm BNND and Employee Handbook meetings

REPORT OF ACCIDENTS, WEATHER RELATED INCIDENCES,  NON LAW ENFORCEMENT INCIDENCES

LAW ENFORCEMENT INCIDENCES



UNIT # UNIT
Revenue 

Appropriations

Total 
Revenues 
Received 

Total 
Revenues to 

be Rec'd

%  
Budget 
Rec'd

3rd Qtr. 
Target % 

Range

6005 Forestry 14,225.00 7,659.54 6,565.46 53.8% 52-81%
6006 IE 65,242.00 54,415.76 10,826.24 83.4% 52-81%
6007 NR 20,580.00 32,454.53 -11,874.53 157.7% 52-81%
6101 ADM 132,148.00 107,961.49 24,186.51 81.7% 52-81%
6103 Community Outreach 40.00 521.18 -481.18 1303.0% 52-81%
6111 JP 246,200.00 176,700.73 69,499.27 71.8% 52-81%
6112 TM 93,524.00 72,475.60 21,048.40 77.5% 52-81%
6113 EL 19,100.00 9,036.79 10,063.21 47.3% 52-81%
6114 CH 98,450.00 80,704.99 17,745.01 82.0% 52-81%
6116 YB 78,800.00 53,513.40 25,286.60 67.9% 52-81%
6117 CST 500.00 856.54 -356.54 171.3% 52-81%
6118 EM 900.00 659.98 240.02 73.3% 52-81%
6124 EC 300,700.00 230,156.79 70,543.21 76.5% 52-81%

1,070,409.00$                 827,117.32$            243,291.68$             77.3% 52-81%
Road Clearing - Fund 11

7140 75.00$                             64.34$                     10.66$                      85.8% 52-81%
Reserve - Fund 16

210 4,496,000.00$                 2,202,724.83$         2,293,275.17$          49.0% 52-81%
REAP - Fund 26

211 243,843.00$                    246,085.88$            (2,242.88)$                100.9% 52-81%
Infrastructure- Fund 1

213 -$                                 -$                          #DIV/0! 52-81%

Grand Totals - Conservation 5,810,327.00$         3,275,992.37$   2,534,334.63$    56.4% 52-81%

Note:  3rd Qtr. Target Variance of 52-81% is auditor's budget target variance.   JP, TM, EL, CH, and YB target variance is based on average of history 
quarter % for FY 02/03, 03/04, and 04/05

2009 - 2010 Revenue Budget
- as of 3/31/10 (75% of budget year expired)
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UNIT # UNIT

Supplies/Servi
ces 

Appropriated 
Amount

Supplies & 
Services 

Expended

Supplies & 
Services 
Balance

Personal 
Services 

Appropriated 
Amount

Personal 
Services 

Expended

Personal 
Services 
Balance

Total Balance 
Remaining % Expended

6006 IE 65,067.00 40,397.26 24,669.74 366,168.00 262,478.15 103,689.85 128,359.59 70.2%
6009 Natural Resources-Green Tm 261,668.00 152,044.86 109,623.14 733,696.00 537,393.04 196,302.96 305,926.10 69.3%
6101 ADM                                232,950.00 223,340.21 9,609.79 411,761.00 308,138.55 103,622.45 113,232.24 82.4%
6103 Community Outreach 57,575.00 37,732.94 19,842.06 166,990.00 125,514.17 41,475.83 61,317.89 72.7%
6110 Parks Advocacy 66,792.00 46,870.27 19,921.73 518,834.00 387,439.53 131,394.47 151,316.20 74.2%
6119 Maint & Opns-Gray Team 327,285.00 259,723.45 67,561.55 824,123.00 626,595.15 197,527.85 265,089.40 77.0%
6124 EC 148,680.00 112,255.34 36,424.66 306,194.00 230,962.61 75,231.39 111,656.05 75.5%

TOTALS 1,160,017.00$            872,364.33$             287,652.67$             3,327,766.00$              2,478,521.20$          849,244.80$             1,136,897.47$          74.7%

Road Clearing - Fund 11

7140 26,815.00$                 12,874.32$               13,940.68$               43,806.00$                   32,859.64$               10,946.36$               24,887.04$               64.8%

Reserve - Fund 16

210 4,541,615.00$            2,057,234.06$          2,484,380.94$          2,484,380.94$          45.3%

REAP - Fund 26

211 255,097.00 138,088.68 117,008.32$             117,008.32$             54.1%

Capitals - Fund 1
212 Capital's Infrastructure 18,000.00 13,000.00 5,000.00
213 Capital's Equipment 0.00 0.00 0.00

TOTALS 18,000.00$                 13,000.00$               5,000.00$                 5,000.00$                 72.2%

Risk Management - Fund 3

6100 Insurance,Med., Work. Comp. 212,000.00$               150,268.13$             61,731.87$               61,731.87$               70.9%

Grand Totals - Conservation 6,213,544.00$      3,243,829.52$    2,969,714.48$    3,371,572.00$        2,511,380.84$    860,191.16$       3,829,905.64$    60.0%

2009 - 2010 Expense Budget

- as of 3/31/10 (75% of budget year expired)
Budget Target Variance for 3rd Quarter:  51% - 75%
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I have completed a nine month review of the revenues and expenditures by fund.  Listed below are my 
comments on the revenues and expenditures by various funding source and staff section.   
 
CONSERVATION RESERVE 
 
Within the Conservation reserve, we currently have five active trail projects, and an additional pending 
trail projects.  We manage the projects funded from enterprise fund dollars through the Reserve fund.  
Trail projects are as follows:   

1.  Equestrian Center Trail: upgrades still pending. 
2. Trestle to Trestle Trail:  Trail dedicated in June 2008.  Because of flooding and other Public 

Works/DOT priorities, final review of the project was not completed until March 2010.  We 
are awaiting final payment of the 5% construction retainage from DOT so this grant can be 
closed.  There is a good possibility PCCB will have to apply slightly more than the $50,000 
initially committed to the project.  Currently waiting on approximately $70,000 in grant 
reimbursements at project closeout.     

3. Des Moines Water Trial:  Waiting delivery and payment for vault toilet before final claim can 
be filed.  Grant reimbursements current.  Anticipated close of this project is May 2010. 

4. Gay Lea Wilson-Ankeny to Des Moines:  Still in final stages of Parsons property land 
acquisition.  Reimbursement s current through January 31.  Will file grant reimbursement 
claim in next week and will then be current.  Approximately $12,000 to be reimbursed to get 
current.   

5. Gay Lea Wilson-Neal Smith to Ankeny:  Grant reimbursements claims are current through 
March 1.  Will file grant reimbursement claim in next week to get current.  Approximately 
$8,000 to be reimbursed to get current.  The construction contract has been let and funding 
approval has been received for the federal fund portion of this grant.    

6. High Trestle Trail:  Construction continues on the bridge portion of the trail.  Public Works 
continues to file claims promptly.  Due to construction retainage requirements.  Polk County 
has expended almost $290,000 in excess of current reimbursements.  These and additional 
construction retainage for the remainder of the bridge construction will not be reimbursed until 
project closeout.  Iowa Natural Heritage Foundation continues to hold funds related to this 
project that should be billed. 

 
Board approved projects funded from the Enterprise Fund and the amount of the project funds 
executed to date are listed on the attached sheet.  There are currently fourteen approved projects.  With 
the exception of the Mally’s playground and the trail match, all other projects will be executed in the 
current year.  Projects not completed in the current year will be brought to the Board for re-approval in 
the next fiscal year.                                              
  
RESOURCE ENHANCEMENT AND PROTECTION (REAP) FUND 
 
REVENUES:  Revenue for the year is approximately $4,000 less that originally projected due to 
reduced interest earnings on the funds at the state level.      
EXPENDITURES:  There are currently 22 projects budgeted in this year’s REAP budget.  
Expenditures for each of the projects through March 31 are listed on the attached sheet.  Projects not 
completed in the current year will be brought to the Board for re-approval in the next fiscal year if 
necessary.   
 
Current projects indicate that if all currently approved REAP projects are completed the ending fund 
balance should be approximately $35,000.  After PCC budget submission to the Board of Supervisors, 
the Governor recommended and the State Legislature approved a FY 2010/2011 REAP appropriation 
17% lower than the current year.  This will translate into a decrease in revenues of an estimated 
$30,000 next fiscal year.  Because of this reduction, it will be necessary to reevaluate projects 
approved for the next fiscal year and make adjustment recommendations to the Board as necessary.                         



  
 
 
GENERAL FUND 
 
REVENUES: Revenues continue to exceed budget estimates in several areas including Jester Park 
campgrounds and shelters, rental of the Chichaqua longhouse, Equestrian Center charges, and ski 
gear/snowshoe rentals.  Revenues in most other areas are meeting budget targets.       
 
EXPENDITURES:    In general, a number of grants co-mingled with general fund allocations are on 
track.  There are two open FEMA projects with an estimated completion dates of May 1, 2010.    
Receipt of state FEMA dollars will be delayed until after project audits are completed and this could 
stretch into next fiscal year.   
Revenues and expenditures budgeted by section are outlined below. 
    
Section Rev Exp Comments 
Environmental 
Education 

On 
Track 

On 
Track 

No issues. Current budget amendments adjust for the receipt of 
additional grants. 

Natural  
Resources 

On 
Track 

On 
Track 

No issues.  Current budget amendments adjust for the receipt of 
additional grants 

Administration XX XX Significant anticipated revenues contingent on final FEMA audits, 
they are behind.  Last two FEMA projects not yet completed.  
Budget currently over executed due to early year onetime 
expenses.  Budget is anticipated to be 100% executed.. 

Community  
Outreach 

On 
Track 

On 
Track 

No issues.       

Parks 
Advocacy 

XX On 
Track 

Camping revenues at Jester ahead of budget projection, others on 
track.  Seasonal employees budget under execution will be 
applied to Administration over execution.             

Construction 
Maintenance 

On 
Track 

XX Extra help 83% executed.  Supply category 83% executed, Other 
services category 76% executed.  Working to adjust remaining 
budget and expenditures.  Remaining expenditures must be 
monitored closely to stay within budget.         

Equestrian 
Center 

XX  XX Budget adjustment processed for slight increase in revenues.  
Extra help 79% executed.  Supply category 84% executed, Other 
services category 58% executed.  Remaining expenditures will be 
monitored closely to stay within budget.      

    
       
ACTIVE GRANTS 
A recapitulation of currently open grants is attached.  Polk County Conservation continues to 
aggressively seek grant opportunities for projects and programs within the core competencies and long 
term goals of the department. 
 
 
 
ATTACHMENTS   



31-Mar-10
Budget Actual Activity to Date

PAU Radio 3,800.00 3,705.75
JP #6 add water, electric 5,000.00
CBG JP NR shop area radiant heaters 7,500.00 3,314.56
YB TM CBG on demand water heaters 17,500.00 11,904.20
JP Residence Exterior 13,500.00 11,750.53
CBG longhouse, roof seal, ext siding int floor 1,500.00 916.44
CBG longhouse septic 47,625.00 43,754.10
PAU park and trail signage 10,000.00 2,130.00
Joe Boyles Salary Wildlife Research 30,587.00 22,293.92
EE REAP Grant distribution Podcasts 18,054.00 17,212.79
EE REAP Grant distribution Guide by Cell 9,793.00 8,833.00
EL outlet control renovation prior year 5,000.00
FDM replace 12" pipe prior year 5,000.00
Rental cabins prior year 45,823.00
CBG Wildlife studies prior year 1,008.00 616.55
CBG studies on effect of grazing/haying py 5,000.00 1,362.00
YB Entry sign and kiosk prior year 1,000.00 644.84
traffic signal 56th/GLW prior year 4,500.00 4,500.00
parking lot 56th/GLW prior year 4,200.00 4,200.00
Yellow Banks Pit Latrine  23,500.00
Brown's Wood land purchase bid 0.00 950.00
CBG wildlife studies 5,000.00
TOTAL EXPENDITURES 264,890.00 138,088.68
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Enterprise Through Cons Reserve Budget Actual Activity to Date
Roads-Asphalt Overlay 100,000.00 93,988.95
YB #1 electric upgrade and site improvements 68,500.00 71,962.46
EM Building addition 63,000.00 62,963.97
TM shop breakroom/restroom/office 15,000.00 14,182.38
EC ADA entrance and overhang 54,500.00 54,448.69
Chichaqua Land Purchase         73,400.00 73,327.04
Chichaqua garage/tornado ADA Access 30,000.00
CBG longhouse, roof seal, ext siding int floor 25,000.00 24,848.40
TM Pond renovation study prior year and amend 
20k+20K 40,000.00
EC Paddock resurfacing prior year 1,635.00 1,630.34
YB /JESTER park upgrades prior year 700.00 700.00
CMO Bobcat purchase 18,000.00
Mally's playground prior year 25,000.00
GLW Trail Match prior year         82,315.00

597,050.00 398,052.23

S:\Board Meeting Items\2010\April 2010\Writeups\REAP and Infrastructure expenditures through 3-31-2010



Section Grant amount of grant
Trails - Des Moines Water Trail National Recreational Trails 25,135.00
Trails - Equestrian Center Federal Recreational Trails 137,343.00
Trails - High Trestle Trail Transportation Enhancement DOT+earmark 5,932,000.00
Trails - High Trestle Trail Transportation Enhancement DOT 750,000.00
Trails - High Trestle Trail State Recreational Trails DOT -Boone County grant 565,960.00
Trails - High Trestle Trail Economic Development Vision Iowa 1,750,000.00
Trails - High Trestle Trail Scenic Overlook Statewide TE 140,000.00
Trails - Gay Lea Wilson Neal Smith to Ankeny State Recreational Trail Grant 690,000.00
Trails - Gay Lea Wilson Neal Smith to Ankeny Transportation Enhancement DOT 411,309.00
Trails - Gay Lea Wilson Ankeny to Des Moines State Recreational Trail Grant Acquisition and construction 796,800.00
Trails - Gay Lea Wilson Ankeny to Des Moines Transportation Enhancement DOT 100,000.00
Trails - Gay Lea Wilson Carney Marsh to Aurora Transportation Enhancement DOT share w/Ankeny PCC sh 101,250.00
Trails - Trestle to Trestle Transportation Enhancement DOT 636,750.00
Trails - Trestle to Trestle State Recreational Trails DOT 346,739.00
Environmental Education kid fishing Isaac Walton League Nature Friends 3,000.00
Environmental Education videocasts/PSA Iowa Natural Resources - REAP Education grant 20,060.00
Environmental Education/guide by Cell Iowa Natural Resources - REAP Education grant 19,586.00
Environmental Education fitness program Polk Health Department- Polk County Health Department 12,111.00
Natural Resources Improve pond TM Iowa Water Improvement Board IA Dept of Agriculture 246,920.00
Natural Resources TM Timber stand improvement TM Timber Stand Improvement Iowa Dept of Ag/Soil Con 3,435.00
Natural Resources Mally's Stream Barbs Mally's Stream Barbs Soil and Water Cons District 13,000.00
Natural Resources obtain Shaw property Iowa Natural Resources - REAP Land purchase grant 258,860.00
PAU Fish Habitat Program Fish Habitat Thomas Mitchell 13,940.00
Equestrian Center Meredith Foundation At risk 500.00
Equestrian Center Iowa Horse Council 300.00
Equestrian Center At Risk youth Prairie Meadows Community Betterment 7,680.00

Natural Resources/Construction/Eques Cntr/Trails

FEMA and State Emergency Management Dept-  
worksheet for 33 projects from Jun 2008, three still active 
federal 90% state 10% reimbursement, one completed 458,000.00

Various--Great Outdoors Fund EC scholarships/busses/land/Ask Naturalist 31,820.00

Total 13,472,498.00

The dollar amounts listed above are dollars awarded under the various grants listed.  These active grants are currently open
and are in all phases of the grant life cycle.  Some grants have had no fund drawdowns, and the project has not yet started.
For other grants we are submitting monthly or quarterly draws, and for some grants we are awaiting final reimbursement.

GOF  guide by cell 2,000/GDM trail map 2,000/Ask Naturalist 2,800/EC scholorships 1,370/bus trips 2,400/
IWILL 1,000/TM fish hab 1,000/NAWCA 2,500/Green Arts 750/Bison Elk 5,000/TV marketing 7,000/CBG play 1,000
Wildlife blind CBG 1,500/ CBG wildlife studies 1,500  = 31,820

Polk County Conservation Active Grants as of 4-1-10
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