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Baldwin County Commission 

Regular

October 1, 2019Meeting Agenda

                  All supporting documentation for the agenda can be viewed in the File ID link of each

                  item.  Revisions to agenda items or supporting documentation made after the

                  initial publication are denoted by an asterisk.

                  Public hearings commence at 8:30 AM.

A WELCOME, INVOCATION AND PLEDGE OF ALLEGIANCE

                  Welcome by Charles F. Gruber, Chairman

                  Invocation by Pastor Brian Wade of Loxley Church of God

                  Pledge of Allegiance

ADOPTION OF MINUTES

                  August 27, 2019, Budget Deliberations

                  September 20, 2019, Regular Meeting

B CONSENT

BA ADMINISTRATION

BRATS - Baldwin Regional Area Transit System Request from the 68th 

AAA Gun Battalion

19-2130BA1

BRATS - Authorization to Auction One (1) Baldwin Regional Area 

Transit System Vehicle on Govdeals.com

19-2127BA2

BRATS - Contract for Professional Services between the Baldwin 

County Commission and Courtney & Morris Appraisals, Inc., for 

Preparation of Rent Analysis Report for Baldwin Regional Area Transit 

System

19-2128BA3

BRATS - Contract for Professional Services between the Baldwin 

County Commission and Wilkins Miller, LLC, for Preparation of a 

National Transit Database (NTD) Independent Auditors Statement of 

Financial Data

19-2129BA4

City of Foley - Annexation Notification 19-1950BA5

City of Robertsdale - Annexation Notification 19-2137BA6

Baldwin County Commission District No. 4 Planning (Zoning) District 

Board of Adjustment (Greater South Baldwin County Area) - Board 

Resignations

19-2144BA7

Perdido Bay Water, Sewer and Fire Protection District - Board 

Appointment

19-2123BA8
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Resolution #2020-006 - Appropriation for the 15th Annual Day of 

Thanks Public Breakfast on November 26, 2019

19-2136BA9

Resolution #2020-010 - Appropriation from the Commission 

Discretionary Fund - Mobile Bay Area Veterans Day Commission, Inc.

19-2146BA10

Consideration for Rescheduling and Cancelling Certain Baldwin County 

Commission Meetings in November 2019 and December 2019

19-2145BA11

BB ANIMAL CONTROL

Adoption Partner Agreement between Baldwin County Commission 

(Animal Shelter) and PetSmart Charities, Inc.

19-2154BB1

Baldwin County Trap-Neuter-Return (TNR) - Renewal of Happy Acres 

Veterinary Clinic and Animal Medical Center Agreements

19-2149BB2

BC ARCHIVES AND HISTORY

Request from Baldwin County High School - Cross Country 

Championships Event at Bicentennial Park

19-2151BC1

BD BUDGET/PURCHASING

Baldwin County Courthouse Christmas Decorations 19-2112BD1

Contract Extension for Professional Services to Support IBM I Servers 

(AS400) for the Baldwin County Commission

19-2113BD2

Lease of One (1) Postage Machine for the Baldwin County Sheriff’s 

Office Located in Bay Minette, Alabama

19-2115BD3

Request for Proposals (RFP) for Inmate and Juvenile Medical Services 

Program for the Baldwin County Corrections Center and Juvenile 

Detention Facility

19-2116BD4

Amendments to Baldwin County Commission Policy #8.16 - Taxpayer 

Installment Agreement/Payment Plan Agreement

19-2138BD5

BG COMMUNICATIONS/INFORMATION SYSTEMS (CIS)

Transfer a 2011 Ford F-250 Super Duty Pickup Truck from 

Communications Information Systems Department to Emergency 

Management Agency

19-2121BG1

BI ELECTED OFFICIALS

Renewal of IncomeWorks Software License Agreement 19-2120BI1
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BK ENVIRONMENTAL MANAGEMENT

Approval of Renewal Application for Certificate of Exception from 

Garbage Pick-Up

19-2148BK1

BL FINANCE AND ACCOUNTING

Association of County Commissions of Alabama (ACCA) Workers’ 

Compensation Self Insurers’ Fund- Continuance of Coverage

19-2119BL1

BM HIGHWAY

Bridge Replacement and Approaches on Fred Dugger Road - 

Permission to Advertise

19-2131BM1

County Information Management System (CIMS) User License 

Agreement with Diversified Computer Services

19-2135BM2

County Road 64 Capacity Improvement Project - Resolution #2020-011 

and Letter of Intent to Use Federal Funds

19-2132BM3

Delta Dash Live Oak Challenge - Request for Assistance 19-2109BM4

License Agreement No. 19018 - McIntyre Street Right-of-Way 19-2134BM5

Traffic Signal Installation at the Intersection of County Road 34 (Old 

Battles Road) and U.S. Highway 98 - Permission to Advertise

19-2133BM6

Execution of IRS Form 8283 for a Donated Right-of-Way on Project 

No. 0222211 - Brewer Road from County Road 65 to Poser Road 

(Tract 5)

19-2140BM7

Execution of IRS Form 8283 for a Donated Right-of-Way on Project 

No. 0222211 - Brewer Road from County Road 65 to Poser Road 

(Tract 12)

19-2141BM8

Execution of IRS Form 8283 for a Donated Right-of-Way on Project 

No. 0222211 - Brewer Road from County Road 65 to Poser Road 

(Tract 13)

19-2142BM9

BO PERSONNEL

Archives Department - Transfer of Employee to Archives Specialist 

Position

19-2093BO1

Highway Department (Maintenance) - Employment of Two (2) 

Engineering Technician I Positions

19-2091BO2
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Highway Department (Subdivision) - Employment of One (1) 

Construction Development Manager

19-2110BO3

Juvenile Detention Center - Position Changes 19-2094BO4

Personnel Department - Employment of One (1) Administrative Support 

Specialist I

19-2090BO5

Solid Waste Department (Collections) - Employment of One (1) Solid 

Waste Driver I Position

19-2092BO6

Baldwin County Employee Health and Wellness Incentive Program 19-2124BO7

Employee Assistance Plan (EAP) Consideration - Award to Vendor 19-2125BO8

Life, Accidental Death & Dismemberment, Short- and Long-Term 

Disability and Vision Insurances Consideration - Award to Vendor

19-2122BO9

BP PLANNING AND ZONING

Community Rating System (CRS) Program Re-certification 19-2153BP1

C PRESENTATIONS

CA GENERAL

Employee Service Award Pins Presentation 19-2095CA1

Proclamation - Archives Month - October 2019 19-1958CA2

Proclamation - Customer Service Week - October 7-11, 2019 19-2069CA3

D PUBLIC HEARINGS

E COMMITTEE REPORTS

EA FINANCE/ADMINISTRATION DIVISION

Payment of Bills 19-2106EA1

Notification of Interim Payments Approved by Clerk/Treasurer as 

Allowed Under Policy 8.1

19-2107EA2

EB ROAD AND BRIDGE DIVISION

F ELECTED OFFICIAL REQUESTS

G OTHER STAFF RECOMMENDATIONS
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GA ADMINISTRATION

Counsel for the Baldwin County Commission (County Attorney) - 

Considerations Related to Contract for Services

19-2118GA1

H COMMISSIONER REQUESTS

I ADDENDA

IA GENERAL

Approval of Organizational Charts and Position Descriptions 19-2163IA1

J ADMINISTRATIVE REPORT

K COUNTY ATTORNEY'S REPORT

L ANNOUNCEMENTS

M PUBLIC COMMENTS

N PRESS QUESTIONS

O COMMISSIONER COMMENTS

P ADJOURNMENT
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Baldwin County Commission

Agenda Action Form

File #: 19-2130, Version: 1 Item #: BA1

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Wayne Dyess, County Administrator
Submitted by: Matthew Brown, BRATS Director; Amanda Thweatt, Scheduler
______________________________________________________________________

ITEM TITLE
BRATS - Baldwin Regional Area Transit System Request from the 68th AAA Gun Battalion

STAFF RECOMMENDATION
Approve the use of two (2) Baldwin Regional Area Transit System (BRATS) buses for transportation
for the Veterans and their families from The Lodge in Gulf Shores Park to 33599 County Road 112 in
Gateswood, Alabama (Waters Homestead) for a cookout and bird show on Friday October 18, 2019
for an approximate cost to the Commission of $852.00.

BACKGROUND INFORMATION

Previous Commission action/date:  N/A

Background:  Transportation is needed for members of the 68th AAA Gun Battalion and their families
to a cookout and bird show at the Waters Homestead in Gateswood, Alabama on Friday October 18,
2019 at an approximate cost of $852.00.

FINANCIAL IMPACT

Total cost of recommendation: $852.00

Budget line item(s) to be used:   TBD - staff recommendation is 51105.5290

If this is not a budgeted expenditure, does the recommendation create a need for funding?
N/A

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
N/A

Baldwin County Commission Printed on 9/26/2019Page 1 of 2

powered by Legistar™

http://www.legistar.com/


File #: 19-2130, Version: 1 Item #: BA1

Reviewed/approved by:  N/A.

Additional comments:  N/A

ADVERTISING REQUIREMENTS
..
Is advertising required for this recommendation?  N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  Dates of this event are October
17-19, 2019.

Individual(s) responsible for follow up:  BRATS staff will coordinate, Schedule and bill for transit
service

Action required (list contact persons/addresses if documents are to be mailed or emailed):
N/A

Additional instructions/notes:  N/A

Baldwin County Commission Printed on 9/26/2019Page 2 of 2

powered by Legistar™
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Baldwin County Commission

Agenda Action Form

File #: 19-2127, Version: 1 Item #: BA2

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Wayne Dyess, County Administrator
Matthew Brown, BRATS Director of Transportation
Submitted by: Chandra Middleton, Assistant Director of Transportation
______________________________________________________________________

ITEM TITLE ..Title

BRATS - Authorization to Auction One (1) Baldwin Regional Area Transit System Vehicle on
Govdeals.com

STAFF RECOMMENDATION
Approve Baldwin Regional Area Transit System (BRATS), through the Clerk Treasurer, to auction one
(1) 2004 County Bus, VIN 4UZAACBW34CM56143, with a mileage of 83,712 on Govdeals.com at a
minimum bid price of $1,500.00 with allowable bids in $250.00 increments.

BACKGROUND INFORMATION

Previous Commission action/date:  N/A

Background:  County Bus #11, a 2004 Goshen Euro Shuttle Freightliner transit vehicle, is being
requested for auction on Govdeals.com.  The bus is no longer reliable for service and has no federal
requirements for disposal.  The BRATS bus has 35 seats and 83,712 miles.

FINANCIAL IMPACT

Total cost of recommendation:  Auction proceeds are estimated to be approximately $6,000.00 -
$10,000.00.

Budget line item(s) to be used:  103.61200

If this is not a budgeted expenditure, does the recommendation create a need for funding?
N/A

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
N/A

Baldwin County Commission Printed on 9/26/2019Page 1 of 2

powered by Legistar™
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File #: 19-2127, Version: 1 Item #: BA2

Reviewed/approved by:  N/A

Additional comments:  N/A

ADVERTISING REQUIREMENTS
..
Is advertising required for this recommendation?  N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:  Makayla Shiver, Accounting and
Chandra Middleton, BRATS Assistant Director of Transportation.

Action required (list contact persons/addresses if documents are to be mailed or emailed):
Makayla Shiver, in Accounting will coordinate the auctioning of these vehicles thru Govdeals.com.

Chandra Middleton, Assistant Director of Transportation will provide required documentation to
accounting for the auction.  BRATS will also prepare the vehicles for auction, pick up, and show the
vehicles to bidders upon bidders request at the Robertsdale BRATS main office.

Additional instructions/notes:  N/A

Baldwin County Commission Printed on 9/26/2019Page 2 of 2
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Baldwin County Commission

Agenda Action Form

File #: 19-2128, Version: 1 Item #: BA3

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Wayne Dyess, County Administrator
Submitted by: Matthew Brown, BRATS Director of Transportation
______________________________________________________________________

ITEM TITLE
BRATS - Contract for Professional Services between the Baldwin County Commission and Courtney
& Morris Appraisals, Inc., for Preparation of Rent Analysis Report for Baldwin Regional Area Transit
System

STAFF RECOMMENDATION
Take the following actions:

1. Approve a Contract for Professional Service between the Baldwin County Commission and
Courtney & Morris Appraisals, Inc., for preparation of rental analysis report for Baldwin Regional Area
Transit. The term of said contract shall commence immediately upon the same date as its full
execution and shall terminate upon the expiration of six (6) months; and

2. Authorize the Chairman to execute the attached contract and any other related documents.

BACKGROUND INFORMATION

Previous Commission action/date:  At the August 6, 2019, Regular Meeting the Commission
authorized Baldwin Regional Area Transit System (BRATS) to solicit quotes from professional
appraisers to prepare a rent analysis/report for BRATS real estate.

Background:  The Federal Transit Administration allows grant recipients to utilize an in-kind match
as part of their local funding. For real estate to qualify as in-kind match, it must be appraised.  BRATS
would like to hire a professional appraiser to determine the rental values for the following locations:

• Bay Minette BRATS Office
• Fairhope BRATS Hub & Office (ground lease only)
• Robertsdale BRATS Hub & Office (ground lease only)
• Foley BRATS Office

BRATS sent out a solicitation for quotes on August 20, 2019.  Courtney & Morris Appraisals, Inc., was
the lowest responsive bidder at $3,275.

Baldwin County Commission Printed on 9/26/2019Page 1 of 3

powered by Legistar™
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File #: 19-2128, Version: 1 Item #: BA3

FINANCIAL IMPACT

Total cost of recommendation:  $3,250 -- 80% of which will be reimbursed by ALDOT.

Budget line item(s) to be used:  51930.5150

If this is not a budgeted expenditure, does the recommendation create a need for funding?

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
N/A - Standard County Contract

Reviewed/approved by:  N/A

Additional comments:  N/A

ADVERTISING REQUIREMENTS
..
Is advertising required for this recommendation?  N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:  Administration Staff & BRATS Staff

Action required (list contact persons/addresses if documents are to be mailed or emailed):

1) BRATS Staff will secure three (3) original contracts executed by Courtney & Morris Appraisal, Inc.,
and provide to Administration Staff.

2) Administration Staff will obtain the Chairman’s signature for the contract and witness and notarize
in appropriate area.

6) Administration Staff will forward a fully executed original to Courtney & Morris Appraisals, Inc. and
a copy to BRATS Assistant Director, Chandra Middleton.

Courtney & Morris Appraisals, Inc.
ATTN: Mr. Jim Faulkner

Baldwin County Commission Printed on 9/26/2019Page 2 of 3

powered by Legistar™

http://www.legistar.com/


File #: 19-2128, Version: 1 Item #: BA3

8477-A Co. Rd. 64, Unit 4
Daphne, Alabama 36526

7) BRATS bookkeeping will coordinate invoicing and payment.

Additional instructions/notes:  N/A

Baldwin County Commission Printed on 9/26/2019Page 3 of 3
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State of Alabama) 

 

County of Baldwin) 

 

CONTRACT FOR PROFESSIONAL SERVICES 

 

  This Contract for Professional Services is made and entered into by and between the County of 

Baldwin (hereinafter called “COUNTY”) acting by and through its governing body, the Baldwin County 

Commission and Courtney & Morris Appraisals, Inc., (hereinafter referred to as “PROVIDER”). 

 

WITNESSETH: 

 

Whereas, the COUNTY manages the Baldwin Reginal Area Transit System (BRATS), which is a 

federally funded public transportation provider; and 

 

 Whereas, the COUNTY provides, at no fee, some of the real estate and facilities necessary for BRATS 

operations as described in Attachment A (hereinafter referred to as “BRATS Properties”) and wishes to utilize 

the rental value of these as in-kind match for the federal funds used in its transit program; and 

 

 Whereas, the Alabama Department of Transportation (ALDOT) administers the public transit grant 

funding for BRATS and requires a rent analysis/report be prepared by a licensed appraiser before real property 

can be utilized as in-kind match; and 

 

Whereas, the COUNTY solicited three quotes for professional appraiser services and PROVIDER 

submitted the lowest responsive quote. 

 

NOW, THEREFORE, in consideration of the premises and the mutual covenants herein contained, 

the sufficiency of which being hereby acknowledged, PROVIDER and COUNTY do hereby agree as follows: 
 

I. Definitions. The following terms shall have the following meanings: 

 

      A.  COUNTY:        Baldwin County, Alabama 

 

       B.  COMMISSION:      Baldwin County Commission 

 

      C.  PROVIDER:        Courtney & Morris Appraisals, Inc. 

 

        

II. Obligations Generally.  The COUNTY hereby retains, and the PROVIDER 

agrees to perform for the COUNTY, those professional services as 

hereinafter set forth. This document shall serve as the binding contract for 

the services of PROVIDER.   PROVIDER shall immediately commence 

performance of the services outlined herein upon full execution of this 

Contract. All work shall be commenced and completed in a timely manner 

as, and at the times, herein set out. 

 

III. Recitals Included.  The above recitals and statements are incorporated as 

part of this Contract, and shall have the effect and enforceability as all other 

provisions herein.  

 

IV. Professional Qualifications.  For the purpose of this Contract, the 

PROVIDER represents and warrants to the COUNTY that it possesses the 

professional, technical, and administrative personnel with the specific 

experience and training necessary to provide the professional services 

required herein. 
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V. No Prohibited Exclusive Franchise.  The COUNTY neither perceives nor 

intends, by this Contract, a granting of an exclusive franchise or violation of 

Art. I, Section 22 of the Alabama Constitution.  

 

VI. Representation/Warranty of Certifications, Etc.  PROVIDER represents and 

warrants that PROVIDER is presently certified, licensed and otherwise 

permitted under all necessary and applicable laws and regulations to perform 

the services herein, and that PROVIDER shall renew, maintain, and 

otherwise ensure that all such certifications, licenses, and permits are current 

and valid, without interruption, for and through completion of the 

services.  The representation and warranty aforesaid is a material 

inducement to the COUNTY in entering this Contract, and the parties agree 

that the breach thereof shall be deemed material at the County’s option.  

 

VII. Legal Compliance.  PROVIDER shall at all times comply with all applicable 

federal, State, local and municipal laws and regulations. 

 

VIII.  Independent Contractor.  PROVIDER acknowledges that it is an 

independent contractor, and PROVIDER shall at all times remain as such in 

performing the services under this Contract.  PROVIDER is not an 

employee, servant, partner, or agent of the COUNTY and has no authority, 

whether express or implied, to contract for or bind the COUNTY in any 

manner. The parties agree that PROVIDER shall be solely responsible for 

and shall have full and unqualified control over developing and 

implementing its own means and methods, as it deems necessary and 

appropriate in providing the aforementioned services, and that the 

COUNTY’s interests herein are expressly limited to the results of said 

services. PROVIDER is not entitled to unemployment insurance benefits, 

and PROVIDER is responsible for and obligated to pay any and all federal 

and state income tax on any monies paid pursuant to this Contract. 

 

              IX.       No Agency Created.  It is neither the express nor the implied  

  intent of PROVIDER or COUNTY to create an agency relationship  

              pursuant to this Contract.  Therefore, the PROVIDER does not in 

   any manner act on behalf of COUNTY, and the creation of such a  

              relationship is prohibited and void. 

 

X. Unenforceable Provisions.  If any one or more of the provisions contained 

herein shall, for any reason, be held to be invalid, illegal or unenforceable in 

any respect, then such provision or provisions shall be deemed severable 

from the remaining provisions hereof, and such invalidity, illegality or 

unenforceability shall not affect any other provision hereof.  This Contract 

shall be construed as if such invalid, illegal or unenforceable provision had 

never been contained herein. 

 

XI. Entire Agreement.  This Contract represents the entire and integrated 

agreement between COUNTY and PROVIDER and supersedes all prior 

negotiations, representations, or agreements, either written or oral.  This 

Contract may be amended only by written instrument signed by all parties. 

 

 

XII. Failure to Strictly Enforce Performance.   The failure of the COUNTY to                     

insist upon the strict performance of any of the terms, covenants, agreements 

and conditions of this Contract shall not constitute, and shall never be 

asserted by PROVIDER as constituting, a default or be construed as a 

waiver or relinquishment of the right of the COUNTY to thereafter enforce 

 any such term, covenant, agreement, or condition, but the same shall continue 

 in full force and effect. 

 



 

3 
 

 XIII.    Assignment. This Contract or any interest herein shall not be assigned 

 transferred or otherwise encumbered by PROVIDER without the prior 

 written consent of the COUNTY, which may be withheld or granted in the 

 sole discretion of the COUNTY.  

 

XIV.   Ownership of Documents/Work.  The COUNTY shall be the owner of all 

 copyright or other intellectual property rights in reports, documents and 

 deliverables produced and paid for under this Contract, and to the extent  

 permitted by Alabama law, any such material may be reproduced and reused 

 at the discretion of the COUNTY without payment of further consideration. 

 PROVIDER shall not transfer, disclose, or otherwise use such information for 

 any purpose other than in performance of the services hereunder, without the 

 COUNTY’s prior written consent, which may be withheld or granted in the 

 sole discretion of the COUNTY.  

 

 XV.     Notice.  Notice required herein shall be in writing, unless otherwise 

            allowed, and said notice shall be deemed effective when received at the 

            following addresses: 

 

   PROVIDER:  Courtney & Morris Appraisals, Inc.,  

      8477-A Co. Rd. 64, Unit 4 

      Daphne, AL 36526 

      ATTN: Jim Faulkner 

           

   COUNTY:  Baldwin County Commission 

      c/o Chairman 

  312 Courthouse Square 

      Suite 12 

      Bay Minette, AL 36507 

 

XVI. Services to be Rendered.  PROVIDER is retained by the COUNTY as a  

professionally-qualified contractor.  The general scope of work for the 

services shall include all the terms and Conditions of the “BALDWIN 

COUNTY COMMISSION REQUEST FOR QUOTES,” the same being 

attached hereto expressly incorporated herein by reference, and without 

limitation will encompass: 

 

“All provision and conditions and/or specifications listed/stated in the 

BALDWIN COUNTY COMMISSION REQUEST FOR QUOTES for 

the Baldwin County Commission.”     

                                          

A. PROVIDER will provide ongoing communications with COUNTY 

regarding this service, including updates, emails and etc. as requested. 

Additionally, PROVIDER will meet with COUNTY as needed or 

requested. 

 

B. PROVIDER is responsible for the professional quality, technical 

accuracy, timely completion and coordination of all services furnished 

by or in relation to this Contract.  

 

C. PROVIDER represents and warrants that its services shall be performed 

within the limits and standards provided by the COUNTY, in a manner 

consistent with the level of care and skill ordinarily exercised by similar 

providers under similar circumstances at the time the services are 

performed. 

 

  XVII.   General Responsibilities of the COUNTY. 
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A. The COUNTY shall provide reasonable notice to PROVIDER whenever 

the COUNTY actually observes or otherwise actually becomes aware of 

any development that affects the scope or time of PROVIDER’s services 

hereunder or any defect or nonconformance in the work of PROVIDER.  

 

B. The COUNTY shall pay to PROVIDER the compensation as, and  

subject to the terms set out below. 

 

  XVIII. Termination of Services.  The COUNTY or PROVIDER may terminate 

                this contract, with or without cause or reason, by giving thirty (30) days 

 written notice of such to the other party. Upon receipt of such notices, 

 PROVIDER shall discontinue its work to the extent specified in the notice.  

 

 In the event of termination, the COUNTY shall pay PROVIDER for all 

 services satisfactorily rendered, and for any expenses deemed by COUNTY 

 to be a reimbursable expense incurred pursuant to this Contract and prior to 

 the date of termination.  

 

 XIX.    Compensation Limited.  The compensation to be paid to the PROVIDER 

 shall be the full compensation for all work performed by PROVIDER under 

 this Contract.  Any and all additional expenditures or expenses of 

 PROVIDER, not listed in full within this Contract, shall not be considered as 

 a part of this Contract and shall not be demanded by PROVIDER or paid by 

 COUNTY.    

 

XX.   Direct Expenses. Compensation to PROVIDER for work shall be paid per 

the Bid Item Sheet in the “BALDWIN COUNTY COMMISSION 

REQUEST FOR QUOTES,” the same being attached hereto. Said 

compensation shall be all inclusive, including without limitation, 

reimbursement of all cost, incidentals and operating expense associated with 

those directly engaged in performance of the requested services. 

 

 XXI.  Method of Payment.  PROVIDER shall submit invoices to the COUNTY for 

 payment for work performed.  Such invoice shall be accompanied by a 

 detailed account of compensation to be paid PROVIDER. 

 

  Payment shall be made by the COUNTY within thirty (30) days of the 

 approval of the invoice submitted by the PROVIDER. The COUNTY agrees 

 to review and approve invoices submitted for payment in a timely manner.  

 

 XXII.    Effective and Termination Dates. This Contract shall be effective for six (6) 

 months and commence immediately upon the same date as its full execution 

 and same shall terminate upon both the expiration of six (6) months or either 

 by giving thirty (30) days written notice of such to the other party.  [Nothing 

 herein stated shall prohibit the parties from otherwise terminating this 

 Contract according to the provisions herein.]   

 

 XXIII.  Force Majeure. The Parties hereto shall incur no liability to the other if 

 performance becomes impossible or impracticable by reason of an event or 

 effect that the parties could neither have anticipated nor controlled.  This 

 allowance shall include both an act of nature and acts of third parties. Any 

 costs that would otherwise be incurred and/or necessitated by the provisions 

 herein shall be alleviated for either party by such event or effect.  

 

 XXIV.  Indemnification.  PROVIDER shall indemnify, defend and hold County, and 

 its Commissioners, affiliates, employees, agents, and representatives 

 (collectively referred to in this Section XXIV as “COUNTY”) harmless 

 from and against any and all claims, demands, liabilities, damages, losses, 

 judgments, costs, and expenses including, without limitations, attorneys’ 
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 fees, and costs, for any and all personal injury (including death) and property 

 damage of any kind or nature whatsoever, incurred by, asserted against, or 

 imposed upon COUNTY, as a result of or in any manner related to provision 

 of services hereunder, or any act or omission, by PROVIDER.  PROVIDER 

 shall provide the COUNTY with proof of general liability coverage 

 including the COUNTY as an additional insured.  This indemnification shall 

 survive the expiration or termination of this Contract. 

 

 XXV.   Number of Originals.  This Contract shall be executed with three (3) 

 originals, each of which are equally valid as an original. 

 

 XXVI:  Governing Law:  This Contract in all respects, including without limitation 

 its formation, validity, construction, enforceability and available remedies, 

 shall be governed by the laws of the State of Alabama, without regard to 

 Alabama conflict of law principles. 

 

 XXVII: Insurance:  Prior to performing services pursuant to this Contract, Provider 

 shall carry, with insurers satisfactory to County, throughout the term of 

 hereof, Auto Liability Insurance, including owned, hired and non-owned 

 vehicles, with limits of not less than $1,000,000, combined single limit, for 

 both bodily injury liability and   property damage liability each occurrence; 

 Commercial General Liability Insurance, including all contractual liability 

 hereunder, with limits not less than $1,000,000, combined single limit, for 

 both bodily injury liability and property damage liability each occurrence; 

 and Worker’s Compensation Insurance, meeting the statutory limits of the 

 State of Alabama and Employer’s Liability Insurance fully covering all 

 employees and supervisors participating in the work at the subject property 

 site.  All liability insurance shall name the County as an additional insured.  

 Prior to commencing operations hereunder, a Certificate of Insurance 

 evidencing such coverage, satisfactory to County, shall be furnished to 

 County, which shall specifically state that such insurance shall provide for at 

 least ten (10) days’ notice to County in the event of cancellation, termination 

 or any change in such insurance policies.  The worker’s compensation 

 certificate shall bear an endorsement clearly evidencing a waiver of the right 

 of subrogation against County and County Representatives.  Should Provider 

 fail to furnish current evidence upon demand of any insurance required 

 hereunder, or in the event of cancellation, termination or change in any such 

 insurance, County may, at its option, suspend this Contract until insurance is 

 obtained, terminate this Contract immediately without further action, or hold 

 Provider in material default and pursue any and all remedies available. 

 

 

 IN WITNESS WHEREOF, the parties hereto have executed this Contract on the last day of 

execution by the COUNTY as written below.  

 

 

NOTARY AND SIGNATURE PAGE TO FOLLOW 
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COUNTY       ATTEST: 

 

     /          /  

CHARLES F. GRUBER, Chairman /Date      WAYNE DYESS,             /Date    

       County Administrator      

 

 

  State of Alabama ) 

 

  County of Baldwin ) 

 

I,      , a Notary Public in and for said County, in said State, hereby 

  certify that, Charles F. Gruber, whose name as Chairman of Baldwin County Commission, and 

  Wayne Dyess, whose name as County Administrator, are known to me, acknowledged  

  before me on this day that, being informed of the contents of the Contract for Professional Services,  

  they, as such officers and with full authority, executed same knowingly and with full authority to do so 

  on behalf of said Commission. 

 

 GIVEN under my hand and seal on this the                 day of                          , 2019. 

       

       ______________________________ 

       Notary Public 

       My Commission Expires 

 

 

 PROVIDER: 

 

  Courtney & Morris Appraisals, Inc., 

 

_                                            /___________ 

By __________________________/Date 

Its ______________________________ 

 

            

 

State of _______________) 
County of __________) 
 

 I,                                          , Notary Public in and for said County and State, hereby certify that 

____________________ as ________________ of Courtney & Morris Appraisals, Inc., whose name is signed 

to the foregoing in that capacity, and who is known to me, acknowledged before me on this day that, being 

informed of the contents of the foregoing, he executed the same voluntarily on the day the same bears date for 

and as an act of said Courtney & Morris Appraisals, Inc. 

                                       

 GIVEN under my hand and seal on this the                 day of                          , 2019. 
 
         
                                                             
_____________________________                                                                                 
                                                                       ______________________________ 

       Notary Public 

                      My Commission Expires 
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BALDWIN COUNTY COMMISSION 

REQUEST FOR QUOTES 
  

Quotes will be received by the Baldwin Regional Area Transit System (BRATS), Matthew 

Brown, Director of Transportation, by 3:30 P.M., Friday, August 30, 2019, for Procurement of 

Professional Appraisal Services for Preparation of Rent Analysis/Report for BRATS Real Estate. 

 

Mr. Brown can be reached by phone, (251) 972-8576 or email 

matthew.brown@baldwincountyal.gov. If quotes are not received by the stated time and day, they 

will be considered non-responsive. 

 

SPECIFICATIONS 

These specifications shall be construed as minimum.  All integral parts not specifically mentioned 

in the scope of these specifications that are necessary to provide a complete final product shall be 

furnished. 

 

Bidders shall give a price as indicated on the Bid Response Form.   

 

BIDDERS QUALIFICATIONS 

     The County may make such investigations as they deem necessary to determine the ability of 

the bidders to furnish to the County all such information and data for this purpose as the County 

may request.  The County reserves the right to reject any bid if the evidence submitted, or 

investigation of such bidder, fails to satisfy the County that such bidder is properly qualified to 

carry out the obligations of the contract and to furnish all materials contemplated therein.  

Conditional bids will not be accepted. 

 

     All Bidders, must be in, and remain, and by submitting a bid represent that they are and will 

remain, in compliance with all applicable Federal, Alabama State, County and municipal laws, 

regulations, resolutions and ordinances.  In particular, and without limitation, all bidders must be 

and remain licensed and permitted in accordance with The Code of Alabama Title 10, concerning 

corporations doing business within Alabama, Title 34, dealing with licensing for businesses, and 

Title 40, concerning licenses and taxation, unless otherwise exempt.  All bidders shall be prepared 

to timely submit to the County non- confidential evidence or documentation demonstrating that 

they are presently licensed and permitted under Alabama law.  Such confidential evidence or 

documentation is encouraged to be submitted with the Bid Package. 

 

     All bidders must provide proof of proper certification of authority, and any required 

registration, to transact business in this State, in order to perform work for the Baldwin 

County Commission.  Bidder’s Registration Number shall be provided on the Bid Response 

Form.  The phone number for the Alabama Secretary of State is (334) 242-5324, Corporate 

Division. 

 

     All vendor, contractors, and grantee are required to comply with the Alabama 

Immigration Law under Sections 31-13-9(a) and (b) of the Code of Alabama.  Information 

and forms can be found on the Baldwin County Commission’s Purchasing website under E-

Verify at www.baldwincountyal.gov  All bidders should submit with their bid response the 

completed E-Verify package which can be downloaded from the Purchasing website 

www.baldwincountyal.gov 
             

The bidder expressly acknowledges, to and for the benefit of the Baldwin County 

Commission, that this Agreement may be funded with federal grant monies, and therefore, 

mailto:matthew.brown@baldwincountyal.gov
http://www.baldwincountyal.gov/
http://www.baldwincountyal.gov/
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bidder expressly warrants and agrees that it shall at all times comply with all applicable federal, 

state, local and municipal laws and regulations.  For more information about the Federal 

regulations, visit the website http://www.gpoaccess.gov/index.html  Code of Federal Regulations. 

 
All Bidders that qualify as a Disadvantaged Business Enterprise (DBE) must provide 

supporting documentation in their bid response along with the completed DBE Registration 

form that may be downloaded from the County website www.baldwincountyal.gov A 

Disadvantaged Business Enterprise or DBE means a for profit small business that (1) is at 

least 51% owned by one or more individuals who are both socially and economically 

disadvantaged or, in the case of a corporation, in which 51% of the stock is owned by one or 

more such individuals; and (2) whose management and daily business operation are 

controlled by one or more of the socially and economically disadvantaged individuals who 

own it. 

 

The October 1, 2018 Federal Transit Administration Master Agreement is 

referenced herein and will apply to the agreement between the Agency and selected 

contractor. 

 

LAWS AND REGULATIONS 

The bidders’ attention is directed to the fact that all applicable state laws, municipal ordinances, 

and rules and regulations of all authorities having jurisdiction over construction of the project 

shall apply to the contract throughout, and they will be deemed to be included in the contact the 

same as though herein written out in full. 

 

TRAFFIC CONTROL, SAFTEY ITEMS 

Contractor shall erect all warning signs, and provide the appropriate personnel, if required, and all 

other items required to safely handle traffic through work area.  Traffic Control Devices shall be 

provided by the Contractor. 

 

CONTRACTORS AND SUBCONTRACORS AND INSURANCE 

The Contractor shall not commence work under this contract until all the required insurance has 

been obtained by Contractor and approved by the County, nor shall the Contractor allow any 

Subcontractor to commence work on his subcontract until the insurance required of the 

Subcontractor has been so obtained and approved. 

 

COMPENSATION INSURANCE 

The Contractor shall procure and shall maintain during the life of this contract Workmen’s 

Compensation Insurance for all of his employees to be engaged in work on the project under his 

contract, and, in case of any such work sublet, the Contractor shall require the Subcontractor 

similarly to provide Workers Compensation Insurance for all of the latter’s employees to be 

engaged in such work unless such employees are covered by the protection afforded by the 

Contractor’s Workers Compensation Insurance.  In case as class of employees engaged in 

hazardous work on the project under this contract is not protected under the Workers 

Compensation Statute, the Contractor shall provide and shall cause each Subcontractor to provide 

adequate employer’s general liability insurance for the protection of such of his employees as are 

not otherwise protected.  The Baldwin County Commission, its Departments and its employees 

shall be named as additional insured. 

 

 

CONTRACTOR'S PUBLIC LIABILITY AND PROPERTY DAMAGE INSURANCE 

http://www.gpoaccess.gov/index.htm
http://www.baldwincountyal.gov/
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The Contractor shall procure and shall maintain during the life of this contract a Comprehensive 

Liability Policy providing bodily injury and property damage coverage on an occurrence basis 

including damages arising from blasting explosion or collapse, mechanical equipment digging in 

streets or highways, and including completed operations, independent contractors and contractual 

general liability. Insurance shall be contractual general liability $500,000.00 per occurrence 

bodily injury and property damage; $5,000 per person medical payments or medical expense; 

$500,000.00 per occurrence bodily injury and property damage; $5,000 per person medical 

payments or medical expense; $500,000.00 personal and advertising injury; $50,000.00 fire 

damage (any one firm); $1,000,000.00. The Baldwin County Commission, its Departments and its 

employees shall be named as additional insured. 

 

The Contractor agrees to maintain such coverage as is required in this section for a period of one 

(1) year from the date of acceptance of the work by the County or at the date of the final amounts 

owed the Contractor by the County, whichever occurs first. 

 

COMPREHENSIVE AUTOMOBILE LIABILTY INSURACE 

The contactor agrees to carry a Comprehensive Automobile Liability Policy providing bodily 

injury liability on an occurrence basis and providing property damage liability on an accident 

basis.  This policy shall protect the Contractor against all liability arising out of the use of 

automobiles, both private, passenger and commercial, regardless of whether such vehicles shall be 

owned by the Contractor, owned by others or hired.  Limits of liability for Comprehensive 

Automobile Liability Insurance shall be $500,000.  Combined single limit bodily injury and 

property damage each occurrence.  The Baldwin County Commission, its departments and its 

employees shall be named as additional insured.    

 

COUNTY’S PROTECTIVE LIABILITY INSURANCE 

The Contractor shall at his expense provide County’s protective Liability policies issued in the 

names of the County and its departments covering their liability for operation of the Contractor.  

These policies shall provide limits of liability in the amount of $500,000.00 per occurrence bodily 

injury and property damage, $1,000,000.00 aggregate. 

 

HOLD HARMLESS PROVISION 

Provider shall indemnify, defend and hold County and its Commissioners, affiliates, employees, 

agents, and representatives (collectively “County”) harmless from and against any and all claims, 

demands, liabilities, damages, losses, judgments, costs, and expenses including, without 

limitations, attorneys’ fees, for any and all personal injury (including death) and property damage 

of any kind or nature whatsoever, incurred by, asserted against, or imposed upon County, as a 

result of or in any manner related to provision of services hereunder, or any act or omission, by 

Provider.  Contractor shall provide the County with proof of general liability coverage including 

the County as an additional insured.  This indemnification shall survive the expiration of the 

contract. 

 

SUBCONTRACTOR’S PUBLIC LIABILITY & PROPERTY DAMAGE INSURANCE 

The Contractor shall require each of his Subcontractors to produce and maintain during the life of 

his subcontract, Subcontractor’s Public Liability and Property Damage Insurance of the type 

specified in the above paragraph hereof in amounts approve by the County. 

 

Three (3) executed copies of each subsequent endorsement affecting the coverage of policies and 

of each cancellation shall be forwarded to the County. 
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BALDWIN COUNTY 
HIGHWAY DEPARTMENT 

P.O. BOX 220 

SILVERHILL, ALABAMA  36576 
TELEPHONE:  (251) 937-0371 

FAX (251) 937-0201 

 
 

 

JOEY NUNNALLY, P.E. 

COUNTY ENGINEER 
 

 

   

Scope of Work 

 

The intent of this project is to prepare a Rent Analysis/Report for BRATS real estate to determine 

the fair market value for use as in-kind match in the BRATS federal program. The scope of work 

includes the completion of a rent analysis/report of the following four properties:  

1. BRATS Bay Minette Office (see attachment A) 

2. BRATS Robertsdale Central Office – Ground Lease only (see attachment B) 

3. BRATS Foley Office (see attachment C) 

4. BRATS Fairhope Office – Ground Lease only (see attachment D) 

Requirements 
• Must be completed by a licensed real estate appraiser. 

• Appraisals/Rent Analyses must be completed four weeks after issuance of a notice to 

proceed.  
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ATTACHMENT A 
 

BRATS Bay Minette: 

 

Purchased by the County in 2005. 1164 sq. ft for office space. Total site consists of two lots for a total of 0.66 acres. 

Building was constructed in 1950s but had a major renovation in the 1990s.  
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ATTACHMENT B 
 

BRATS Robertsdale – Ground lease only: 

 

Purchased in 1994 for 334,364.75. 2800 sq. ft building with 3200 sq. ft. attached maintenance barn. Total site is about 

2.8 acres, most of which is an asphalt parking area. An addition and renovation project was completed in 2012 with 

federal funds at a cost of $329,399.98. Because federal funds were utilized for the construction of some of the 

infrastructure improvements, at this time we only wish to pursue the in-kind value of the actual ground lease. 

 

2019 

 
 

2010: 
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ATTACHMENT C 
 

BRATS Foley: 

 

Currently on a 99-year lease from the City of Foley. 680 sq. ft office space (balance of building is utilized by 

highway department). Total site utilized by BRATS is about 2.2 acres, most of which is a gravel/grassed parking 

area. Copy of the lease will be provided to the appraiser. 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



9 

 

 

 

 

 

ATTACHMENT D 
 

BRATS Fairhope – Ground lease only: 

 

New hub was built with federal grant funds in 2013, however the property itself was leased by the City of Fairhope 

for $2000 per month and then subleased the County for $0 per month. Copy of the leases will be provided to the 

appraiser.  

 

2019: 
 

 

2012: 
 

 
 

 



Baldwin County Commission

Agenda Action Form

File #: 19-2129, Version: 1 Item #: BA4

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Wayne Dyess, County Administrator
Submitted by: Matthew Brown, BRATS Director of Transportation
______________________________________________________________________

ITEM TITLE
BRATS - Contract for Professional Services between the Baldwin County Commission and Wilkins
Miller, LLC, for Preparation of a National Transit Database (NTD) Independent Auditors Statement of
Financial Data

STAFF RECOMMENDATION

Take the following actions:

1. Approve a Contract for Professional Services between the Baldwin County Commission and
Wilkins Miller, LLC, for preparation of a Nation Transit Database (NTD) Independent Auditor
Statement of Financial Data.  The term of said contract shall commence immediately upon the same
date as its full execution and shall terminate upon the expiration of six (6) months; and

2. Authorize the Chairman to execute the attached contact and any other related documents.

BACKGROUND INFORMATION

Previous Commission action/date:  At the August 6, 2019, Regular Meeting the Commission
authorized BRATS to solicit quotes from professional accountants to prepare a National Transit
Database (NTD) Independent Auditors Statement of Financial Data.

Background:  Pursuant to the Federal Transit Administration National Transit Database (NTD) 2018
Policy Manual for Full Reporting, the Baldwin County Commission needs professional accounting
services to prepare an Independent Auditors Statement for Financial Data (IAS-FD). After the IAS-FD
has been prepared once, it will not need to be prepared for another 10 years unless there is a
substantial change in our accounting system. For the IAS-FD, the auditor must review all BRATS
financial forms to ensure that:

• The transit agency’s accounting system follows the Uniform System of Accounts;
• The transit agency’s accounting system follows accrual accounting or uses a directly translatable
method; and

Baldwin County Commission Printed on 9/26/2019Page 1 of 3
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• All financial data are in accordance with NTD requirements.

The auditor must state in the IAS-FD if he or she finds that any data does not conform to NTD
requirements and describe the discrepancies.

BRATS sent out a solicitation for quotes on August 20, 2019. Wilkins Miller, LLC, was the lowest
responsive bidder at $5,000.00.

FINANCIAL IMPACT

Total cost of recommendation:  $5,000.00 -- 80% of which will be reimbursed by ALDOT.

Budget line item(s) to be used:  51930.5150

If this is not a budgeted expenditure, does the recommendation create a need for funding?

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
N/A - Standard County Contract

Reviewed/approved by:  N/A

Additional comments:  N/A

ADVERTISING REQUIREMENTS
..
Is advertising required for this recommendation?  N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:  Administration Staff & BRATS staff

Action required (list contact persons/addresses if documents are to be mailed or emailed):
Have three (3) original contracts executed-one for BCC, one for Wilkins Miller, and one for BRATS.

1) Administration Staff will mail three (3) originals to Wilkins Miller for execution.

Wilkins Miller, LLC

Baldwin County Commission Printed on 9/26/2019Page 2 of 3
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ATTN: Ms. Erin Jones
PO Box 70047
Mobile, Alabam 36670

2) Once returned by Wilkins Miller, Administration Staff will obtain the Chairman’s signature for the
contract and witness and notarize in appropriate area.

6) Administration Staff will forward a fully executed original to Wilkins Miller, LLC, and a copy to
BRATS Assistant Director, Chandra Middleton.

7) BRATS bookkeeping will coordinate invoicing and payment.

Additional instructions/notes:  N/A
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State of Alabama) 

 

County of Baldwin) 

 

CONTRACT FOR PROFESSIONAL SERVICES 

 

  This Contract for Professional Services is made and entered into by and between the County of 

Baldwin (hereinafter called “COUNTY”) acting by and through its governing body, the Baldwin County 

Commission and Wilkins Miller, LLC, (hereinafter referred to as “PROVIDER”). 

 

WITNESSETH: 

 

Whereas, the COUNTY manages the Baldwin Reginal Area Transit System (BRATS), which is a 

federally funded public transportation provider; and 

 

 Whereas, the COUNTY is required to report transit system data to the National Transit Database 

(NTD) on an annual basis; and 

 

 Whereas, the NTD data requirements include the securement of an Independent Auditors Statement 

of Financial Data for the BRATS system; and 

 

Whereas, the COUNTY solicited quotes for professional accounting services and PROVIDER 

submitted the lowest responsive quote. 

 

NOW, THEREFORE, in consideration of the premises and the mutual covenants herein contained, 

the sufficiency of which being hereby acknowledged, PROVIDER and COUNTY do hereby agree as follows: 
 

I. Definitions. The following terms shall have the following meanings: 

 

      A.  COUNTY:        Baldwin County, Alabama 

 

       B.  COMMISSION:      Baldwin County Commission 

 

      C.  PROVIDER:        Wilkins Miller, LLC 

 

        

II. Obligations Generally.  The COUNTY hereby retains, and the PROVIDER 

agrees to perform for the COUNTY, those professional services as 

hereinafter set forth. This document shall serve as the binding contract for 

the services of PROVIDER.   PROVIDER shall immediately commence 

performance of the services outlined herein upon full execution of this 

Contract. All work shall be commenced and completed in a timely manner 

as, and at the times, herein set out. 

 

III. Recitals Included.  The above recitals and statements are incorporated as 

part of this Contract, and shall have the effect and enforceability as all other 

provisions herein.  

 

IV. Professional Qualifications.  For the purpose of this Contract, the 

PROVIDER represents and warrants to the COUNTY that it possesses the 

professional, technical, and administrative personnel with the specific 

experience and training necessary to provide the professional services 

required herein. 

 

V. No Prohibited Exclusive Franchise.  The COUNTY neither perceives nor 

intends, by this Contract, a granting of an exclusive franchise or violation of 

Art. I, Section 22 of the Alabama Constitution.  
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VI. Representation/Warranty of Certifications, Etc.  PROVIDER represents and 

warrants that PROVIDER is presently certified, licensed and otherwise 

permitted under all necessary and applicable laws and regulations to perform 

the services herein, and that PROVIDER shall renew, maintain, and 

otherwise ensure that all such certifications, licenses, and permits are current 

and valid, without interruption, for and through completion of the 

services.  The representation and warranty aforesaid is a material 

inducement to the COUNTY in entering this Contract, and the parties agree 

that the breach thereof shall be deemed material at the County’s option.  

 

VII. Legal Compliance.  PROVIDER shall at all times comply with all applicable 

federal, State, local and municipal laws and regulations. 

 

VIII.  Independent Contractor.  PROVIDER acknowledges that it is an 

independent contractor, and PROVIDER shall at all times remain as such in 

performing the services under this Contract.  PROVIDER is not an 

employee, servant, partner, or agent of the COUNTY and has no authority, 

whether express or implied, to contract for or bind the COUNTY in any 

manner. The parties agree that PROVIDER shall be solely responsible for 

and shall have full and unqualified control over developing and 

implementing its own means and methods, as it deems necessary and 

appropriate in providing the aforementioned services, and that the 

COUNTY’s interests herein are expressly limited to the results of said 

services. PROVIDER is not entitled to unemployment insurance benefits, 

and PROVIDER is responsible for and obligated to pay any and all federal 

and state income tax on any monies paid pursuant to this Contract. 

 

              IX.       No Agency Created.  It is neither the express nor the implied  

  intent of PROVIDER or COUNTY to create an agency relationship  

              pursuant to this Contract.  Therefore, the PROVIDER does not in 

   any manner act on behalf of COUNTY, and the creation of such a  

              relationship is prohibited and void. 

 

X. Unenforceable Provisions.  If any one or more of the provisions contained 

herein shall, for any reason, be held to be invalid, illegal or unenforceable in 

any respect, then such provision or provisions shall be deemed severable 

from the remaining provisions hereof, and such invalidity, illegality or 

unenforceability shall not affect any other provision hereof.  This Contract 

shall be construed as if such invalid, illegal or unenforceable provision had 

never been contained herein. 

 

XI. Entire Agreement.  This Contract represents the entire and integrated 

agreement between COUNTY and PROVIDER and supersedes all prior 

negotiations, representations, or agreements, either written or oral.  This 

Contract may be amended only by written instrument signed by all parties. 

 

 

XII. Failure to Strictly Enforce Performance.   The failure of the COUNTY to                     

insist upon the strict performance of any of the terms, covenants, agreements 

and conditions of this Contract shall not constitute, and shall never be 

asserted by PROVIDER as constituting, a default or be construed as a 

waiver or relinquishment of the right of the COUNTY to thereafter enforce 

 any such term, covenant, agreement, or condition, but the same shall continue 

 in full force and effect. 

 

 XIII.    Assignment. This Contract or any interest herein shall not be assigned 

 transferred or otherwise encumbered by PROVIDER without the prior 
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 written consent of the COUNTY, which may be withheld or granted in the 

 sole discretion of the COUNTY.  

 

XIV.   Ownership of Documents/Work.  The COUNTY shall be the owner of all 

 copyright or other intellectual property rights in reports, documents and 

 deliverables produced and paid for under this Contract, and to the extent  

 permitted by Alabama law, any such material may be reproduced and reused 

 at the discretion of the COUNTY without payment of further consideration. 

 PROVIDER shall not transfer, disclose, or otherwise use such information for 

 any purpose other than in performance of the services hereunder, without the 

 COUNTY’s prior written consent, which may be withheld or granted in the 

 sole discretion of the COUNTY.  

 

 XV.     Notice.  Notice required herein shall be in writing, unless otherwise 

            allowed, and said notice shall be deemed effective when received at the 

            following addresses: 

 

   PROVIDER:  Wilkins Miller, LLC  

      PO Box 70047 

      Mobile, AL 36670 

      ATTN: Erin Jones 

 

           

   COUNTY:  Baldwin County Commission 

      c/o Chairman 

  312 Courthouse Square 

      Suite 12 

      Bay Minette, AL 36507 

 

XVI. Services to be Rendered.  PROVIDER is retained by the COUNTY as a  

professionally-qualified contractor.  The general scope of work for the 

services shall include all the terms and Conditions of the “BALDWIN 

COUNTY COMMISSION REQUEST FOR QUOTES,” the same being 

attached hereto expressly incorporated herein by reference, and without 

limitation will encompass: 

 

“All provisions and conditions and/or specifications listed/stated in the 

BALDWIN COUNTY COMMISSION REQUEST FOR QUOTES for 

the Baldwin County Commission.”     

                                          

A. PROVIDER will provide ongoing communications with COUNTY 

regarding this service, including updates, emails and etc. as requested. 

Additionally, PROVIDER will meet with COUNTY as needed or 

requested. 

 

B. PROVIDER is responsible for the professional quality, technical 

accuracy, timely completion and coordination of all services furnished 

by or in relation to this Contract.  

 

C. PROVIDER represents and warrants that its services shall be performed 

within the limits and standards provided by the COUNTY, in a manner 

consistent with the level of care and skill ordinarily exercised by similar 

providers under similar circumstances at the time the services are 

performed. 

 

  XVII.   General Responsibilities of the COUNTY. 
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A. The COUNTY shall provide reasonable notice to PROVIDER whenever 

the COUNTY actually observes or otherwise actually becomes aware of 

any development that affects the scope or time of PROVIDER’s services 

hereunder or any defect or nonconformance in the work of PROVIDER.  

 

B. The COUNTY shall pay to PROVIDER the compensation as, and  

subject to the terms set out below. 

 

  XVIII. Termination of Services.  The COUNTY or PROVIDER may terminate 

                this contract, with or without cause or reason, by giving thirty (30) days 

 written notice of such to the other party. Upon receipt of such notices, 

 PROVIDER shall discontinue its work to the extent specified in the notice.  

 

 In the event of termination, the COUNTY shall pay PROVIDER for all 

 services satisfactorily rendered, and for any expenses deemed by COUNTY 

 to be a reimbursable expense incurred pursuant to this Contract and prior to 

 the date of termination.  

 

 XIX.    Compensation Limited.  The compensation to be paid to the PROVIDER 

 shall be the full compensation for all work performed by PROVIDER under 

 this Contract.  Any and all additional expenditures or expenses of 

 PROVIDER, not listed in full within this Contract, shall not be considered as 

 a part of this Contract and shall not be demanded by PROVIDER or paid by 

 COUNTY.    

 

XX.   Direct Expenses. Compensation to PROVIDER for work shall be paid per 

the Bid Item Sheet in the “BALDWIN COUNTY COMMISSION 

REQUEST FOR QUOTES,” the same being attached hereto. Said 

compensation shall be all inclusive, including without limitation, 

reimbursement of all cost, incidentals and operating expense associated with 

those directly engaged in performance of the requested services. 

 

 XXI.  Method of Payment.  PROVIDER shall submit invoices to the COUNTY for 

 payment for work performed.  Such invoice shall be accompanied by a 

 detailed account of compensation to be paid PROVIDER. 

 

  Payment shall be made by the COUNTY within thirty (30) days of the 

 approval of the invoice submitted by the PROVIDER. The COUNTY agrees 

 to review and approve invoices submitted for payment in a timely manner.  

 

 XXII.    Effective and Termination Dates. This Contract shall be effective for six (6) 

 months and commence immediately upon the same date as its full execution 

 and same shall terminate upon both the expiration of six (6) months or either 

 by giving thirty (30) days written notice of such to the other party.  [Nothing 

 herein stated shall prohibit the parties from otherwise terminating this 

 Contract according to the provisions herein.]   

 

 XXIII.  Force Majeure. The Parties hereto shall incur no liability to the other if 

 performance becomes impossible or impracticable by reason of an event or 

 effect that the parties could neither have anticipated nor controlled.  This 

 allowance shall include both an act of nature and acts of third parties. Any 

 costs that would otherwise be incurred and/or necessitated by the provisions 

 herein shall be alleviated for either party by such event or effect.  

 

 XXIV.  Indemnification.  PROVIDER shall indemnify, defend and hold County, and 

 its Commissioners, affiliates, employees, agents, and representatives 

 (collectively referred to in this Section XXIV as “COUNTY”) harmless 

 from and against any and all claims, demands, liabilities, damages, losses, 

 judgments, costs, and expenses including, without limitations, attorneys’ 
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 fees, and costs, for any and all personal injury (including death) and property 

 damage of any kind or nature whatsoever, incurred by, asserted against, or 

 imposed upon COUNTY, as a result of or in any manner related to provision 

 of services hereunder, or any act or omission, by PROVIDER.  PROVIDER 

 shall provide the COUNTY with proof of general liability coverage 

 including the COUNTY as an additional insured.  This indemnification shall 

 survive the expiration or termination of this Contract. 

 

 XXV.   Number of Originals.  This Contract shall be executed with three (3) 

 originals, each of which are equally valid as an original. 

 

 XXVI:  Governing Law:  This Contract in all respects, including without limitation 

 its formation, validity, construction, enforceability and available remedies, 

 shall be governed by the laws of the State of Alabama, without regard to 

 Alabama conflict of law principles. 

 

 XXVII: Insurance:  Prior to performing services pursuant to this Contract, Provider 

 shall carry, with insurers satisfactory to County, throughout the term of 

 hereof, Auto Liability Insurance, including owned, hired and non-owned 

 vehicles, with limits of not less than $1,000,000, combined single limit, for 

 both bodily injury liability and   property damage liability each occurrence; 

 Commercial General Liability Insurance, including all contractual liability 

 hereunder, with limits not less than $1,000,000, combined single limit, for 

 both bodily injury liability and property damage liability each occurrence; 

 and Worker’s Compensation Insurance, meeting the statutory limits of the 

 State of Alabama and Employer’s Liability Insurance fully covering all 

 employees and supervisors participating in the work at the subject property 

 site.  All liability insurance shall name the County as an additional insured.  

 Prior to commencing operations hereunder, a Certificate of Insurance 

 evidencing such coverage, satisfactory to County, shall be furnished to 

 County, which shall specifically state that such insurance shall provide for at 

 least ten (10) days’ notice to County in the event of cancellation, termination 

 or any change in such insurance policies.  The worker’s compensation 

 certificate shall bear an endorsement clearly evidencing a waiver of the right 

 of subrogation against County and County Representatives.  Should Provider 

 fail to furnish current evidence upon demand of any insurance required 

 hereunder, or in the event of cancellation, termination or change in any such 

 insurance, County may, at its option, suspend this Contract until insurance is 

 obtained, terminate this Contract immediately without further action, or hold 

 Provider in material default and pursue any and all remedies available. 

 

 

 IN WITNESS WHEREOF, the parties hereto have executed this Contract on the last day of 

execution by the COUNTY as written below.  

 

 

NOTARY AND SIGNATURE PAGE TO FOLLOW 
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COUNTY       ATTEST: 

 

     /          /  

CHARLES F. GRUBER, Chairman /Date      WAYNE DYESS,             /Date    

       County Administrator      

 

 

  State of Alabama ) 

 

  County of Baldwin ) 

 

I,      , a Notary Public in and for said County, in said State, hereby 

  certify that, Charles F. Gruber, whose name as Chairman of Baldwin County Commission, and 

  Wayne Dyess, whose name as County Administrator, are known to me, acknowledged  

  before me on this day that, being informed of the contents of the Contract for Professional Services,  

  they, as such officers and with full authority, executed same knowingly and with full authority to do so 

  on behalf of said Commission. 

 

 GIVEN under my hand and seal on this the                 day of                          , 2019. 

       

       ______________________________ 

       Notary Public 

       My Commission Expires 

 

 

 PROVIDER: 

 

  Wilkins Miller, LLC 

 

_                                            /___________ 

By __________________________/Date 

Its ______________________________ 

 

            

 

State of _______________) 
County of __________) 
 

 I,                                          , Notary Public in and for said County and State, hereby certify that 

____________________ as ________________ of Wilkins Miller, LLC, whose name is signed to the 

foregoing in that capacity, and who is known to me, acknowledged before me on this day that, being informed 

of the contents of the foregoing, he executed the same voluntarily on the day the same bears date for and as an 

act of said Wilkins Miller, LLC. 

                                       

 GIVEN under my hand and seal on this the                 day of                          , 2019. 
 
         
                                                             
_____________________________                                                                                 
                                                                       ______________________________ 

       Notary Public 

                      My Commission Expires 
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BALDWIN COUNTY COMMISSION 

REQUEST FOR QUOTES 
  

Quotes will be received by the Baldwin Regional Area Transit System (BRATS), Matthew 

Brown, Director of Transportation, by 3:30 P.M., Friday, August 30, 2019, for procurement of 

professional accounting services for preparation of National Transit Database (NTD) Independent 

Auditors Statement of Financial Data (IAS-FD). 

 

Mr. Brown can be reached by phone, (251) 972-8576 or email 

matthew.brown@baldwincountyal.gov. If quotes are not received by the stated time and day, they 

will be considered non-responsive. 

 

SPECIFICATIONS 

These specifications shall be construed as minimum.  All integral parts not specifically mentioned 

in the scope of these specifications that are necessary to provide a complete final product shall be 

furnished. 

 

Bidders shall give a price as indicated on the Bid Response Form.   

 

BIDDERS QUALIFICATIONS 

     The County may make such investigations as they deem necessary to determine the ability of 

the bidders to furnish to the County all such information and data for this purpose as the County 

may request.  The County reserves the right to reject any bid if the evidence submitted, or 

investigation of such bidder, fails to satisfy the County that such bidder is properly qualified to 

carry out the obligations of the contract and to furnish all materials contemplated therein.  

Conditional bids will not be accepted. 

 

     All Bidders, must be in, and remain, and by submitting a bid represent that they are and will 

remain, in compliance with all applicable Federal, Alabama State, County and municipal laws, 

regulations, resolutions and ordinances.  In particular, and without limitation, all bidders must be 

and remain licensed and permitted in accordance with The Code of Alabama Title 10, concerning 

corporations doing business within Alabama, Title 34, dealing with licensing for businesses, and 

Title 40, concerning licenses and taxation, unless otherwise exempt.  All bidders shall be prepared 

to timely submit to the County non- confidential evidence or documentation demonstrating that 

they are presently licensed and permitted under Alabama law.  Such confidential evidence or 

documentation is encouraged to be submitted with the Bid Package. 

 

     All bidders must provide proof of proper certification of authority, and any required 

registration, to transact business in this State, in order to perform work for the Baldwin 

County Commission.  Bidder’s Registration Number shall be provided on the Bid Response 

Form.  The phone number for the Alabama Secretary of State is (334) 242-5324, Corporate 

Division. 

 

     All vendor, contractors, and grantee are required to comply with the Alabama 

Immigration Law under Sections 31-13-9(a) and (b) of the Code of Alabama.  Information 

and forms can be found on the Baldwin County Commission’s Purchasing website under E-

Verify at www.baldwincountyal.gov  All bidders should submit with their bid response the 

completed E-Verify package which can be downloaded from the Purchasing website 

www.baldwincountyal.gov 
             

mailto:matthew.brown@baldwincountyal.gov
http://www.baldwincountyal.gov/
http://www.baldwincountyal.gov/
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The bidder expressly acknowledges, to and for the benefit of the Baldwin County 

Commission, that this Agreement may be funded with federal grant monies, and therefore, 

bidder expressly warrants and agrees that it shall at all times comply with all applicable federal, 

state, local and municipal laws and regulations.  For more information about the Federal 

regulations, visit the website http://www.gpoaccess.gov/index.html  Code of Federal Regulations. 

 
All Bidders that qualify as a Disadvantaged Business Enterprise (DBE) must provide 

supporting documentation in their bid response along with the completed DBE Registration 

form that may be downloaded from the County website www.baldwincountyal.gov A 

Disadvantaged Business Enterprise or DBE means a for profit small business that (1) is at 

least 51% owned by one or more individuals who are both socially and economically 

disadvantaged or, in the case of a corporation, in which 51% of the stock is owned by one or 

more such individuals; and (2) whose management and daily business operation are 

controlled by one or more of the socially and economically disadvantaged individuals who 

own it. 

 

The October 1, 2018 Federal Transit Administration Master Agreement is 

referenced herein and will apply to the agreement between the Agency and selected 

contractor. 

 

LAWS AND REGULATIONS 

The bidders’ attention is directed to the fact that all applicable state laws, municipal ordinances, 

and rules and regulations of all authorities having jurisdiction over construction of the project 

shall apply to the contract throughout, and they will be deemed to be included in the contact the 

same as though herein written out in full. 

 

TRAFFIC CONTROL, SAFTEY ITEMS 

Contractor shall erect all warning signs, and provide the appropriate personnel, if required, and all 

other items required to safely handle traffic through work area.  Traffic Control Devices shall be 

provided by the Contractor. 

 

CONTRACTORS AND SUBCONTRACORS AND INSURANCE 

The Contractor shall not commence work under this contract until all the required insurance has 

been obtained by Contractor and approved by the County, nor shall the Contractor allow any 

Subcontractor to commence work on his subcontract until the insurance required of the 

Subcontractor has been so obtained and approved. 

 

COMPENSATION INSURANCE 

The Contractor shall procure and shall maintain during the life of this contract Workmen’s 

Compensation Insurance for all of his employees to be engaged in work on the project under his 

contract, and, in case of any such work sublet, the Contractor shall require the Subcontractor 

similarly to provide Workers Compensation Insurance for all of the latter’s employees to be 

engaged in such work unless such employees are covered by the protection afforded by the 

Contractor’s Workers Compensation Insurance.  In case as class of employees engaged in 

hazardous work on the project under this contract is not protected under the Workers 

Compensation Statute, the Contractor shall provide and shall cause each Subcontractor to provide 

adequate employer’s general liability insurance for the protection of such of his employees as are 

not otherwise protected.  The Baldwin County Commission, its Departments and its employees 

shall be named as additional insured. 

 

 

http://www.gpoaccess.gov/index.htm
http://www.baldwincountyal.gov/
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CONTRACTOR'S PUBLIC LIABILITY AND PROPERTY DAMAGE INSURANCE 

The Contractor shall procure and shall maintain during the life of this contract a Comprehensive 

Liability Policy providing bodily injury and property damage coverage on an occurrence basis 

including damages arising from blasting explosion or collapse, mechanical equipment digging in 

streets or highways, and including completed operations, independent contractors and contractual 

general liability. Insurance shall be contractual general liability $500,000.00 per occurrence 

bodily injury and property damage; $5,000 per person medical payments or medical expense; 

$500,000.00 per occurrence bodily injury and property damage; $5,000 per person medical 

payments or medical expense; $500,000.00 personal and advertising injury; $50,000.00 fire 

damage (any one firm); $1,000,000.00. The Baldwin County Commission, its Departments and its 

employees shall be named as additional insured. 

 

The Contractor agrees to maintain such coverage as is required in this section for a period of one 

(1) year from the date of acceptance of the work by the County or at the date of the final amounts 

owed the Contractor by the County, whichever occurs first. 

 

COMPREHENSIVE AUTOMOBILE LIABILTY INSURACE 

The contactor agrees to carry a Comprehensive Automobile Liability Policy providing bodily 

injury liability on an occurrence basis and providing property damage liability on an accident 

basis.  This policy shall protect the Contractor against all liability arising out of the use of 

automobiles, both private, passenger and commercial, regardless of whether such vehicles shall be 

owned by the Contractor, owned by others or hired.  Limits of liability for Comprehensive 

Automobile Liability Insurance shall be $500,000.  Combined single limit bodily injury and 

property damage each occurrence.  The Baldwin County Commission, its departments and its 

employees shall be named as additional insured.    

 

COUNTY’S PROTECTIVE LIABILITY INSURANCE 

The Contractor shall at his expense provide County’s protective Liability policies issued in the 

names of the County and its departments covering their liability for operation of the Contractor.  

These policies shall provide limits of liability in the amount of $500,000.00 per occurrence bodily 

injury and property damage, $1,000,000.00 aggregate. 

 

HOLD HARMLESS PROVISION 

Provider shall indemnify, defend and hold County and its Commissioners, affiliates, employees, 

agents, and representatives (collectively “County”) harmless from and against any and all claims, 

demands, liabilities, damages, losses, judgments, costs, and expenses including, without 

limitations, attorneys’ fees, for any and all personal injury (including death) and property damage 

of any kind or nature whatsoever, incurred by, asserted against, or imposed upon County, as a 

result of or in any manner related to provision of services hereunder, or any act or omission, by 

Provider.  Contractor shall provide the County with proof of general liability coverage including 

the County as an additional insured.  This indemnification shall survive the expiration of the 

contract. 

 

SUBCONTRACTOR’S PUBLIC LIABILITY & PROPERTY DAMAGE INSURANCE 

The Contractor shall require each of his Subcontractors to produce and maintain during the life of 

his subcontract, Subcontractor’s Public Liability and Property Damage Insurance of the type 

specified in the above paragraph hereof in amounts approve by the County. 

 

Three (3) executed copies of each subsequent endorsement affecting the coverage of policies and 

of each cancellation shall be forwarded to the County. 
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BALDWIN COUNTY 
HIGHWAY DEPARTMENT 

P.O. BOX 220 

SILVERHILL, ALABAMA  36576 
TELEPHONE:  (251) 937-0371 

FAX (251) 937-0201 

 
 

 

JOEY NUNNALLY, P.E. 

COUNTY ENGINEER 
 

 

   

Scope of Work 

 

The intent of this project is to prepare an Independent Auditors Statement of Financial Data (IAS-

FD) as required by the 2018 National Transit Database (NTD) Policy Manual for fiscal year 2019. 

The entire manual is available for viewing at https://www.transit.dot.gov/ntd/2018-ntd-policy-

manual. Excerpts from the manual addressing the IAS-FD are attached hereto as Attachment A. 

Requirements 

 
• IAS-FD will be due no later than December 31, 2019. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.transit.dot.gov/ntd/2018-ntd-policy-manual
https://www.transit.dot.gov/ntd/2018-ntd-policy-manual
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Bid Item Sheet 

Contractor: ______________________________________________________ 

Address:    ______________________________________________________ 

                  ______________________________________________________ 

Contact Person:  _________________________________________________ 

Contact Phone Number:  ___________________________________________ 
 

 

 

 

Bids must be returned to Matthew Brown, Director of Transportation, by 3:30 P.M., Friday, 

August 30, 2019, by email to matthew.brown@baldwincountyal.gov, by hand delivery to 

the BRATS physical address at 18100 County Rd 54, Robertsdale, AL 36567, or by US 

Mail to P.O. Box 907 Robertsdale, Alabama 36567. 

Item Total 

Provide cost for prepare IAS-FD for fiscal year 2019:  

Alabama Secretary of State Entity ID Number 435-542

Wilkins Miller, LLC
P. O. Box 70047
Mobile, AL 36670

Erin S. Jones, CPA
251-410-6700

not to exceed $5,000



2018 NTD Policy Manual 

Declarations and Requests — 213 

For more information on PMT Sampling, see the “Service Data Requirements: Service 

Consumed: Passenger Miles Traveled” section of this manual. 

Independent Auditor Statement for Financial Data Waiver 

New NTD reporters filling out a full report may request an IAS-FD waiver in their first year 

of reporting. If approved by FTA, the waiver is good for one year and the transit agency 

must submit the IAS-FD in the following report year. 

Auditor Statements 

The NTD requires that an independent auditor review certain reporter types and provide 

an Independent Auditor Statement (IAS). An IAS is a letter that an official representative 

from an independent public account or other independent entity (such as a state audit 

agency) signs. 

The independent auditor must confirm that the transit agency data conforms to NTD 

requirements. If an auditor finds an issue, the auditor must explain the discrepancy in the 

IAS. Auditors must identify the auditing firm name and location, and sign and date the 

IAS. 

There are two Independent Auditor Statements: 

• Independent Auditor Statement for Financial Data

• Independent Auditor Statement for Federal Funding Allocation Data

Independent Auditor Statement for Financial Data 

Full Reporters, Reduced Reporters, and Separate Service transit agencies must file an 

initial IAS-FD. For this statement, the auditor must determine if the transit agency 

accounting system meets FTA requirements. The NTD does not allow agencies to use 

an audit from the OMB Circular A-133 Single Audit Act. 

The NTD refers to business papers, records and reports, and the procedures that an 

agency uses in recording transactions and reporting their effects as the “accounting 

system.” The term “accounting system” does not refer to the hardware or software 

program transit agencies use. Therefore, the accounting system remains the same, even 

when hardware or software upgrades or changes. 

A transit agency must provide an IAS-FD to the NTD in the first year it reports as a Full 

Reporter and every ten reporter years thereafter. In the interim, if a transit agency has 

Attachment A

Matthew.Brown
Highlight

Matthew.Brown
Highlight
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met the IAS requirements in the prior year and has not changed its accounting system, 

FTA waives the annual IAS-FD. Instead, FTA requires the CEO to certify annually that 

the agency’s financial data continue to meet NTD requirements. FTA may require a new 

review if a transit agency substantially changes its financial data reporting method. 

The transit agency must file the Annual Report on time even if the IAS-FD is incomplete. 

If extenuating circumstances cause a delay of the IAS-FD, the CEO must provide 

documentation explaining the late auditor review. The transit agency must complete the 

IAS-FD no later than the date of the last report revision. The NTD may issue a Failure to 

Report finding if a transit agency does not submit an IAS-FD when required. 

Independent Auditor Requirements 

For the IAS-FD, the auditor must review all financial forms to ensure that: 

• The transit agency’s accounting system follows the Uniform System of Accounts; 

• The transit agency’s accounting system follows accrual accounting or uses a 

directly translatable method; and 

• All financial data are in accordance with NTD requirements. 

The auditor must state in the IAS-FD if he or she finds that any data do not conform to 

NTD requirements and describe the discrepancies. 

FTA Approval 

FTA will approve the IAS-FD if the agency complies with one of the following conditions: 

• The transit agency adopts the USOA; or 

• The transit agency 

o Uses an internal accounting system other than the accounting system 

prescribed by the USOA; 

o Uses the accrual method of accounting or a directly translatable method; and 

o Directly translates the system and accounting categories, using a clear audit 

trail, to the accounting treatment and categories the USOA specifies. 

IAS-FD Template 

FTA provides a template of the IAS-FD in Appendix A. The NTD does not require 

agencies to use the exact format set forth in Appendix A; however, the independent 

auditor must address each item that the NTD outlines in the template. If the auditor follows 

the provided template closely, the statement will meet NTD requirements. 



2018 NTD Policy Manual 

Audit Templates — Appendix A-227 

Appendix A: AUDIT TEMPLATES 

Independent Auditor Statement for Financial Data 

Instructions: The IAS-FD file copy should be on the independent auditor’s letterhead 
and should be kept on file by the transit agency. 

The Board of Trustees 

Transit Agency Name 

In connection with our regular examination of the financial statements of [agency 

name], for the fiscal year ended [date], on which we have reported separately 

under [date of auditor’s statement], we have also reviewed the reporting forms 

listed below and included in the report for the fiscal year ended [date], required 

under Title 49 U.S.C. 5335(a), for conformity in all material respects with the 

requirements of the Federal Transit Administration (FTA) as set forth in its 

applicable National Transit Database (NTD) Uniform System of Accounts (USOA). 

Our review for this purpose included such tests of the accounting records and such 

other auditing procedures as we considered necessary in the circumstances. We 

did not make a detailed examination such as would be required to determine that 

each transaction has been recorded in accordance with the USOA. 

[Select one of the following two paragraphs for inclusion in your Statement:] 

The accounting system from which this NTD report is derived follows the 

accounting system prescribed by the USOA. The same accounting system 

has been adopted and was used to compile this NTD report. 

or 

The accounting system from which this NTD report is derived is other than 

the accounting system prescribed by the USOA but uses the accrual basis 

of accounting and is directly translated, using a clear audit trail, to the 

accounting treatment and categories specified by the USOA. The same 

internal accounting system has been adopted and was used to compile this 

NTD report. 

[Submit a list of the specific financial forms on which audited data are reported:] 

• Sources of Funds — Funds Earned and Funds Expended form 

• Uses of Capital form 
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• Operating Expenses forms

• Reduced Reporting – Small Systems

Based on our review, the accompanying reporting forms identified above conform 

in all material respects with the accounting requirements of FTA as set forth in its 

USOA. 

Signed: 

Title: 

City: 

Date: 



Baldwin County Commission

Agenda Action Form

File #: 19-1950, Version: 1 Item #: BA5

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Wayne Dyess, County Administrator
Submitted by: Jeannie M. Peerson, Administrative Support Specialist
______________________________________________________________________

ITEM TITLE
City of Foley - Annexation Notification

STAFF RECOMMENDATION
Take the following actions:

1) Authorize placement of the following City of Foley’s Ordinances and Resolutions related to the
annexation of property within the corporate limits of the City of Foley into the minutes of the October
1, 2019, regular Baldwin County Commission meeting:

Ordinance No. 19-2000-ORD
Ordinance No. 19-2007-ORD
Ordinance No. 19-2008-ORD
Ordinance No. 19-2009-ORD
Ordinance No. 19-2010-ORD
Resolution No. 19-1202-RES
Resolution No. 19-1242-RES

2) Authorize Baldwin County Commission to notify the following departments/organizations:

Baldwin County Commission Departments
Baldwin County Commission
Baldwin County Building Inspection Department
Communications/Information Systems Department
Baldwin County Environmental Management/Solid Waste
Baldwin County Highway Department
Baldwin County Planning and Zoning Department

Elected Officials
Baldwin County Revenue Commission
Baldwin County Sheriff’s Office

Other Agencies

Baldwin County Commission Printed on 9/27/2019Page 1 of 3
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Board of Registrar’s Office
Emergency 911
South Alabama Regional Planning Commission

BACKGROUND INFORMATION

Previous Commission action/date:   N/A

Background:  The City of Foley submitted a copy of the following Annexation Ordinances and
Resolution to the Commission to make them a part of the official record:

Ordinance No. 19-2000-ORD
Ordinance No. 19-2007-ORD
Ordinance No. 19-2008-ORD
Ordinance No. 19-2009-ORD
Ordinance No. 19-2010-ORD
Resolution No. 19-1202-RES
Resolution No. 19-1242-RES

FINANCIAL IMPACT

Total cost of recommendation:   N/A

Budget line item(s) to be used:   N/A

If this is not a budgeted expenditure, does the recommendation create a need for funding?   N/A

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
N/A

Reviewed/approved by:  N/A

Additional comments:   N/A

ADVERTISING REQUIREMENTS
..

Is advertising required for this recommendation?   N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

Baldwin County Commission Printed on 9/27/2019Page 2 of 3

powered by Legistar™
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For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:  Administration Staff

Action required (list contact persons/addresses if documents are to be mailed or emailed):
Administration - Mail Correspondence to:

Mayor John E. Koniar, Mayor
City of Foley
407 E. Laurel Avenue
Foley, Alabama 36535
ATTN: Kathryn Taylor, City Clerk

Memo to various departments/organizations.

Additional instructions/notes:  N/A
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Baldwin County Commission

Agenda Action Form

File #: 19-2137, Version: 1 Item #: BA6

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Wayne Dyess, County Administrator
Submitted by: Keri Green, Administrative Support Specialist III
______________________________________________________________________

ITEM TITLE
City of Robertsdale - Annexation Notification

STAFF RECOMMENDATION
Authorize the placement of the City of Robertsdale’s Annexation Ordinance No. 008-19 annexing
property into the corporate limits of the City of Robertsdale, Alabama into the minutes of the October
1, 2019, Baldwin County Commission regular meeting with proper notifications to the following
departments/organizations:

Baldwin County Departments
Baldwin County Commission
Building Inspection
Communication/Information Systems Department
Environmental Management Solid Waste Department
Highway Department
Planning and Zoning Department

Elected Officials
Baldwin County Revenue Commission
Baldwin County Sheriff’s Office

Other Agencies
Board of Registrar’s Office
Emergency 911
South Alabama Regional Planning Commission

BACKGROUND INFORMATION

Previous Commission action/date:  N/A

Background:  The City of Robertsdale submitted a copy of Ordinance No. 008-19 for the annexation
of certain property into the corporate limits of the municipality of the City of Robertsdale, Alabama, to
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be made part of the record of the Baldwin County Commission meeting on October 1, 2019.

FINANCIAL IMPACT

Total cost of recommendation:  N/A

Budget line item(s) to be used:  N/A

If this is not a budgeted expenditure, does the recommendation create a need for funding?
N/A

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
N/A

Reviewed/approved by:  N/A

Additional comments:  N/A

ADVERTISING REQUIREMENTS
..
Is advertising required for this recommendation?  N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:  N/A

Action required (list contact persons/addresses if documents are to be mailed or emailed):
Administration - Mail Correspondence to:
The Honorable Charles H. Murphy
Mayor
City of Robertsdale
Attention: Shannon J. Burkett, City Clerk
P.O Box 429
Robertsdale, Alabama 36567
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Memo to various departments/organizations

Additional instructions/notes:  N/A
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Baldwin County Commission

Agenda Action Form

File #: 19-2144, Version: 1 Item #: BA7

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Wayne Dyess, County Administrator; Linda Lee, Planner
Submitted by: Victoria Key, Administrative Support Specialist I
______________________________________________________________________

ITEM TITLE
Baldwin County Commission District No. 4 Planning (Zoning) District Board of Adjustment (Greater
South Baldwin County Area) - Board Resignations

STAFF RECOMMENDATION
Related to the Baldwin County Commission District No. 4 Planning (Zoning) District Board of
Adjustment (Greater South Baldwin County Area), take the following actions:

1) Accept the resignation of Ms. Onva Younnie Veal, effective August 4, 2019, and thank her for her
former civic service as a regular member (Planning District 30 designee) of the board; and

2) Accept the resignation of Mr. John Paul Hilderbrandt, effective September 13, 2019, and thank him
for his former civic service as a regular member (Planning District 33 designee) of the board.

BACKGROUND INFORMATION

Previous Commission action/date:  July 16, 2019 - Last BCC action.

Background:  Section 45-2-261 though Section 45-2-261.28 of the Code of Alabama 1975 (Baldwin
County’s enabling planning and zoning local legislation), sets forth, among other numerous things,
the background on, and authority of, Board(s) of Adjustment.  The last amendments to the
aforementioned law were adopted by the Alabama Legislature through Act No. 2017-719 during the
2010 Regular Session of the Alabama Legislature.

The appointment processes related to the Boards of Adjustment as set forth in the aforementioned
Alabama law are as follows:

Establishment: “The Baldwin County Commission shall provide for the appointment of boards of
adjustment…[to,] …in appropriate cases and subject to appropriate conditions and safeguards…
make special exceptions to the terms of the ordinances and regulations…”

Number/Geographic Boundaries: “Four district boards if adjustment shall be appointed by the
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Baldwin County Commission with the same boundaries as the county commission districts as
currently provided for by law…”

Jurisdiction: “If a planning district is in more than one commission district, the board of adjustment for
the planning district shall be the board of adjustment for the county commission district which
contains the greatest part of the planning district.”

Composition: “Each board of adjustment shall consist of not less than three and not more than the
same number of regular members as the number of planning districts within the jurisdiction of a
board of adjustment.”

“The board of adjustment for each county commission district shall be composed of at least one
member from each planning district and shall reflect as nearly as practical the diversity of land use in
the commission district.”

Qualifications: “Each member of a board of adjustment shall be qualified elector of a planning district
within the territory of the respective board of adjustment.”

“Not more than one member of a board of adjustment shall be directly engaged in real estate sales,
development, or construction or a directly related field.”

Terms of Office: (Regular Members) “Each regular member shall be appointed for a term of three
years in such manner to serve staggered terms.  A regular member shall continue service until a
successor is duly appointed.”

(Alternate Members) “In addition to the regular members provided for in this section, one alternate
member for each regular member shall be appointed to serve on each board of adjustment only in
the absence of the regular member for the place for which he or she was appointed an alternate and
while serving shall have and exercise authority if a regular member.  The alternate member shall
have the same qualifications as a regular member and shall serve for a term concurrent with the
regular member for the district.”

Removal: “Members of each board of adjustment may be removed for cause by the Baldwin County
Commission upon written chargers and after a public hearing.”

Vacancies: “Vacancies shall be filled for the unexpired term of any member whose term becomes
vacant.”

Initial Appointment: ‘The initial appointment of members of boards of adjustment and the alternates
provided by Act 2006-609 shall be from nominations by the boards of adjustment of the local planning
districts on Aril 26, 2006.”

This requirement only applies to the initial appointment of the boards of adjustment.  After the terms
expire, the Baldwin County Commission may appoint persons meeting the appropriate qualifications.
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FINANCIAL IMPACT

Total cost of recommendation:  N/A

Budget line item(s) to be used:  N/A

If this is not a budgeted expenditure, does the recommendation create a need for funding?
N/A

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
N/A

Reviewed/approved by:  N/A

Additional comments:  N/A

ADVERTISING REQUIREMENTS
..
Is advertising required for this recommendation?  N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:  Administration

Action required (list contact persons/addresses if documents are to be mailed or emailed):
Correspondence to:

Ms. Onva Youonnie Veal
9396 Clarke Ridge Road
Foley, Alabama 36535

 Mr. John Paul Hilderbrandt
33080 Antietam Road
Lillian, Alabama 36549

Baldwin County Commission Printed on 9/26/2019Page 3 of 4

powered by Legistar™

http://www.legistar.com/


File #: 19-2144, Version: 1 Item #: BA7

cc: Linda Lee
      Vince Jackson

Additional instructions/notes:  N/A
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Victoria Key

From: Linda Lee
Sent: Tuesday, September 10, 2019 1:17 PM
To: Victoria Key
Cc: Anu Gary; Monica Taylor; Tawanda Gulley; Miranda N. McKinnon; Barbara Pate
Subject: BCC District 4 Board of Adjustment Resignation
Attachments: Veal Resignation Email.pdf

Victoria, 
 
Please place the item below on the next available agenda for consideration.  Please let me know 
if  you need any other information. 
 
Please send thank you letter to Younnie Veal.  Resignation email attached.   
 
Thank you, 
 
Linda Lee 

Planner	
Baldwin	County	Planning	&	Zoning	Dept.	
201	East	Section	Avenue	
Foley,	AL		36535	
Tel:	(251)	972‐8523	
Fax:	(251)	972‐8520	
E‐mail:	llee@baldwincountyal.gov	
 



From: Younnie Veal
To: Linda Lee
Subject: <EXTERNAL> Meeting
Date: Sunday, August 04, 2019 6:04:43 PM

I will be in Jury Duty for the next 2 weeks so I will not be able to attend the meeting.
Also, in light of recent events with my family, I am going to have to resign from this board.
Sorry such short notice but family first.
Sincerely,
Younnie Veal 

251.752.2000
younnie.veal@gmail.com

mailto:younnie.veal@gmail.com
mailto:LLee@baldwincountyal.gov
mailto:younnie.veal@gmail.com
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Victoria Key

From: Linda Lee
Sent: Friday, September 13, 2019 10:58 AM
To: Victoria Key
Cc: Anu Gary; Monica Taylor; Miranda N. McKinnon; Tawanda Gulley; Barbara Pate
Subject: BCC District 4 Board of Adjustment Resignationv
Attachments: Hilderbrandt Resignation Letter.pdf

Follow Up Flag: Follow up
Flag Status: Flagged

Victoria, 
 
Please place the item below on the next available agenda for consideration.  Please let me know 
if  you need any other information. 
 
Please send thank you letter to John Hilderbrandt.  Resignation email attached.   
 
Thank you, 
 
Linda Lee 

Planner	
Baldwin	County	Planning	&	Zoning	Dept.	
201	East	Section	Avenue	
Foley,	AL		36535	
Tel:	(251)	972‐8523	
Fax:	(251)	972‐8520	
E‐mail:	llee@baldwincountyal.gov	
 





 
BALDWIN COUNTY COMMISSION DISTRICT #4 PLANNING (ZONING) DISTRICT 

BOARD OF ADJUSTMENT 
[Greater South Baldwin County Area] 

 
General Board Information: 

 
Appointed by Baldwin County Commission. 

 
Board of Adjustment shall consist of not less than three Regular members (and three corresponding Alternate members) and not more 

than the same number of Regular members (and corresponding number of Alternate members) as the number of zoned Planning 
Districts within the jurisdiction of the Board of Adjustment.  Note: as of June 23, 2006, as amended on November 21, 2006, the 
jurisdiction of this Board of Adjustment includes Planning Districts 20, 21, 22, 23, 24, 25, 27, 29, 30, 32 and 33; however, as of  
June 23, 2006, as amended on November 21, 2006, and of said aforementioned Planning Districts, only the following are zoned 

Planning Districts at this time: 20, 21, 22, 23, 24, 25, 29, 30, 32 and 33. 
 

At least one Regular member (and corresponding Alternate member) shall be from each Planning District within the jurisdiction of the 
Board of Adjustment. 

 
Term of each Regular member (and corresponding Alternate member) is three (3) years with each respective term of office 

corresponding exactly for each Planning District representative (i.e. each corresponding Planning District Regular and Alternate 
member has the exact same term of office).  Note: Upon the initial appointment of members at the June 20, 2006, regular meeting, 

many membership slots on this Board of Adjustment were staggered as required by Act No. 2006-609. 
 

All members must be qualified electors of their respective Planning Districts within the territory of the Board of Adjustment and shall 
reflect as nearly as practical the diversity of land use in County Commission District No. 4. 

 
No more than one (1) member of the Board of Adjustment shall be directly engaged in real estate sales, development or construction 

or a directly related field.  
 

Statutory Authority - Act No. 91-719, as amended by Act No. 93-668, as amended by Act No. 98-665, as amended by Act  
No. 2006-609, as amended by Act No. 2010-719. 

 
PLANNING 
DISTRICT 
 

MEMBERS APPOINTED/REAPPOINTED TERM OF 
OFFICE 
 

EXP. 
DATE 

REGULAR 
Planning 
District 20 
Designee 

Samuel Sterling Mitchell, III 
Post Office Box 533 
Magnolia Springs, AL  36555 
 
REGISTERED VOTER 
NOT INVOLVED IN REAL ESTATE, DEVELOPMENT 
OR CONSTRUCTION 
 

Reappointed 10/16/2018 as regular 
member, said term continuing from 
06/20/2018 
 

3 years 06/20/2021 
 

ALTERNATE 
Planning 
District 20 
Designee 

VACANT POSITION  
 
REGISTERED VOTER 
NOT INVOLVED IN REAL ESTATE, DEVELOPMENT 
OR CONSTRUCTION 

 

Vacant due to the appointment of 
Samuel Sterling Mitchell, III, as a 
regular member on 03/01/2016 
 

3 years 06/20/2015 
 

REGULAR 
Planning 
District 21 
Designee 

James Koeppen 
17158 Cold Mill Loop 
Foley, AL  36535 
 
REGISTERED VOTER 
NOT INVOLVED IN REAL ESTATE, DEVELOPMENT 
OR CONSTRUCTION 
 

Appointed 10/16/2018 as a regular 
member to the place seat formerly held 
by Janet M. Lipscomb for a pro-rata 
reduced term 
 
 10/16/2018 Accepted the resignation of 
Janet M. Lipscomb as a regular member 
and thanked her for her prior civic 
service 
 

3 years 02/17/2021 

ALTERNATE 
Planning 
District 21  
Designee  

VACANT POSITION  
 
REGISTERED VOTER 
NOT INVOLVED IN REAL ESTATE, DEVELOPMENT 
OR CONSTRUCTION 
 
 

 

Vacant due to the expiration of James 
Edward Sullivan, Jr.’s term on 
02/17/2015   
 
03/01/2016 Thanked James Edward 
Sullivan, Jr. for his prior service  

3 years 02/17/2015 
 



 
 
BALDWIN COUNTY COMMISSION DISTRICT #4 PLANNING (ZONING) DISTRICT 

BOARD OF ADJUSTMENT – Cont. 

PLANNING 
DISTRICT 
 

MEMBERS APPOINTED/REAPPOINTED TERM OF 
OFFICE 
 

EXP. 
DATE 

REGULAR 
Planning 
District 22  
Designee  
 

VACANT POSITION  
 
REGISTERED VOTER 
NOT INVOLVED IN REAL ESTATE, DEVELOPMENT 
OR CONSTRUCTION 
 

06/19/2018 Accepted the resignation of 
Van McCamish and thanked him for his 
prior civic service 
 

3 years 06/20/2018 

ALTERNATE 
Planning 
District 22 
Designee 

Jack Danley 
26188 Chatelaine Road 
Elberta, AL  36530 
 
REGISTERED VOTER 
NOT INVOLVED IN REAL ESTATE, DEVELOPMENT 
OR CONSTRUCTION 

Appointed 03/01/2016 to fill the place 
seat formerly held by Van McCamish 
for a pro-rata reduced term 

3 years 06/20/2018 

REGULAR 
Planning 
District 23 
Designee 

Robert E. Broseus 
1876 Princess Lane 
Lillian, AL  36549 
 
REGISTERED VOTER 
NOT INVOLVED IN REAL ESTATE, DEVELOPMENT 
OR CONSTRUCTION  

Reappointed 07/16/2019 term continuing 
from 06/20/2019 
 

3 years 06/20/2022 
 

ALTERNATE 
Planning 
District 23 
Designee  

VACANT POSITION  
 
REGISTERED VOTER 
NOT INVOLVED IN REAL ESTATE, DEVELOPMENT 
OR CONSTRUCTION  

Vacant due to James H. Compton’s term 
expiring 06/20/2013 
 

3 years 06/20/2013 

REGULAR 
Planning 
District 24 
Designee 

Stuart Paul Arnold 
P.O. Box 399 
Orange Beach, AL  36561 
 
REGISTERED VOTER 
NOT INVOLVED IN REAL ESTATE, DEVELOPMENT 
OR CONSTRUCTION  

Reappointed 10/16/2018 as a regular 
member, term continuing from 
06/20/2018 
 

3 years 06/20/2021 
 

ALTERNATE 
Planning 
District 24 
Designee  

Theron I. V. Mashburn 
30730 River Road 
Orange Beach, AL  36561 
 
REGISTERED VOTER 
NOT INVOLVED IN REAL ESTATE, DEVELOPMENT 
OR CONSTRUCTION  

Reappointed 10/16/2018 as an alternate 
member (term to coincide with the term 
of Stuart Paul Arnold), term continuing 
from 06/20/2018 
 
 

3 years 06/20/2021 

REGULAR 
Planning 
District 25 
Designee 

Ernest Church 
5601 State Highway 180 #4 
Gulf Shores, AL  36542 
 
REGISTERED VOTER 
NOT INVOLVED IN REAL ESTATE, DEVELOPMENT 
OR CONSTRUCTION  

Reappointed 10/03/2017 for a pro-rata 
reduced term 
 

3 years 06/20/2020 
 

ALTERNATE 
Planning 
District 25 
Designee 

Vicki Matranga 
402 Veterans Road 
Gulf Shores, AL  36542 
 
REGISTERED VOTER 
NOT INVOLVED IN REAL ESTATE, DEVELOPMENT 
OR CONSTRUCTION  

Reappointed 10/03/2017 for a pro-rata 
reduced term 

3 years 06/20/2020 



 

BALDWIN COUNTY COMMISSION DISTRICT #4 PLANNING (ZONING) DISTRICT 
BOARD OF ADJUSTMENT – Cont. 

PLANNING 
DISTRICT 

MEMBERS APPOINTED/REAPPOINTED TERM OF 
OFFICE 

EXP. 
DATE 

REGULAR 
Planning 
District 29 
Designee 

JoAnne Bodree 
9613 Soldiers Creek Road 
Lillian, AL  36549 
 
REGISTERED VOTER AT 8393 HIGHWAY 91 
 

Reappointed 10/03/2017 for a pro-rata 
reduced term 
 

3 years 06/20/2020 
 

ALTERNATE 
Planning 
District 29 
Designee 

VACANT 
        
 

07/16/2019, removed the name of Hugh 
William Helms from the board 

3 years 06/20/2020 

REGULAR 
Planning 
District 30 
Designee 

Onva Yuonnie Veal 
9396 Clarke Ridge Road 
Foley, AL  36535 
 
REGISTERED VOTER 
 

Appointed 10/03/2017 to the place seat 
formerly held by Marcia Van Cleve for a 
pro-rata reduced term 
 
10/03/2017 Thanked Marcia Van Cleve 
for her prior civic service 
 

3 years 06/20/2020 
 

ALTERNATE 
Planning 
District 30 
Designee  

Harold M. Stephens 
9408 Clarke Ridge Road 
Foley, AL  36535 
        
REGISTERED VOTER 
NOT INVOLVED IN REAL ESTATE, DEVELOPMENT 
OR CONSTRUCTION 

 

Reappointed 10/03/2017 for a pro-rata 
reduced term 

3 years 06/20/2020 

REGULAR 
Planning 
District 32 
Designee 

Johanna W. Moloney 
6587 County Road 95 South 
Elberta, AL  36530 
 
REGISTERED VOTER 
NOT INVOLVED IN REAL ESTATE, DEVELOPMENT 
OR CONSTRUCTION  
 

Reappointed 07/16/2019 term continuing 
from 06/20/2019 
 

3 years 06/20/2022 

ALTERNATE 
Planning 
District 32 
Designee  

VACANT POSITION  
 
REGISTERED VOTER 
NOT INVOLVED IN REAL ESTATE, DEVELOPMENT 
OR CONSTRUCTION 

Vacant due to Johanna W. Moloney 
being appointed as Regular Member on 
 09/03/2013 
 

3 years 06/20/2013 

REGULAR 
Planning 
District 33 
Designee 

John Paul Hilderbrandt 
33080 Antietam Road 
Lillian, AL  36549 
 
REGISTERED VOTER 
 

Reappointed 07/16/2019 term continuing 
from 06/20/2019 

3 years 06/20/2022 

ALTERNATE 
Planning 
District 33 
Designee 

VACANT POSITION  
 
REGISTERED VOTER 
NOT INVOLVED IN REAL ESTATE, DEVELOPMENT 
OR CONSTRUCTION 

Accepted the resignation of Arthur 
Stallings 09/03/2013 
 

3 years 06/20/2013 

*The original members of the Baldwin County Commission District No. 4 Planning (Zoning) District Board of Adjustment were 
formally appointed during the June 20, 2006, BCC Meeting.   
 
*During the June 20, 2006, BCC Meeting, the Commission also acknowledged for the record of the official minutes that, by operation 
of Act No. 2006-609 and on April 26, 2006, the individual Planning Zoning) District Boards of Adjustment for Planning (Zoning) 
Districts 20, 22, 23, 24, 25, 29, 30, 32 and 33, stand dissolved. 
 
REVISED:   07/16/2019 met 



Baldwin County Commission

Agenda Action Form

File #: 19-2123, Version: 1 Item #: BA8

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Wayne A. Dyess, County Administrator
Submitted by: Tawanda Gulley, Administrative Support Specialist
______________________________________________________________________

ITEM TITLE
Perdido Bay Water, Sewer and Fire Protection District - Board Appointment

STAFF RECOMMENDATION
Related to the Perdido Bay Water, Sewer and Fire Protection District Authority, take the following
action:

1.  Re-appoint Ms. Jean Ray as a member of the Board of Directors for a four (4) year term, said
term to commence on November 1, 2019, and expire on October 31, 2023.

BACKGROUND INFORMATION

Previous Commission action/date:  N/A

Background:
PART I - BACKGROUND:

The Perdido Bay Water, Sewer and Fire Protection District is a public corporation established in
1976, pursuant to Act No. 20, 1970 Special Session of the Legislature of Alabama, which is now
codified at §11-89-1, et seq., Code of Alabama, 1975.  Further, when the Perdido Bay Water, Sewer
and Fire Protection District was established in 1976, the Board of Directors was composed of thirteen
(13) members.  Today, this District is composed of a five (5) member Board of Directors appointed by
the County Commission to serve, respectively, terms of four (4) years each.

Please note that there remains required qualifications set forth in §11-89-6, et seq., Code of Alabama
, 1975, for citizens to be appointed to the District.  The required qualifications are:

1) Nominee must be a duly qualified elector (i.e. registered voter) in Baldwin County.
2) Nominee must be a subscriber on the District System (i.e. member of the corporation).
3) Nominee cannot be an officer of the State, County or municipality during tenure of office.

Lastly, there is a provision in §11-89-6, et seq., Code of Alabama, 1975, which requires appointments
be made no earlier than thirty (30) days prior to the date such person will take office.

Baldwin County Commission Printed on 9/26/2019Page 1 of 3

powered by Legistar™

http://www.legistar.com/


File #: 19-2123, Version: 1 Item #: BA8

PART II - BACKGROUND ON MS. JEAN RAY:

The Perdido Bay Water, Sewer and Fire Protection District has proposed for Ms. Jean Ray to be re-
appointed as a member of the Board of Directors (see attachment #1).  Through correspondence
from the Perdido Bay Water, Sewer and Fire Protection District, staff has verified that Ms. Ray is 1) a
duly qualified elector (i.e. registered voter) of Baldwin County Alabama, 2) a subscriber or member of
the corporation, and 3) is not an officer of the State, County or municipality.

Therefore, staff confirms Ms. Ray meets the requirements set forth in §11-89-6, et seq., Code of
Alabama, 1975, to be re-appointed to the Board of Directors of the Perdido Bay Water, Sewer and
Fire Protection District.

Staff asserts this re-appointment is at the discretion of the County Commission and the Commission
can either re-appoint Ms. Ray or another qualified citizen of its choice.

FINANCIAL IMPACT

Total cost of recommendation:  N/A

Budget line item(s) to be used:  N/A

If this is not a budgeted expenditure, does the recommendation create a need for funding?
N/A

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
N/A

Reviewed/approved by:  N/A

Additional comments:  N/A

ADVERTISING REQUIREMENTS
..
Is advertising required for this recommendation?  N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION
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For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:  Administration Staff

Action required (list contact persons/addresses if documents are to be mailed or emailed):
Administration Send Correspondence to:

Ms. Jean Ray
12154 County Road 99
Lillian, Alabama  36549

cc:
Rucker Staggers, Vice Chairman
Perdido Bay Water, Sewer and Fire Protection District
28171 Freshwater Lane
Elberta, Alabama  36530

Additional instructions/notes:  N/A
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PERDIDO BAY WATER, SEWER & FIRE PROTECTION DISTRICT 
 

28171 Freshwater Lane 
Elberta, Alabama 36530 

(251) 987-5816 
 

General Board Information: 
 

Appointed by Baldwin County Commission 
Five (5) members 

Term of each member is Four (4) years 
Appointments must be made not earlier than thirty (30) days prior to expiration of applicable term 

Each place seat may be numbered to stagger the terms of each member at two (2), three (3) or four (4) year terms 
All members must be qualified electors of Baldwin County and not an officer of the state, county or municipality during term 

Compensation of Board Members:  Chairman $750 annually; Other Board Members $25 per meeting attended 
Originally established during November 2, 1976, regular meeting 

Statutory Authority - §11-89-1, et seq., Code of Alabama 1975 
Further Reference - Corporation Book 26, p. 860, et seq., Office of Judge of Probate of Baldwin County, Alabama 

 & Real Property Book 341, p. 1588, et seq., Office of Judge of Probate of Baldwin County, Alabama 
& Miscellaneous Book 93, p. 291, et seq., Office of Judge of Probate of Baldwin County, Alabama 

 
 

MEMBERS APPOINTED/REAPPOINTED TERM OF OFFICE EXPIRATION DATE 
Larry Chason     
30528 Magnolia Street 
Elberta, AL  36530   
                           

Reappointed 05/17/2016 term to commence 
05/31/2016 

4 years 05/31/2020 

Jean Ray 
12154 County Road 99 
Lillian, AL  36549 
(251) 962-7412 
 

Reappointed 10/20/2015 term to commence 
10/31/2015  

4 years 10/31/2019 

Rucker Staggers 
6666 Shore Drive 
Elberta, AL  36530                      
 

Reappointed 10/03/2017 for a pro-rata reduced 
term  

4 years 09/30/2021 

Darrell Crase 
8225 Mobile Avenue 
Elberta, AL 36530 
 

Appointed 06/05/2018 to fill the unexpired and 
vacant place seat formerly held by William 
Mathis for a pro-rata reduced tern 
 
06/05/2018 Thanked William M. Mathis for his 
prior civic service 
 

4 years 12/31/2020 

Joe Woods 
6659 East Quarry Drive 
Elberta, AL  36530 

Reappointed 06/05/2018 term to commence 
06/30/2018 
 
 

4 years 06/30/2022 

   
 
REVISED:  06/05/2018 akg 
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File #: 19-2136, Version: 1 Item #: BA9

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Wayne Dyess, County Administrator
Submitted by: Keri Green, Administrative Support Specialist
______________________________________________________________________

ITEM TITLE
Resolution #2020-006 - Appropriation for the 15th Annual Day of Thanks Public Breakfast on
November 26, 2019

STAFF RECOMMENDATION
Take the following actions:

1)  Pursuant to the authority as set forth by Section 45-2-161 of the Code of Alabama 1975, adopt
Resolution #2020-006 of the Baldwin County Commission which appropriates and expends
$2,500.00, from the “Commission Discretionary Fund” in Baldwin County Fiscal Year 2019-2020, to
Baldwin County United to be used exclusively by Baldwin County United to pay costs associated to
the 2019 Day of Thanks Public Breakfast at 8:30 a.m. on November 26, 2019, at the Baldwin County
Commission Central Annex in Robertsdale, Alabama, which public free-of-charge breakfast shall join
community leaders (government, commercial, private and economic) and citizens together, promote
cultural endeavors of the general public and provide a public forum to strengthen the civic virtues of
good citizenship and patriotism which, collectively, in the judgment of this honorable county
governing body, are worthy, in the best interest of the county, and will promote the economic well-
being of the citizens of the county; and

2)  Execute an Agreement between Baldwin County Commission and Baldwin County United to affect
the aforementioned total appropriation to Baldwin County United.  This Agreement shall be in effect
for a period of three (3) months, or in a shorter time as may be determined by the Baldwin County
Commission, commencing October 1, 2019 and expiring January 1, 2020, and can be amended
during the aforementioned period only by written amendment executed by the parties.

BACKGROUND INFORMATION

Previous Commission action/date:  N/A

Background:  Baldwin County United has planned for its 15th Annual Day of Thanks (public)
Breakfast to be held on November 26, 2019, at 8:30 a.m. at the Baldwin County Commission Central
Annex in Robertsdale, Alabama.  This event is open and free to the public and is provided by Baldwin
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County United as an event recognizing the Thanksgiving season as well as providing a forum to join
community economic leaders and citizens together which also strengthens civic virtues of good
citizenship and patriotism.

The Baldwin County Commission has supported the Baldwin County United Day of Thanks public
breakfast since 2007.

A proclamation will be on the Baldwin County Commission agenda on November 19, 2019, to set
aside November 26, 2019, as a "Day of Thanks" in preparation for the event and to get the word out
to the general public.

BACKGROUND ON COMMISSION DISCRETIONARY FUND:

In 1961, the Alabama Legislature passed a Local Bill relating to Baldwin County, which authorized the
Baldwin County Commission to maintain a "Contingent Fund" not to exceed $5,000.00 per annum
only for use during special contingencies the Commission came upon during each year.

In 1999, the Baldwin County Legislative Delegation sponsored, and the Alabama Legislature
adopted, Act No. 99-413, which amended the 1961 Act by authorizing the existing amount
appropriated to such "Fund" to be increased to $25,000.00 each fiscal year.

Furthermore, Act No. 99-413 renamed the term "Contingent Fund" to "Commission Discretionary
Fund."

This proposed appropriation of $2,500.00 from the "Commission Discretionary Fund" must be
approved by the Baldwin County Commission as an endeavor which, in the judgment of this
honorable county governing body, is worthy, in the best interest of the county, and will promote the
economic well-being of the citizens of the county.  The resolution attached to this recommendation
meets the requirements of the applicable Local Acts of the Alabama Legislature to make such
appropriation and shall, in accordance with applicable law, be spread upon the minutes of the County
Commission.

APPLICATION OF AMENDMENT NO. 750 TO THE CONSTITUTION OF ALABAMA 1901:

Amendment No. 750 provides additional authority for the Baldwin County Commission, and municipal
governments in the county, to promote local economic and industrial development accomplishing
certain endeavors, one of which is the grant of public funds for the purpose of promoting local
economic and industrial development.  Amendment No. 750 is an additional authority.  The Baldwin
County Local Legislative Act [Act No. 99-413 - Section 45-2-161 of the Alabama Code], which
created the Commission Discretionary Fund, authorizes appropriations of county funds for the
purpose of promoting the economic well-being of the citizens of the county.

FINANCIAL IMPACT
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Total cost of recommendation:  $2,500.00

Budget line item(s) to be used:  51990.5342

If this is not a budgeted expenditure, does the recommendation create a need for funding?
N/A

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
Yes

Reviewed/approved by:  David J. Conner, County Attorney

Additional comments:  N/A

ADVERTISING REQUIREMENTS
..
Is advertising required for this recommendation?  N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:  Administration Staff - Correspondence to:

Mr. Warren Hopper, President
Baldwin County United
Post Office Box 286
Fairhope, Alabama 36533

cc: Donna Bryars
Eva Cutsinger
Wayne Dyess
Ron Cink

Action required (list contact persons/addresses if documents are to be mailed or emailed):
N/A

Additional instructions/notes:  N/A
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STATE OF ALABAMA ) 
COUNTY OF BALDWIN )

RESOLUTION # 2020-006
OF THE

BALDWIN COUNTY COMMISSION

PROVIDING FOR AN APPROPRIATION FROM THE "COMMISSION DISCRETIONARY FUND" AS 
AUTHORIZED BY SECTION  45-2-161 OF THE CODE OF ALABAMA 1975.

WHEREAS, Act 363 (1961) [Acts of Alabama, Regular, Special Sessions 1961, Vol. I, p. 383], as 
amended by Act 733 (1971) [Acts of Alabama, Organizational, Special and Regular Sessions 1971, Vol. II, 
p.1448], as further amended by Act No. 99-413 (1999) [Acts of Alabama, Regular Session and First 
Extraordinary Session 1999, Vol. 2, p. 736], authorizes the county governing body of Baldwin County, Alabama, 
to appropriate and expend not more than $25,000.00 per fiscal year for any purpose, not otherwise provided for by 
law, that is worthy, in the best interest of the county, and promotes the economic well-being of the citizens of the 
county from a fund as created by the aforementioned Local Acts of the Legislature of Alabama entitled the 
"Commission Discretionary Fund;" and

WHEREAS, further, the aforementioned Local Acts of the Legislature of Alabama [codified at Section 
45-2-161 of the Code of Alabama 1975] require any appropriation to be authorized only by resolution of this 
county governing body as spread upon the official minutes of the County Commission of Baldwin County, 
Alabama.

COMES NOW, this honorable county governing body, pursuant to the authority as set forth by the 
aforementioned Local Acts of the Legislature of Alabama, desiring to appropriate and expend $2,500.00, from the 
"Commission Discretionary Fund" and in Baldwin County Fiscal Year 2019-2020, to Baldwin County United to 
be used exclusively by Baldwin County United to pay for costs associated to the 2019 Day of Thanks Public 
Breakfast at 8:30 a.m. on November 26, 2019, at the Baldwin County Central Annex in Robertsdale, Alabama, 
which public free-of-charge breakfast shall join community leaders (government, commercial, private and 
economic) and citizens together, promote cultural endeavors of the general public and provide a public forum to 
strengthen the civic virtues of good citizenship and patriotism which, collectively, in the judgment of this 
honorable county governing body, are worthy, in the best interest of the county, and will promote the economic 
well-being of the citizens of the county; now therefore

BE IT RESOLVED BY THE BALDWIN COUNTY COMMISSION, IN REGULAR SESSION 
ASSEMBLED, that this honorable county governing body, pursuant to the authority as set forth by the 
aforementioned Local Acts of the Legislature of Alabama, hereby appropriates and expends $2,500.00, from the 
"Commission Discretionary Fund" in Baldwin County Fiscal Year 2019-2020, to Baldwin County United to be 
used exclusively by Baldwin County United to pay for costs associated to the 2019 Day of Thanks Public 
Breakfast at 8:30 a.m. on November 26, 2019, at the Baldwin County Central Annex in Robertsdale, Alabama, 
which public free-of-charge breakfast shall join community leaders (government, commercial, private and 
economic) and citizens together, promote cultural endeavors of the general public and provide a public forum to 
strengthen the civic virtues of good citizenship and patriotism which, collectively, in the judgment of this 
honorable county governing body, are worthy, in the best interest of the county, and will promote the economic 
well-being of the citizens of the county.

FURTHER, BE IT RESOLVED, that this appropriation in no way diminishes the authority of this county 
governing body to appropriate and expend any other funds, as limited and during Baldwin County Fiscal Year 



2019-2020, from the "Commission Discretionary Fund."

DONE, under the Seal of the County of Baldwin, at the County Seat in Bay Minette, Alabama, on this the 
1st day of October, 2019.

__________________________________
Commissioner Charles F. Gruber
Chairman

ATTEST:

___________________________________
Wayne A. Dyess
County Administrator



STATE OF ALABAMA ) 
COUNTY OF BALDWIN )

AGREEMENT

WHEREAS, BALDWIN COUNTY UNITED (hereinafter referred to as “BALDWIN COUNTY 
UNITED”) is a nonprofit corporation organized under the laws of the State of Alabama the purpose of which is to 
bring together all people in the Greater Baldwin County (Alabama) Area to unite toward common goals for a better 
countywide community; and

WHEREAS, the BALDWIN COUNTY COMMISSION (hereinafter referred to as “COMMISSION”) 
remains the honorable county governing body of Baldwin County, Alabama; and

WHEREAS, the COMMISSION desires to provide funding assistance to BALDWIN COUNTY UNITED 
to support BALDWIN COUNTY UNITED’s Annual “Day of Thanks [public] Breakfast,” at 8:30 a.m., on 
November 26, 2019, at the Baldwin County Central Annex, in Robertsdale, Alabama (hereinafter referred to as 
“BALDWIN COUNTY UNITED’s Annual Day of Thanks Public Breakfast”); and

WHEREAS, the COMMISSION recognizes the community and civic purposes for which BALDWIN 
COUNTY UNITED was organized and, furthermore, was assured, by BALDWIN COUNTY UNITED that 
“BALDWIN COUNTY UNITED’s Annual Day of Thanks Public Breakfast,” will be open to all the citizens of 
Baldwin County at no charge; and

WHEREAS, further, the COMMISSION recognizes that “BALDWIN COUNTY UNITED’s Annual Day 
of Thanks Public Breakfast,” shall join community leaders (government, commercial, private and economic) and 
citizens together, promote cultural endeavors of the general public and provide a public forum to strengthen the 
civic virtues of good citizenship and patriotism which, collectively, promote the economic well-being of the citizens 
of the county; and

WHEREAS, to benefit as well as promote the aforesaid purposes benefiting the general public, the 
COMMISSION wishes to render a one-time funding appropriation to BALDWIN COUNTY UNITED to be used 
exclusively to assist in the provision of “BALDWIN COUNTY UNITED’s Annual Day of Thanks Public 
Breakfast,” which will be open to all citizens of Baldwin County at no charge; and

WHEREAS, the COMMISSION makes such one-time funding appropriation to BALDWIN COUNTY 
UNITED respecting that the Supreme Court of the State of Alabama has ruled that Section 94 of the Constitution 
of Alabama 1901, as amended, is not violated when a public entity donates money or other thing of value in aid of 
a private individual or corporation if a public purpose is served. Slawson v. Alabama Forestry Commission 631 So. 
2nd 953 (Ala. 1994); and

WHEREAS, this appropriation is compliant with Section 45-2-161 of the Code of Alabama 1975 and 
Resolution #2020-006 of the Baldwin County Commission (as adopted during the October 1, 2019, regular 
meeting).

NOW, THEREFORE, in consideration of the premises and other good and valuable consideration, the 
receipt and sufficiency of which is hereby acknowledged, the parties hereto AGREE as follows:

1.   The above recitals and statements are incorporated as part of this Agreement and shall have the effect and 
enforceability as all other provisions herein.
2.   BALDWIN COUNTY UNITED shall continue to bring together all people in the Greater Baldwin County 



(Alabama) Area to unite toward common goals for a better countywide community.

3.   All BALDWIN COUNTY UNITED facilities, services, activities and membership shall be made available to 
the general public.

4.   BALDWIN COUNTY UNITED shall have a nondiscriminatory policy, and its facilities, services, activities 
and membership shall be available to the general public regardless of race, age, gender, disability or religion.

5.  The COMMISSION shall assist BALDWIN COUNTY UNITED, by providing a one-time funding 
appropriation of Two Thousand and Five Hundred Dollars ($2,500), in its provision of “BALDWIN COUNTY 
UNITED’s Annual Day of Thanks Public Breakfast,” which activity shall join community leaders  (government,  
commercial,  private  and  economic)  and  citizens  together,  promote  cultural endeavors of the general public 
and provide a public forum to strengthen the civic virtues of good citizenship and patriotism which, collectively, 
promote the economic well-being of the citizens of the county.

6.   BALDWIN COUNTY UNITED expressly agrees that “BALDWIN COUNTY UNITED’s Annual Day of 
Thanks Public Breakfast” will be open to all citizens of Baldwin County at no charge and, furthermore, shall be 
available to the general public regardless of race, age, gender, disability or religion.

7.   BALDWIN COUNTY UNITED expressly agrees not to use any of the onetime funding appropriation set forth 
at Section 5 of this Agreement in a manner inconsistent with his Agreement and, furthermore, agrees not to use the 
one-time funding appropriation set forth at Section 5 of this Agreement to aid any private or individual benefit. It 
being expressly understood that the one-time funding appropriation provided by the COMMISSION be utilized by 
BALDWIN COUNTY UNITED only toward the public purposes as provided at Section 5 of this Agreement.

8.   This Agreement and the relationship created hereby does not in any manner create, imply or otherwise vest, 
any authority in BALDWIN COUNTY UNITED on behalf of the COMMISSION. Furthermore, this Agreement 
hereby expressly forbids the creation of an agency or any action that would create or imply that BALDWIN 
COUNTY UNITED is an agent of the COMMISSION.

9.  BALDWIN COUNTY UNITED shall fully indemnify and hold the COMMISSION, its County Commissioners, 
departments, employees, supervisors, agents, representatives and attorneys completely harmless from any and all 
claims, demands, notices, violations, findings, actions or orders of whatsoever kind or character which may arise 
from, or which are in any way related to, the work done and duties or obligations performed by BALDWIN 
COUNTY UNITED or the COMMISSION pursuant to this Agreement, including, without limitation, attorney fees 
and legal expenses and costs incurred as a result of the COMMISSION enforcing, defending or complying with 
this Agreement, or otherwise addressing or defending any actions or claims related in any way to this Agreement. 
This provision shall survive the expiration or termination of this Agreement.

10. BALDWIN COUNTY UNITED shall ensure that all materials publicizing or resulting from the funding 
appropriation   as   provided   for   by   this   Agreement   shall   contain   an   acknowledgment   of   the 
COMMISSION’S assistance with said acknowledgment of support made with the following comparable footnote: 
‘This activity was supported by the Baldwin County Commission.’

11. Notwithstanding anything written to the contrary, all commitments made herein by the COMMISSION are 
subject to the availability of funds. If at any time prior to the conveyance of the one- time funding appropriation 
the COMMISSION determines that the subject funds are not available, then the COMMISSION shall no longer be 
obligated or required to provide such onetime funding appropriation.

12. BALDWIN COUNTY UNITED agrees, as a condition of receiving the funding appropriation referenced in 
this Agreement, to supply to the COMMISSION, within 30 days from a written request to do so, all applicable data 



that is necessary for the COMMISSION to ensure the proper expenditure of the subject funding appropriation. This 
provision shall survive the expiration of this Agreement.

13. This Agreement, provided in the form as one (1) original instrument for the records of BALDWIN COUNTY 
UNITED and one (1) original instrument for the records of the COMMISSION, represents the entire terms and 
conditions of the Agreement between the COMMISSION and BALDWIN COUNTY UNITED.  This Agreement 
shall be in effect for a period of three (3) months, or in a shorter time as may be determined by the COMMISSION, 
commencing October 1, 2019, and expiring January 1, 2020, and can be amended, during the aforementioned 
period of three (3) months, only by written amendment executed by the COMMISSION and BALDWIN COUNTY 
UNITED. Notwithstanding the aforementioned, BALDWIN COUNTY UNITED acknowledges and agrees that all 
its obligations under this Agreement and the COMMISSION'S rights to enforce such obligations survive the 
expiration and / or termination of this Agreement.

IN WITNESS WHEREOF, the parties hereto have affixed their hands and seals this date, as follows:

ATTEST BALDWIN COUNTY COMMISSION

_______________________________ _________________________________
WAYNE A. DYESS By: CHARLES F. GRUBER
County Administrator As Its:  Chairman

STATE OF ALABAMA )
COUNTY OF BALDWIN )

I, the undersigned authority, a Notary Public, in and for Baldwin County and the State of Alabama, hereby 
certify that CHARLES F. GRUBER, as Chairman of the Baldwin County Commission, and WAYNE A. DYESS, 
as County Administrator of the Baldwin County Commission, whose names are signed to the foregoing instrument 
and who are known to me, acknowledged before me on this day that, being informed of the contents of said 
instrument, they, as such Officers of the Baldwin County Commission, and with full authority, executed the same 
voluntarily on the day the same bears date for and as the act of said Baldwin County Commission.

GIVEN, under my hand and Seal this the ______ day of ______________, 2019.

_______________________________________
Notary Public
My Commission expires: __________________  

BALDWIN COUNTY UNITED 
P. O. Box 286
Fairhope, Alabama 36532



_______________________________________
By: WARREN W. HOPPER
As its: President
Date: __________________________________

STATE OF ALABAMA ) 
COUNTY OF BALDWIN )

I, the undersigned authority, a Notary Public, in and for Baldwin County and the State of Alabama, hereby 
certify that WARREN W. HOPPER, whose name as President of Baldwin County United, is signed to the foregoing 
instrument and who is known to me, acknowledged before me on this day that, being informed of the contents of 
said instrument, she, as such President of Baldwin County United and with full authority, executed the same 
voluntarily for and as the act of BALDWIN COUNTY UNITED on this the day the same bears date.

GIVEN, under my hand and Seal this the ______ day of _______________, 2019.

_______________________________________
Notary Public
My Commission expires: __________________
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From: Wayne A. Dyess, County Administrator
Submitted by: Miranda McKinnon, Administrative Support Specialist
______________________________________________________________________

ITEM TITLE
Resolution #2020-010 - Appropriation from the Commission Discretionary Fund - Mobile Bay Area
Veterans Day Commission, Inc.

STAFF RECOMMENDATION
Take the following actions:

1) Approve Resolution #2020-010 of the Baldwin County Commission, which appropriates not more
than $5,000.00 from the "Commission Discretionary Fund," and in Baldwin County Fiscal Year 2019-
2020, to pay over, by agreement, to the Mobile Bay Area Veterans Day Commission, Inc., a domestic
non-profit corporation listed in the Office of the Alabama Secretary of State at Entity ID Number 772-
605, to assist the Mobile Bay Area Veterans Day Commission, Inc., in the conduct of its 2019
Veterans Day Activities in Mobile, Alabama, whereby numerous Baldwin County citizens and
Veterans of the Armed Forces of the United States participate, said appropriation/expenditure, in the
judgment of this honorable county governing body, is worthy and in the best interest of the county,
and which shall promote the economic well-being of the citizens of the county by and through
strengthened economic ties between the Veterans of Mobile and Baldwin Counties and all the
citizens of both counties which cooperation shall benefit the commercial sector of Baldwin County
which proprietors include Baldwin County’s many Veterans; and

2) Related to the aforesaid, execute an Agreement between the Baldwin County Commission and
Mobile Bay Area Veterans Day Commission, Inc., to effect the $5,000.00 appropriation.

BACKGROUND INFORMATION

Previous Commission action/date:  N/A

Background:  The Mobile Bay Area Veterans Day Commission, Inc. has requested funding
assistance from the Baldwin County Commission related to the 2019 Mobile Area Veterans Day
Activities in Mobile, Alabama.

The appropriation of $5,000.00 is proposed to be made from the Commission Discretionary Fund and
by Agreement between the Baldwin County Commission and Mobile Bay Area Veterans Day
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Commission, Inc.

FINANCIAL IMPACT

Total cost of recommendation:  $5,000.00

Budget line item(s) to be used:  51990.5342

If this is not a budgeted expenditure, does the recommendation create a need for funding?
N/A

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
N/A

Reviewed/approved by:  N/A

Additional comments:  N/A

ADVERTISING REQUIREMENTS
..
Is advertising required for this recommendation?  N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:  N/A

Action required (list contact persons/addresses if documents are to be mailed or emailed):
Administration:

Letter, copy of Resolution and
original Agreement to:

Mr. Steven D. Carey, Colonel,
U.S. Air Force (Retired)
President
Mobile Bay Area Veterans Day
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Commission, Inc.
Post Office Box 321
Daphne, Alabama 36526

cc: Donna Bryars, Eva Cutsinger, Ronald J. Cink, Christie Davis

Additional instructions/notes:  N/A

Baldwin County Commission Printed on 9/26/2019Page 3 of 3

powered by Legistar™

http://www.legistar.com/


STATE OF ALABAMA )

COUNTY OF BALDWIN )

RESOLUTION #2020-010
OF THE

BALDWIN COUNTY COMMISSION

PROVIDING FOR AN APPROPRIATION FROM THE "COMMISSION DISCRETIONARY 
FUND" AS AUTHORIZED BY SECTION 45-2-161 OF THE CODE OF ALABAMA (1975).

WHEREAS, Act 363 (1961) [Acts of Alabama, Regular, Special Sessions 1961, Vol. I, p. 383], as 
amended by Act 733 (1971) [Acts of Alabama, Organizational, Special and Regular Sessions 1971, Vol. II, p. 
1448], as further amended by Act No. 99-413 (1999) [Acts of Alabama, Regular Session and First 
Extraordinary Session 1999, Vol. 2, p. 736], authorizes the county governing body of Baldwin County, 
Alabama, to appropriate and expend not more than $25,000.00 per fiscal year for any purpose, not otherwise 
provided for by law, that is worthy, in the best interest of the county, and promotes the economic well-being of 
the citizens of the county from a fund as created by the aforementioned Local Acts of the Legislature of 
Alabama entitled the "Commission Discretionary Fund;" and

WHEREAS, further, the aforementioned Local Acts of the Legislature of Alabama [codified at 
Section 45-2-161 of the Code of Alabama 1975] require any appropriation to be authorized only by resolution 
of this county governing body as spread upon the official minutes of the County Commission of Baldwin 
County, Alabama.

COMES NOW, this honorable county governing body, pursuant to the authority as set forth by the
aforementioned Local Acts of the Legislature of Alabama, desiring to appropriate and expend $5,000.00, from 
the "Commission Discretionary Fund," and in Baldwin County Fiscal Year 2019-2020, to pay over, by 
agreement, to the Mobile Bay Area Veterans Day Commission, Inc., a domestic non-profit corporation listed 
in the Office of the Alabama Secretary of State at Entity ID Number 772-605, to assist the Mobile Bay Area 
Veterans Day Commission, Inc., in the conduct of its 2019 Veterans Day Activities in Mobile, Alabama, 
whereby numerous Baldwin County citizens and Veterans of the Armed Forces of the United States shall 
participate, said appropriation/expenditure, in the judgment of this honorable county governing body, is worthy
and in the best interest of the county, and which shall promote the economic well-being of the citizens of the 
county by and through strengthened economic ties between the Veterans of Mobile and Baldwin Counties and 
all the citizens of both counties which cooperation shall benefit the commercial sector of Baldwin County
which proprietors include Baldwin County’s many Veterans; now therefore 

BE IT RESOLVED BY THE BALDWIN COUNTY COMMISSION, IN REGULAR SESSION 
ASSEMBLED, That this honorable county governing body, pursuant to the authority as set forth by the 
aforementioned Local Acts of the Legislature of Alabama, hereby appropriates and expends $5,000.00, from 
the "Commission Discretionary Fund," and in Baldwin County Fiscal Year 2019-2020, to pay over, by 
agreement, to the Mobile Bay Area Veterans Day Commission, Inc., a domestic non-profit corporation listed 
in the Office of the Alabama Secretary of State at Entity ID Number 772-605, to assist the Mobile Bay Area 
Veterans Day Commission, Inc., in the conduct of its 2019 Veterans Day Activities in Mobile, Alabama, 
whereby numerous Baldwin County citizens and Veterans of the Armed Forces of the United States shall 
participate, said appropriation/expenditure, in the judgment of this honorable county governing body, is worthy
and in the best interest of the county, and which shall promote the economic well-being of the citizens of the 
county by and through strengthened economic ties between the Veterans of Mobile and Baldwin Counties and 



all the citizens of both counties which cooperation shall benefit the commercial sector of Baldwin County 
which proprietors include Baldwin County’s many Veterans.

DONE, under the Seal of the County of Baldwin, at the County Seat in Bay Minette, Alabama, on this 
the 1st day of October, 2019.

______________________________________________
                                                                             Commissioner Charles F. Gruber, Chairman

ATTEST:

_______________________________________________
   Wayne A. Dyess, County Administrator
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STATE OF ALABAMA )

COUNTY OF BALDWIN )

AGREEMENT

WHEREAS, the MOBILE BAY AREA VETERANS DAY COMMISSION, INC.
(hereinafter referred to as “VETERANS DAY COMMISSION”), is a non-profit corporation 
organized to, among other things enumerated in their governing Articles of Incorporation, 
support and conduct an annual enhanced Veterans Day observance in the greater Mobile Bay 
(Alabama) area to honor the veterans and members of the seven uniformed services of the United 
States and the United States Merchant Marine, as well as all reserve, National Guard and inactive 
components of such services; further, to recognize all past, present and future contributions of 
these men and women to the security and well being of our nation; and, further, to seek an 
increased public awareness of the value of the contributions and accomplishments of veterans 
and their role in shaping American history; and 

WHEREAS, the BALDWIN COUNTY COMMISSION (hereinafter referred to as 
“COMMISSION”) remains the honorable county governing body of Baldwin County, Alabama, 
and a political subdivision of the State of Alabama; and

WHEREAS, the COMMISSION recognizes the public and civic purposes for which the 
VETERANS DAY COMMISSION was organized, said public and civic purposes strengthening
the economic ties of the Veterans of Mobile and Baldwin Counties and the virtues of good 
citizenship, patriotism, furthermore, providing a venue to honor all Alabamians who participated 
in all armed conflicts of the United States, representing the veterans of all branches of the United 
States Armed Services in all conflicts and educating the public on their contributions and 
sacrifices through annual Veterans Day activities and, in recognition of the aforesaid public and 
civic purposes, the COMMISSION desires to appropriate Five Thousand Dollars ($5,000.00) to 
the VETERANS DAY COMMISSION, to partner with the VETERANS DAY COMMISSION 
in its provision of the VETERANS DAY COMMISSION 2019 Veterans Day Public Activities 
to be conducted on November 11, 2019, in Mobile, Alabama (hereinafter referred to as “2019
VETERANS DAY ACTIVITIES”); and

WHEREAS, further, the COMMISSION makes such one-time total funding appropriation 
to the VETERANS DAY COMMISSION respecting that the Supreme Court of the State of 
Alabama has ruled that Section 94 of the Constitution of Alabama 1901, as amended, is not 
violated when a public entity donates money or other thing of value in aid of a private individual 
or corporation if a public purpose is served. Slawson v. Alabama Forestry Commission 631 So. 
2d 953 (Ala. 1994); and

NOW, THEREFORE, in consideration of the premises and other good and valuable 
consideration, the receipt and sufficiency of which is hereby acknowledged, the parties hereto 
AGREE as follows:

1. The above recitals and statements are incorporated as part of this Agreement, and 
shall have the effect and enforceability as all other provisions herein.

2. All VETERANS DAY COMMISSION facilities, services and activities, including, 
but not limited the 2019 VETERANS DAY ACTIVITIES, shall be accessible to the 
general public in accordance with VETERANS DAY COMMISSION rules and 
policies.



2

3. The VETERANS DAY COMMISSION and 2019 VETERANS DAY ACTIVITIES 
shall have a nondiscriminatory policy, and its facilities, services and activities, 
including, but not limited the 2019 VETERANS DAY ACTIVITIES, shall be 
available to the general public regardless of race, age, gender, disability or religion.

4. The COMMISSION shall assist the VETERANS DAY COMMISSION by 
providing the VETERANS DAY COMMISSION a one-time total funding 
appropriation of Five Thousand Dollars ($5,000.00) to partner with the VETERANS 
DAY COMMISSION in its provision of the 2019 VETERANS DAY ACTIVITIES 
to be conducted on November 11, 2019, in Mobile, Alabama, which activities shall
benefit the public and civic purposes of strengthening the virtues of good 
citizenship, patriotism, furthermore, honoring all Alabamians who participated in all 
armed conflicts of the United States and representing the veterans of all branches of 
the United States Armed Services in all conflicts to, collectively, educate the public 
on their contributions and sacrifices.

5. The VETERANS DAY COMMISSION expressly agrees to use the one-time total 
funding appropriation set forth at Section 4 of this Agreement consistent with this
Agreement and, furthermore, agrees not to use any of the one-time funding 
appropriation set forth at Section 4 of this Agreement to aid any private or individual 
benefit.  It being expressly understood that the one-time funding appropriation set 
forth at Section 4 of this Agreement, as provided by the COMMISSION, be utilized, 
by the VETERANS DAY COMMISSION only toward the purpose set forth at
Section 4 of this Agreement.

6. This Agreement and the relationship created hereby does not in any manner 
create, imply or otherwise vest any authority in the VETERANS DAY 
COMMISSION on behalf of the COMMISSION.  Furthermore, this Agreement
hereby expressly forbids the creation of an agency or any action that would create or 
imply that the VETERANS DAY COMMISSION is an agent of the
COMMISSION.

7. To the fullest extent allowed by law, the VETERANS DAY COMMISSION shall 
fully indemnify, defend and hold the COMMISSION, its County Commissioners, 
departments, employees, supervisors, insurer, agents, representatives and attorneys 
completely harmless from any and all claims, demands, notices, violations, findings, 
actions or orders of whatsoever kind or character which may arise from, or which 
are in any way related to, the work done and duties or obligations performed by the 
VETERANS DAY COMMISSION or the COMMISSION pursuant to this 
Agreement, including, without limitation, attorney fees and legal expenses and costs
incurred as a result of the COMMISSION enforcing, defending or complying with
this Agreement, or otherwise addressing or defending any actions or claims related 
in any way to this Agreement. The provisions of this Section 7 and the rights, duties
and obligations set forth herein shall survive the expiration or termination of this 
Agreement.

8. Notwithstanding anything written herein to the contrary, all commitments made
herein by the COMMISSION are subject to the availability of funds.  If at anytime
prior to the conveyance of the one-time funding appropriation the COMMISSION
determines that the subject funds are not available, then the COMMISSION shall no 
longer be obligated or required to provide such one-time funding appropriation.

9. The VETERANS DAY COMMISSION agrees, as a condition of receiving the 
funding appropriation referenced in this Agreement, to:



3

a. Supply to the COMMISSION, within thirty (30) days from a written request 
to do so, all applicable data that is necessary for the COMMISSION to
ensure the proper expenditure of the subject funding appropriation. 

10. This Agreement, provided in the form as one (1) original instrument for the 
records of the VETERANS DAY COMMISSION and one (1) original instrument 
for the records of the COMMISSION, represents the entire terms and conditions of 
the Agreement between the COMMISSION and the VETERANS DAY 
COMMISSION.  It shall be necessary to account for only one (1) such instrument 
or counterpart in proving this Agreement.

11. This Agreement shall be in effect for a period of four (4) months, or in a 
shorter time as may be determined by the COMMISSION, commencing 
October 1, 2019, and expiring February 1, 2019, and may be amended, 
during the aforementioned period of four (4) months, only by written 
amendment executed by the COMMISSION and the VETERANS DAY 
COMMISSION.  The COMMISSION shall have the right to terminate this 
Agreement, with or without cause, by giving thirty (30) days written notice to the 
VETERANS DAY COMMISSION.  

IN WITNESS WHEREOF, the parties have affixed their hands and seals this date, as 
follows:

BALDWIN COUNTY COMMISSION

_______________________________________________
CHARLES F. GRUBER
As Its: Chairman
Date: __________________________________________

ATTEST:

___________________________________________
WAYNE A. DYESS
County Administrator

STATE OF ALABAMA )
COUNTY OF BALDWIN )

I, the undersigned authority, a Notary Public, in and for Baldwin County, Alabama, and the State of 
Alabama, hereby certify that CHARLES F. GRUBER, as Chairman of the Baldwin County Commission, and 
WAYNE A. DYESS, as County Administrator/Budget Director of the Baldwin County Commission, whose names 
are signed to the foregoing instrument and whom are known by me, acknowledged before me and on this day that, 
being informed of the contents of said instrument, they, as such officers of the Baldwin County Commission, and 
with full authority, executed the same voluntarily on the day the same bears date for and as an act of said Baldwin 
County Commission.

GIVEN under my hand and seal this the ______ day of __________________________, 2019.

________________________________________________
NOTARY PUBLIC
My Commission expires: ___________________________
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MOBILE BAY AREA VETERANS DAY COMMISSION, 
INC. 
P.O. Box 2187
Mobile, Alabama 36652-2187

_______________________________________________
STEVEN D. CAREY, Colonel, U.S. Air Force (Retired)
As Its: President
Date: __________________________________________

STATE OF ALABAMA )
COUNTY OF _____________ )

I, the undersigned authority, a Notary Public, in and for _______________ County, Alabama, and the State 
of Alabama, hereby certify that STEVEN D. CAREY, Colonel, U.S. Air Force (Retired), as President of the Mobile 
Bay Area Veterans Day Commission, Inc., whose name is signed to the foregoing instrument and who is known by 
me, acknowledged before me and on this day that, being informed of the contents of said instrument, he, as such
President of the Mobile Bay Area Veterans Day Commission, Inc., and with full authority, executed the same 
voluntarily on the day the same bears date for and as an act of said Mobile Bay Area Veterans Day Commission, 
Inc.

GIVEN under my hand and seal this the ______ day of __________________________, 2019.

________________________________________________
NOTARY PUBLIC
My Commission expires: ___________________________



Alabama Secretary of State

Mobile Bay Area Veterans Day Commission, Inc. 

Entity ID Number 772 - 605

Entity Type Domestic Non-Profit Corporation

Principal Address MOBILE, AL 

Principal Mailing Address Not Provided 

Status Exists

Place of Formation Mobile County

Formation Date 3-4-1986

Registered Agent Name TOENES, DAVID A 

Registered Office Street Address 451 GOVERNMENT ST
MOBILE, AL 36652

Registered Office Mailing Address Not Provided 

Nature of Business ---

Capital Authorized

Capital Paid In

Incorporators

Incorporator Name STEWART, WILLIAM HART 

Incorporator Street Address Not Provided 

Incorporator Mailing Address Not Provided 

Incorporator Name SCHIAVONI, VINCENT P 

Incorporator Street Address Not Provided 

Incorporator Mailing Address Not Provided 

Scanned Documents 

Purchase Document Copies

Document Date / Type / Pages 3-4-1986     Certificate of Formation     16 pgs.

Browse Results New Search

Page 1 of 2Business Entity Records | Alabama Secretary of State

9/16/2019http://arc-sos.state.al.us/cgi/corpdetail.mbr/detail?corp=772605&page=name&file=&type=...
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Meeting Date: 10/1/2019
Item Status: New
From: Wayne Dyess, County Administrator
Submitted by: Victoria Key, Administrative Support Specialist
______________________________________________________________________

ITEM TITLE
Consideration for Rescheduling and Cancelling Certain Baldwin County Commission Meetings in
November 2019 and December 2019

STAFF RECOMMENDATION
Adopt Resolution #2020-008 which approves the following:

1) The November 26, 2019, work session meeting time of the Baldwin County Commission is
rescheduled to begin at 10:30 a.m., and to be held instead, in the Commission Conference Room at
the Central Annex Building as located at 22251 Palmer Street, Robertsdale, Alabama; and

2) The December 24, 2019, work session meeting of the Baldwin County Commission is cancelled.

BACKGROUND INFORMATION

Previous Commission action/date:   N/A

Background:  The November 26, 2019, work session meeting time of the Baldwin County
Commission will need to be rescheduled to begin at 10:30 a.m., instead of 8:30 a.m., due to the Day
of Thanks Public Breakfast event in Robertsdale. The meeting location will also need to be changed
to be held in the Commission Conference Room instead of the Auditorium.

The December 24, 2019, work session meeting of the Baldwin County Commission will need to be
cancelled due to the County offices being closed for Christmas Eve on December 24th and Christmas
Day on December 25th.

FINANCIAL IMPACT

Total cost of recommendation:   N/A

Budget line item(s) to be used:   N/A

If this is not a budgeted expenditure, does the recommendation create a need for funding?   N/A
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LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
N/A

Reviewed/approved by:  N/A

Additional comments:   N/A

ADVERTISING REQUIREMENTS
..

Is advertising required for this recommendation?   N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  Time Sensitive - See below.

Individual(s) responsible for follow up:  Administration

Send Public Notice to Media/BCC Contacts
Upload Notice to county website
Post Notices at courthouse and facilities

Update Legistar calendar/Insite online meetings calendar
Update Upload Log

Update 4BCC Outlook Calendar and send invites out again

Upload fully executed Resolution to BCAP

Notify:
1) Court Reporter (calendar update, email/text, need confirmation)
2) QuickCaption for closed captioning (email, need confirmation)
3) CIS staff for audio/video (email, need confirmation)
4) Facility Coordinator for meeting rooms if necessary

Action required (list contact persons/addresses if documents are to be mailed or emailed):   N/A

Additional instructions/notes:  N/A
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STATE OF ALABAMA )

COUNTY OF BALDWIN )

RESOLUTION #2020-008
OF THE

BALDWIN COUNTY COMMISSION

RESCHEDULING 2ND WORK SESSION MEETING TIME AND LOCATION IN 
NOVEMBER 2019 AND CANCELLING THE 2ND WORK SESSION MEETING IN 
DECEMBER 2019.

COMES NOW, the Baldwin County Commission desiring to reschedule certain work 
session meeting and cancel a certain work session meeting in November 2019 and December 
2019, as set forth herein below; now therefore

BE IT RESOLVED BY THE BALDWIN COUNTY COMMISSION, IN REGULAR
SESSION ASSEMBLED, that, pursuant to the authority found at §11-3-8 (a) of the Code of 
Alabama 1975, and without limitation, the Baldwin County Commission hereby approves the 
following:

1. The November 26, 2019, work session meeting time of the Baldwin County Commission 
is rescheduled to begin at 10:30 a.m., and to be held instead, in the Commission 
Conference Room at the Central Annex Building as located at 22251 Palmer Street, 
Robertsdale, Alabama.

2. The December 24, 2019, work session meeting of the Baldwin County Commission is 
cancelled.

DONE, under the Seal of the County of Baldwin, at the County Seat in Bay Minette, 
Alabama, on this the 1st day of October, 2019.

______________________________________      
Commissioner Charles F. Gruber, Chairman

ATTEST:

____________________________________
Wayne Dyess, County Administrator
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Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Wayne Dyess, County Administrator
Submitted by: Anu Gary, Administration/Records Manager
______________________________________________________________________

ITEM TITLE
Adoption Partner Agreement between Baldwin County Commission (Animal Shelter) and PetSmart
Charities, Inc.

STAFF RECOMMENDATION
Approve an Adoption Partner Agreement between the Baldwin County Commission (Animal Shelter)
and PetSmart Charities, Inc., for the Baldwin County Animal Shelter to participate in the PetSmart
Charities’ adoption program in order to facilitate and provide a location to facilitate adoptions of dogs,
cats, or other pets.

This Agreement shall remain in full force and effect until terminated by either Party as set forth herein.
Either party may terminate this Agreement at any time, with or without cause, upon at least thirty (30)
days written notice of such termination to the other party.

BACKGROUND INFORMATION

Previous Commission action/date:   N/A

Background:  PetSmart Charities Inc., is an Arizona nonprofit corporation and tax-exempt public
charity under Section 501(c)(3) of the Internal Revenue Code (“Code”).

The agreement will allow Baldwin County Animal Shelter to participate in the PetSmart Charities’
adoption program located at one or more PetSmart Charities Adoption Centers or other space at
PetSmart retail stores, or in the case of special events, locations specified by Charities in order to
facilitate and provide a location to facilitate adoptions of dogs, cats, or other pets.

FINANCIAL IMPACT

Total cost of recommendation:   N/A

Budget line item(s) to be used:   N/A
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If this is not a budgeted expenditure, does the recommendation create a need for funding?   N/A

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
Yes.

Reviewed/approved by:  The agreement has been reviewed and approved by David J. Conner,
County Attorney (09/06/2019).

Additional comments:   N/A

ADVERTISING REQUIREMENTS
..

Is advertising required for this recommendation?   N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:  N/A

Action required (list contact persons/addresses if documents are to be mailed or emailed):   Mail
executed agreement to:

PetSmart Charities, Inc.
19601 N. 27th Avenue
Phoenix, Arizona 85027/

Omar Hankton at OHankton@petsmartcharities.org <mailto:OHankton@petsmartcharities.org> and
Heidi Fulcher at HFulcher@PetSmartCharities.org <mailto:HFulcher@PetSmartCharities.org>

Additional instructions/notes:  N/A

Baldwin County Commission Printed on 9/26/2019Page 2 of 2

powered by Legistar™

http://www.legistar.com/


1 

PetSmart Charities, Inc. Adoption Partner Agreement v20180112  

 
Adoption Partner Agreement 

 

This Adoption Partner Agreement (“Agreement”) is entered into between PetSmart Charities Inc., an Arizona nonprofit 

corporation and tax-exempt public charity under Section 501(c)(3) of the Internal Revenue Code (“Code”), whose address is 

19601 N. 27th Avenue, Phoenix, AZ 85027 (“Charities”), and Baldwin County whose address is 322 Courthouse Square, 

Bay Minette AL 36507-4809 (“Adoption Partner”). 

 

Section 1 – PetSmart Charities Adoption Program 

A. Adoption Program. Charities agrees to permit Adoption Partner to participate in the Charities’ adoption program 

(“Adoption Program”) located at one or more PetSmart Charities Adoption Centers or other space at PetSmart retail stores, 

or in the case of special events, locations specified by Charities (“Adoption Center”). The Adoption Program’s sole 

purpose is to help facilitate and provide a location to facilitate adoptions of dogs, cats, or other pets (“Pets”). Adoption 

Partner acknowledges that in addition to its organization, other adoption agencies may also be permitted by Charities to 

hold adoptions at the same time and location as the Adoption Partner. 

 

B. Adoption Policies. In addition to the terms and conditions contained in this Agreement, Adoption Partner acknowledges 

that it has received, and agrees that it and its employees and volunteers will comply with, any additional policies, 

procedures and/or manuals (collectively the "Policies") as provided to Adoption Partner by Charities and/or PetSmart, Inc. 

(“PetSmart”), including any future changes to those policies, procedures and/or manuals. Charities reserves the right to 

amend such adoption policies in its sole and absolute discretion and will take reasonable steps to notify Adoption Partner 

of any changes. 

 

C. Adoption Process. Subject to this Agreement and applicable law, Adoption Partner will use its own adoption policies and 

procedures when offering Pets for adoption, and will make the final decision in the adoption of a Pet. Adoption Partner 

shall retain ownership of each Pet until the adoption process for such Pet is complete. Adoption Partner will require an 

adoption release form or other similar document specified by Charities to be signed by the adopting party. 

 

D. Adoption Assistance. If mutually agreed upon by Adoption Partner, Charities, and PetSmart, Charities may, through its 

relationship with PetSmart, facilitate use of PetSmart employees to support the Adoption Center, which may include 

conducting adoptions, providing care for Pets, and maintaining the facilities. In such event, Adoption Partner hereby 

authorizes Charities and/or PetSmart to carry out those activities agreed upon and to provide all reasonably necessary 

training on Adoption Partner’s practices, policies, and procedures. 

 

E. Adoption Center. Adoption Partner shall have the use of the Adoption Center free of rent or costs. The Parties will mutually 

agree upon one or more Adoption Center locations and the date Adoption Partner will begin use of each Adoption Center. 

Additional locations may be added from time to time as deemed necessary by both Parties. Additional locations and/or 

change of locations can be accomplished upon written request by Adoption Partner and written approval of such request 

by Charities in its sole and absolute discretion. 

 

F. Damage to Adoption Center. Adoption Partner will be responsible for any damage to the Adoption Center or related 

equipment caused by Adoption Partner, its staff, volunteers, Pets, or any other person or animal acting on or under 

Adoption Partner’s direction or control. Adoption Partner will, at its sole expense, maintain the Adoption Center in a 

clean, sanitary and orderly fashion and take preventative action to minimize the spread of communicable diseases among 

Pets. Adoption Partner is responsible for ensuring that the area is clean, fully sanitized and disinfected prior to departure. 

 

G. Adoption Rewards. Charities may elect to provide certain monetary grants in conjunction with the Adoption Program 

(“Rewards”). Charities, in its sole and absolute discretion may determine the election, amount, modification, or 

termination of Rewards. Adoption Partner agrees to use such Rewards in the furtherance of its charitable purpose, 

specifically its Pet adoption program, or if permitted by Charities, other charitable purposes advancing animal welfare. 

Adoption Partner may not use Rewards for lobbying or political activities, or any purpose not permitted by the Code. 

 

H. Adoption Center Supplies. Charites may elect to provide products or pet food (collectively “Product”) for use by Adoption 

Partner solely for the operation of the Adoption Center.  Charities, in its sole and absolute discretion may determine the 
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election, modification, or termination of Product. Adoption Partner understands and agrees that Product is provided in 

“as-is” condition and that Charities and PetSmart make NO WARRANTY, COVENANT OR REPRESENTATION, 

EXPRESSED OR IMPLIED, REGARDING THE PRODUCT, INCLUDING WITHOUT LIMITATION, THEIR 

DESIGN OR MERCHANTABILITY OR FITNESS FOR PARTICULAR PURPOSE (EXCEPT CHARITIES 

WARRANTS IT HAS GOOD TITLE TO THE PRODUCT AND CAN TRANSFER GOOD TITLE TO ADOPTION 

PARTNER). CHARITIES SHALL NOT BE LIABLE FOR ANY DIRECT OR CONSEQUENTIAL DAMAGES OR 

LOSSES SUFFERED OR INCURRED BY ADOPTION PARTNER OR A THIRD PARTY AS A RESULT OF THE 

USE, OR CONSUMPTION OF THE PRODUCT. Adoption Partner waives any and all claims against and releases 

Charities or PetSmart from all liability associated with the use or consumption of the Product. Adoption Partner further 

understands and agrees that the U.S. Food and Drug Administration (“FDA”) regulations specify that protein derived from 

mammalian tissues is not to be used in ruminant feed and that the feeding of any pet food included with any Product to 

cattle or other ruminant animals is expressly prohibited by federal regulations. 

 

I. Reporting. Adoption Partner is required to submit the impact report(s) related to the Adoption Program specified by 

Charities along with any other information reasonably requested by Charities. 

 

J. Pet Eligibility. Except as specified in the Policies, all Pets must be spayed or neutered, and evaluated and deemed to be 

healthy, safe for interaction, adoptable, and in compliance with any applicable laws and regulations prior to placement in 

the Adoption Program. Pets showing or previously having shown any signs of aggression are strictly prohibited from the 

Adoption Program. Adoption Partner will isolate Pets at the first sign of illness or aggression and remove such Pets 

immediately from the Adoption Center and PetSmart premises. 

 

K. Request for Removal of Pet. Charities or its designee may require Adoption Partner to immediately remove any Pet from 

the Adoption Center or PetSmart premises as may be reasonably necessary to comply with Charities’ Adoption Policies, 

operate the Adoption Program, ensure the safety or well-being of any Pet or person, or comply with any applicable law or 

regulation, in Charites’ sole discretion. 

 

L. Employees and/or Volunteers. Adoption Partner agrees that Adoption Partner’s employees who are working or facilitating 

adoptions in the Adoption Program must be at least 18 years old. Adoption Partner’s volunteers must be at least 14 years 

old and properly supervised by the Adoption Partner. Volunteers under the age of 18 must always be accompanied and 

supervised by an adult. Adoption Partner and its employees and volunteers must always maintain a clean, neat and 

professional appearance, and conduct themselves in a professional and courteous manner. Adoption Partner shall only 

permit its employees and volunteers to participate in the Adoption Program. 

 

M. Agreement. Adoption Partner agrees to require all employees and volunteers working on behalf of Adoption Partner in 

conjunction with the Adoption Program to sign an agreement with Adoption Partner acknowledging that they are aware 

of and agree to comply with all policies, procedures and/manuals, including this Adoption Partner Agreement, and 

agreeing to waive all claims and liability against Charities and PetSmart resulting from participation in the Adoption 

Program. 

 

N. Potential Removal. In the event Charities or PetSmart has any objection to any Adoption Partner employee or volunteer, 

Charities or PetSmart shall have the right to require Adoption Partner to commence appropriate procedures to remedy the 

basis of any such objection. Upon reasonable request, PetSmart or Charities, in its sole discretion, may require the removal 

of the employee or volunteer from the Adoption Center or any other designated areas. 

 

O. Prohibited Conduct. Adoption Partner, its employees, volunteers or agents, may not, directly or indirectly during or after 

the term of this Agreement: 

1. Sell, gift or generally compete with any of the products and/or services sold by PetSmart (such as grooming, pet 

training and veterinary services) while in the Adoption Center or on PetSmart premises. 

2. Conduct fundraising activities while in the Adoption Center or on PetSmart premises, including directly soliciting 

donations; except Adoption Partner is welcome to collect donations through use of a donation collection canister 

located where adoptions are being performed. 

3. Interfere in any way with the conduct of the business of PetSmart, Charities or any customer, tenant or occupant 
of the PetSmart store or shopping center at any time. 

4. Allow any person or other organization to use its Adoption Group Number as assigned by Charities, its tax 

identification number, or participate in the Adoption Program using its name or identity. 
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Section 2 – General Provisions 

A. Adoption Partner represents to Charities, as of the date of this Agreement and at all times during the term, that: 

1. Adoption Partner is either: (i) an organization exempt from federal income tax under Section 501(c)(3) of the 

Code, (ii) a governmental entity under Section 170(c)(1) of the Code that will use any Rewards exclusively 

for public purposes, or (iii) an “Indian tribal government,” under Section 7701(a)(40) of the Code, that is 

treated as a State that will use any Rewards exclusively for public purposes. 

2. Adoption Partner holds and will maintain any and all licenses, permits and registrations necessary or 

appropriate to operate and fulfill Adoption Partner’s mission. 

3. Adoption Partner is in compliance (and will comply) with all applicable federal, state, local and tribal laws, 

regulations and other requirements. 

4. Adoption Partner is not on any federal terrorism “watch list” and any Rewards will be used in compliance 

with all applicable anti-terrorist financing and asset control laws, statutes and executive orders. 

5. Adoption Partner agrees that all representations or statements made by Adoption Partner in any application 

or any related communications from or on behalf of Adoption Partner are true and accurate in all material 

respects. Adoption Partner will notify Charities promptly in writing of any changes in such representations or 

statements. 

 

B. Adoption Partner agrees to maintain adequate books and records and other financial documents showing compliance 

with this Agreement. During the term of the Agreement and for two years afterwards, Charities may audit or review 

Adoption Partner’s books and records solely with respect to this Agreement to confirm Adoption Partner’s compliance 

with the terms of the Agreement. Any such request will be made with at least ten (10) business days’ prior notice and 

during normal business hours. Following any such request, Adoption Partner will provide Charities with the requested 

records and will fully cooperate with Charities. During any such audit or review, Charities may, in its sole discretion, 

suspend participation in the Adoption Program and withhold any unpaid Rewards pending the outcome of the audit or 

review. Adoption Partner expressly grants permission to Charities or its designees to discuss with, or request 

documentation from, third parties about Adoption Partner related to performance under this Agreement. Adoption 

Partner agrees to cooperate with Charities in supplying additional information required for Charities to comply with 

governmental requests related to this Agreement. In addition, Adoption Partner agrees to retain and make available all 

records for Pet licensing and registration, adoptions and adopter information, adoption policies and procedures, as well 

as any other records required by law related to any Pet or operation of the Adoption Center. 
 

C. Nothing in this Agreement is intended or will be construed to create any type of partnership, joint venture, 

employment, franchise or other similar relationship between the parties. Charities and Adoption Partner are each 

independent entities, and each will be solely responsible for the acts and omissions of its respective officers, 

agents, employees, volunteers, and representatives and during and after the term of the Agreement. Adoption 

Partner shall defend, indemnify and hold harmless Charities including its respective affiliates, directors, officers, 

managers, employees, representatives, agents, assigns and successors, from and against all costs, claims, losses, 

liabilities, property damage, bodily injury or death, or intellectual property infringement (including reasonable 

attorneys’ fees and expenses), incident to or arising out of Adoption Partner’s: breach of this Agreement; willful 

misconduct or negligent act(s) or omission(s); receipt or use of the Rewards; participation in the Adoption Program, 

including injury or damage caused by or involving Adoption Partner’s Pets; possession, storage, use, consumption and 

disposal of any Product; employment and/or worker compensation claims; or violation of applicable law. 

Notwithstanding the foregoing, this provision shall not be applicable if Adoption Partner is a governmental entity and 

as such, is prohibited by law from indemnifying Charities. 

 

D. In adoption activities pursuant to this Agreement, Adoption Partner agrees that it will not discriminate by reason of 

race, color, creed, religion, national original, age, sexual orientation, disability, veteran status, gender, marital status or 

any other legally protected status. 

 

E. Adoption Partner will acknowledge Charities’ support in any promotional materials, including websites and social 

media platforms, in connection with adoption activities pursuant to this Agreement.  Except in the performance of 

governmental functions or  in  the  enforcement of applicable laws, rules and regulations, Adoption Partner must obtain 

prior written approval by Charities and will provide Charities at least ten (10) business days to review, for quality 
control purposes, the proposed use. If Charities permits Adoption Partner use of its logo, such use is a limited, non-

exclusive, revocable right to use. Adoption Partner may not use Charities’ logo for any purpose other than the use 

permitted by Charities, and Charities may immediately terminate use if it is determined by Charities to be unacceptable. 
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Any right given to Adoption Partner for the use of Charities name or logo may not be transferred, assigned or 

sublicensed. 

 

F. Upon approval by the Adoption Partner, in its discretion, Charities shall have the limited, non-exclusive, revocable 

right to publish, print, transmit, display or otherwise use Adoption Partner’s name and logo in accordance with the 

terms of the approval. If Adoption Partner permits Charities’ use of its logo, such use is a limited, non-exclusive, 

revocable right to use. Such use may be in electronic or digital format (including e-mail, social media platforms or 

websites) or in printed form. Charities will not use Adoption Partner’s name or logo in a negative light or critical 

manner. Charities’ use of Adoption Partner’s name or logo will be used only to support or further Charities’ mission. 

 

G. If either party brings an action to enforce its rights under this Agreement, the prevailing party may recover its expenses 

(including reasonable attorneys' fees) incurred in connection with the action and any appeal from the losing party. 

 

H. This Agreement shall remain in full force and effect until terminated by either Party as set forth herein. Either party 

may terminate this Agreement at any time, with or without cause, upon at least thirty (30) days written notice of such 

termination to the other party. Charities may immediately terminate this Agreement upon written notice to Adoption 

Partner if Charities determines, in its sole discretion, that Adoption Partner: has breached any term of this Agreement; 

is the subject of any legal, regulatory or media investigation or is engaged in any action or course that appears to be 

unprofessional, uncharitable, disreputable, or otherwise inappropriate; ceases to operate or materially and adversely 

changes its method of operation, is insolvent, or files for or is the subject of any type of receivership, bankruptcy or 

similar proceeding; or has not complied with the requirements of any other agreement with Charities. If Charities 

terminates this Agreement for cause, it may, in its sole and absolute discretion: withhold any pending or future 

Rewards; or revoke any Rewards not used in accordance with this Agreement and require that all previously provided 

Rewards be returned. 

 

I. This Agreement constitutes the entire agreement and understanding between the parties and supersedes all other prior 

and contemporaneous communications, discussions, understandings, negotiations, arrangements and agreements, 

whether written or oral, relating to the subject matter of this Agreement. This Agreement shall not be construed for or 

against any party based on which party drafted this Agreement, and each party had the opportunity to review this 

Agreement with their respective legal counsel to the party’s satisfaction. This Agreement will not be effective until all 

information requested by Charities is provided by Adoption Partner and is fully executed. Charities and Adoption 

Partner each represent that the individuals signing are duly authorized to execute this Agreement. This Agreement may 

be executed in one or more counterparts, each of which shall be deemed an enforceable original, but all of which 

together shall constitute one and the same instrument. Facsimile and other electronic signatures shall be as effective 

and binding as original signatures. 

 

TO EVIDENCE THEIR AGREEMENT, the parties have executed and delivered this Adoption Partner Agreement, 

all effective as of the last date written below. 

 

 
“CHARITIES” 

PetSmart Charities, Inc. 

“ADOPTION PARTNER” 

Baldwin County 

Signature:    Signature:    

Name:    Name:    

Title:    Title:    

Date:    Date:    



Baldwin County Commission

Agenda Action Form

File #: 19-2149, Version: 1 Item #: BB2

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Wayne A. Dyess, County Administrator
Submitted by: Abby Moorer, Office Manager/Gina Jones, County Humane Officer
______________________________________________________________________

ITEM TITLE
Baldwin County Trap-Neuter-Return (TNR) - Renewal of Happy Acres Veterinary Clinic and Animal
Medical Center Agreements

STAFF RECOMMENDATION
Approve and authorize the Chairman to execute a Professional Service Agreement renewal for the
Trap-Neuter-Return (TNR) Program services with Happy Acres Veterinary Clinic and Animal Medical
Center.  The agreements shall commence on October 1, 2019, and continue for a period of ninety
(90) days, expiring January 1, 2020, with an automatic renewal for one additional ninety (90) day
term (expiring April 1, 2020), unless terminated by either party in accordance with the terms of the
Agreement.

BACKGROUND INFORMATION

Previous Commission action/date: 05/01/2018

Background:  On May 1, 2018 the Baldwin County Commission approved and authorized the
Chairman to execute a Professional Service Agreement renewal for the Trap-Neuter-Return (TNR)
Program services with Happy Acres Veterinary Clinic and Animal Medical Center.  The agreements
commenced on May 1, 2018 and continued for a period of ninety (90) days, expiring August 1, 2018,
with an automatic renewal for one additional ninety (90) day term (expiring November 1, 2018).  To
date, $12,530.00 has been expended.

FINANCIAL IMPACT

Total cost of recommendation:  Not to exceed the originally approved amount of $19,000.00 from
fund 780 (Animal Shelter Donations).

Budget line item(s) to be used:  55410.5150.001

If this is not a budgeted expenditure, does the recommendation create a need for funding?
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N/A

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
N/A

Reviewed/approved by:  Approved by David Conner, County Attorney

Additional comments:  N/A

ADVERTISING REQUIREMENTS
..
Is advertising required for this recommendation?  N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:  BCAS staff will ensure that veterinarians receive copies of
executed contracts and will also manage the TNR program.

Action required (list contact persons/addresses if documents are to be mailed or emailed):
N/A

Additional instructions/notes:  N/A
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Baldwin County Commission

Agenda Action Form

File #: 19-2151, Version: 1 Item #: BC1

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Felisha Anderson, Archives Director
Submitted by: Felisha Anderson, Archives Director
______________________________________________________________________

ITEM TITLE
Request from Baldwin County High School - Cross Country Championships Event at Bicentennial
Park

STAFF RECOMMENDATION
Approve the use of Baldwin County Bicentennial Park in Stockton, Alabama, for the Baldwin County
High School Cross-Country Championships event on October 19, 2019, beginning at 8:00 a.m. and
ending at 12:00 p.m.

BACKGROUND INFORMATION

Previous Commission action/date:   BCC Regular Meeting 9/18/2018

Background:  Staff received correspondence from Mr. Matthew Beckett, Cross Country Coach for
Baldwin County High School, requesting the use of Bicentennial Park for a Cross Country
Championships Event on October 19, 2019, beginning at 8:00 a.m. and ending at 12:00 p.m.  The
Baldwin County Cross Country Championships is an event held every year in October where the
cross-country teams from every high school in Baldwin County compete.  There are two races in the
Championship meet, one for girls and one for boys.  The admission to the event is free.  The
approximate number of people expected to be in attendance is 400.  Mr. Beckett is the responsible
party.

FINANCIAL IMPACT

Total cost of recommendation:   N/A

Budget line item(s) to be used:   N/A

If this is not a budgeted expenditure, does the recommendation create a need for funding?   N/A

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
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N/A

Reviewed/approved by:  N/A

Additional comments:   N/A

ADVERTISING REQUIREMENTS
..

Is advertising required for this recommendation?   N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:  Felisha Anderson will contact Mr. Beckett with the
commissioner’s response to this request.

Action required (list contact persons/addresses if documents are to be mailed or emailed):   N/A

Additional instructions/notes:  N/A
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Agenda Action Form

File #: 19-2112, Version: 1 Item #: BD1

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Wanda Gautney, Purchasing Director/Junius Long, Building Facilities Coordinator
Submitted by: Wanda Gautney, Purchasing Director
______________________________________________________________________

ITEM TITLE
Baldwin County Courthouse Christmas Decorations

STAFF RECOMMENDATION
Approve the Purchasing Director to issue a purchase order for the purchase of Christmas
decorations for the Baldwin County Courthouse grounds in an amount not to exceed $4,000.00 and
authorize Building Maintenance to perform the work.

BACKGROUND INFORMATION

Previous Commission action/date:  N/A

Background:  The City of Bay Minette has requested help from the County in making the Baldwin
County Courthouse grounds festive for the upcoming Christmas season.  The City is requesting that
the County decorate the 12 trees located on the four (4) corners of the Courthouse square and to
decorate around the seating area on the north side of the courthouse.  The Purchasing Director has
gotten pricing for the lights and decorations that will be needed in an amount not to exceed
$4,000.00.  Junius Long, Building Facilities Coordinator said that Building Maintenance staff could
perform the work.  Funding for this project will be from Bay Minette Courthouse budget 51988.5231.

FINANCIAL IMPACT

Total cost of recommendation:  not to exceed $4,000.00

Budget line item(s) to be used:  51988.5231

If this is not a budgeted expenditure, does the recommendation create a need for funding?
N/A

LEGAL IMPACT
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Is legal review necessary for this staff recommendation and related documents?
N/A

Reviewed/approved by:  N/A

Additional comments:  N/A

ADVERTISING REQUIREMENTS
..
Is advertising required for this recommendation?  N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  10/01/2019

Individual(s) responsible for follow up:  Wanda Gautney, Purchasing Director

Action required (list contact persons/addresses if documents are to be mailed or emailed):
N/A

Additional instructions/notes:  N/A
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Baldwin County Commission

Agenda Action Form

File #: 19-2113, Version: 1 Item #: BD2

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Wanda Gautney, Purchasing Director/Brian Peacock, CIS Director
Submitted by: Wanda Gautney, Purchasing Director
______________________________________________________________________

ITEM TITLE
Contract Extension for Professional Services to Support IBM I Servers (AS400) for the Baldwin
County Commission

STAFF RECOMMENDATION
Extend the Professional Services Contract with David Pimperl for consulting services to assist with
the system administration and support of the County’s IBM I Servers (AS400), at a cost of $85.00 per
hour, not to exceed 15 hours per month, for an additional twelve (12) months at the same terms and
conditions as stated in the original Contract award on October 3, 2017.  The Contract extension will
expire on October 3, 2020.

BACKGROUND INFORMATION

Previous Commission action/date:
10/03/2017 meeting:  Authorized the Chairman to execute a Contract for professional services
between the Baldwin County Commission and David Pimperl for Consulting Services to assist with
the system administration and support of the County’s IBM I Servers (AS400), at a cost of $85.00 per
hour, not to exceed 15 hours per month.  (Contract shall be effective for twelve (12) months
commencing immediately upon the same date as its full execution, with an option to issue two (2)
twelve (12) month Contract extensions, or extend the first Contract until such a time a new Contract
can be bid and awarded.)

09/18/2018 meeting:  Extended the Professional Services Contract with David Pimperl for consulting
services to assist with the system administration and support of the County’s IBM I Servers (AS400),
at a cost of $85.00 per hour, not to exceed 15 hours per month, for an additional twelve (12) months
at the same terms and conditions as stated in the original Contract award on October 3, 2017.  The
Contract extension will expire on October 3, 2020.

Background:  The Commission approved during their October 3, 2017, regular meeting a
Professional Services Contract for Consulting Services with David Pimperl to assist with the system
administration and support of the County’s IBM I Servers (AS400), at a cost of $85.00 per hour, not to
exceed 15 hours per month for twelve (12) months.  These services are an extension of the CIS
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department to support Probate, Revenue, Building Department and Sales Tax along with all
departments that utilize the AS400 on a daily basis.  The Contract terms contained a stipulation that
the services could be extended for two (2) additional twelve (12) month periods by the Commission at
their option, if acceptable by the vendor.  Any additional contract or extensions will be at the same
prices, terms and conditions stated in the original Contract.  The vendor, David Pimperl, has
submitted an email agreeing to extend his price for an additional twelve (12) months.  The Contract
extension will expire on October 3, 2020.

FINANCIAL IMPACT

Total cost of recommendation:  $15,300.00

Budget line item(s) to be used:  51965.5150

If this is not a budgeted expenditure, does the recommendation create a need for funding?
N/A

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
N/A

Reviewed/approved by:  N/A

Additional comments:  N/A

ADVERTISING REQUIREMENTS
..
Is advertising required for this recommendation?  N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  10/01/2019

Individual(s) responsible for follow up:  Wanda Gautney, Purchasing Director

Action required (list contact persons/addresses if documents are to be mailed or emailed):
Letter to Vendor
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Additional instructions/notes:  N/A
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From: David Pimperl
To: Wanda Gautney
Cc: Brian Peacock
Subject: <EXTERNAL> RE: Contract for Professional Services to Support IBM I Servers (AS400)
Date: Wednesday, September 11, 2019 9:57:28 AM

Wanda,
 
Yes, I agree.  I look forward to providing services to the Baldwin County Commission for another
year.
 
Thanks David.
 
David Pimperl
 

From: Wanda Gautney <wgautney@baldwincountyal.gov> 
Sent: Wednesday, September 11, 2019 8:05 AM
To: David Pimperl <dpimperl@outlook.com>
Cc: Brian Peacock <BPEACOCK@baldwincountyal.gov>
Subject: Contract for Professional Services to Support IBM I Servers (AS400)
 
David,
 
The Agreement for Professional Services with Baldwin County Commission will be expiring
on October 4, 2019. The agreement included an option to renew the bid for two (2) additional
twelve
(12) months if the provider agrees, at the same prices and terms as the original bid award. Baldwin
County would like to extend the bid for twelve (12) months.
 
Please let me know if you, as the provider, if you agree to a twelve (12) month extension at the same
prices and terms of the original bid award dated October 3, 2017.
 
Thanks
 
 
Wanda Gautney, Purchasing Director
Baldwin County Purchasing Department
Phone: (251) 580-2520
Fax: (251) 580-2536
Email:  wgautney@baldwincountyal.gov

 

mailto:dpimperl@outlook.com
mailto:wgautney@baldwincountyal.gov
mailto:BPEACOCK@baldwincountyal.gov
mailto:wgautney@baldwincountyal.gov


















Baldwin County Commission

Agenda Action Form

File #: 19-2115, Version: 1 Item #: BD3

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Wanda Gautney, Purchasing Director/Chief Anthony Lowery/Connie Dudgeon, Sheriff’s
Department Finance Director
Submitted by: Wanda Gautney, Purchasing Director
______________________________________________________________________

ITEM TITLE
Lease of One (1) Postage Machine for the Baldwin County Sheriff’s Office Located in Bay Minette,
Alabama

STAFF RECOMMENDATION
Authorize the Chairman to execute the lease agreement with Neopost USA, Inc., (Accurate
Control) for the lease of one (1) postage machine off the State of Alabama bid for the Bay Minette
Sheriff’s Office for thirty-six (36) months effective upon full execution of agreements as follows:

Bay Minette Sheriff’s Office
Neopost Model IN600AFSH - IN Series 600 Base w/Autofeeder, Sealer & Catch Tray
Neopost INWP5 - IN Series 5 Weighing Platform
Neopost Model IN600AERR - IN Series 600(AF) e-RR Feature & Activation Kit,
with bc Scanner Includes e-RR Rate File w/100 eDel Conf. 100 eSig Conf &
300 eCert Labels
Accounting Package
Rate Protection
Full Coverage Maintenance Contract
$674.58 per quarter - $2,698.32 per year

BACKGROUND INFORMATION

Previous Commission action/date:  N/A

Background:  The lease agreement with Accurate Control (Neopost) of Fairhope for the Postage
Machine and Meter for the Bay Minette Sheriff’s Office is expiring.  Neopost is pulling the old machine
and replacing it with a new machine off the State of Alabama bid.  The lease agreement is for thirty-
six (36) months in the amount of $674.58 per quarter for a total of $2,698.32 per year.
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FINANCIAL IMPACT

Total cost of recommendation:  $2,698.32 per year

Budget line item(s) to be used:  52100.5227

If this is not a budgeted expenditure, does the recommendation create a need for funding?
N/A

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
Standard State of Alabama Bid Lease Agreement

Reviewed/approved by:  David Conner, County Attorney

Additional comments:  N/A

ADVERTISING REQUIREMENTS
..
Is advertising required for this recommendation?  N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  10/01/2019

Individual(s) responsible for follow up:  Wanda Gautney, Purchasing Director

Action required (list contact persons/addresses if documents are to be mailed or emailed):
Letter to Vendor

Additional instructions/notes:  N/A
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Baldwin County Commission

Agenda Action Form

File #: 19-2116, Version: 1 Item #: BD4

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Wanda Gautney, Purchasing Director/Sheriff Hoss Mack/Chief Anthony Lowery/Connie
Dudgeon, Finance Director Sheriff’s Department
Submitted by: Wanda Gautney, Purchasing Director
______________________________________________________________________

ITEM TITLE
Request for Proposals (RFP) for Inmate and Juvenile Medical Services Program for the Baldwin
County Corrections Center and Juvenile Detention Facility

STAFF RECOMMENDATION
Award the Request for Proposals (RFPs) for Inmate Medical Services Program for the Baldwin
County Corrections Center and Juvenile Detention Facility to Quality Correctional Health Care,
Inc., (QCHC) as per the attached Award Listing and authorize the Chairman to execute the Contract
contingent upon County Attorney approval.

SUBJECT TO ANY CHANGES DEEMED NECESSARY BY THE CHAIRMAN AND COUNTY
ATTORNEY.

BACKGROUND INFORMATION

Previous Commission action/date:
08/06/2019 meeting: Authorized the Purchasing Director to solicit a Request for Proposal (RFP) for
Inmate and Juvenile Medical Services Program for the Baldwin County Corrections Center and
Juvenile Detention Facility.

Background:  During the August 6, 2019, meeting the Commission approved the Request for
Proposals (RFPs) for Inmate Medical Services Program for the Baldwin County Corrections Center
and Juvenile Detention Facility.  Three (3) proposals were received.  The Purchasing Director and
several Sheriff Department staff evaluated the proposals received.  After reviewing the proposals, the
committee’s recommendation is to award the contract to Quality Correctional Health Care, Inc., who
had the most advantageous proposal for the County.

Staff recommendation is to award the RFP to Quality Correctional Health Care, Inc., (QCHC) as per
the attached Award Listing and authorize the Chairman to execute the Contract contingent upon
County Attorney approval.
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FINANCIAL IMPACT

Total cost of recommendation:  $1,840,000.00 per year

Budget line item(s) to be used:  52200 and 52610

If this is not a budgeted expenditure, does the recommendation create a need for funding?
N/A

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
Yes

Reviewed/approved by:  David J. Conner, County Attorney

Additional comments:  N/A

ADVERTISING REQUIREMENTS
..
Is advertising required for this recommendation?  N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  10/01/2019

Individual(s) responsible for follow up:  Wanda Gautney, Purchasing Director

Action required (list contact persons/addresses if documents are to be mailed or emailed):
Letter to Vendors

Additional instructions/notes:  N/A
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RFP for Inmate & Juvenile Healthcare Services Program ‐ Award List

BIDDER:   QCHC, INC.

Baldwin County Corrections Center

 Cost Plus

QCHC charges the County for the actual cost it incurs in providing inmate medical

services (labor, equipment and supplies, pharmaceuticals, etc.), plus a 15% Admin fee

 Estimated total cost including pharmacy to be  $1,525,000.00 per contract year

 All cost in excess of "cost cap" estimate will be billed, but will not be charged the

additional 15% administrative fee.  15% of all savings on discounted claims

Total $1,525,000.00

15% Max Administrative Fee $228,750.00

TOTAL $1,753,750.00

Monthly invoice  $146,145.83 per term of contract (36 months)

Baldwin County Juvenile  Facility

 Cost Plus

QCHC charges the County for the actual cost it incurs in providing inmate medical

services (labor, equipment and supplies, pharmaceuticals, etc.), plus a 15% Admin fee

 Estimated total cost including pharmacy to be  $75,000.00 per contract year

 All cost in excess of "cost cap" estimate will be billed, but will not be charged the

additional 15% administrative fee.  15% of all savings on discounted claims

Total $75,000.00

15% Max Administrative Fee $11,250.00

TOTAL $86,250.00

Monthly invoice $7,187.50  per term of contract (36 months)



RFP for Inmate & Juvenile Healthcare Services Program ‐ Bid Tabulation

BIDDER:   QCHC, INC. BIDDER:   Wellpath, LLC BIDDER:   Southern Health Partners, Inc.

Baldwin County Corrections Center Baldwin County Corrections Center & Juvenile Facility Baldwin County Corrections Center & Juvenile Facility

 Cost Plus Option 1 Based on County's Staffing Proposal

QCHC charges the County for the actual cost it incurs in providing inmate medical Contract Period Monthly Cost Annual Cost  Per Diem for Monthly Contract Period Monthly Cost Annual Cost  Per Diem

services (labor, equipment and supplies, pharmaceuticals, etc.), plus a 15% Admin fee ADP=622 ADP=622 ADP above 672 ADP=622 ADP=622

 Estimated total cost including pharmacy to be  $1,525,000.00 per contract year Year One $249,597.41 $2,995,169.00 $0.91 Year One $164,266.67 $1,971,200.00 $1.25

 All cost in excess of "cost cap" estimate will be billed, but will not be charged the Year Two $257,031.80 $3,084,382.00 $0.94 Year Two $169,194.67 $2,030,336.00 $1.29

additional 15% administrative fee.  15% of all savings on discounted claims Year Three $264,689.22 $3,176,271.00 $0.97 Year Three $174,270.51 $2,091,246.08 $1.33

Total $1,525,000.00 Option 2 Based on Wellpath's Staffing Proposal Cost Pool includes cost of renal dialysis, all prescription medications, clinical labs, 

15% Max Administrative Fee $228,750.00 Contract Period Monthly Cost Annual Cost  Per Diem for Monthly off‐site dental services, on/off site x‐ray services, Telepsych service call fees, and 

TOTAL $1,753,750.00 ADP=622 ADP=622 ADP above 672 all medical and mental health services that cannot be reasonably performed on‐site.

Year One $302,548.08 $3,630,577.00 $0.91 Should the County not deplete the total budgeted cost pool amount of $230,000, SHP

Monthly invoice  $146,145.83 per term of contract (36 months) Year Two $311,570.99 $3,738,852.00 $0.94 agrees to refund the County 100% of any unused monies (up to $230,000).  If the total

Year Three $320,864.58 $3,850,375.00 $0.97 budgeted amount of $230,000 is reached in any year (12 months), the County will be

Baldwin County Juvenile  Facility responsible to cover 100% of the excess costs through a reimbursement procedure to SHP

 Cost Plus Both proposals include an aggregate off‐site cap of $500,000.00 and an

QCHC charges the County for the actual cost it incurs in providing inmate medical aggregate pharmacy cap of $250,000.00. Cost Pool Limitation  $230,000.00

services (labor, equipment and supplies, pharmaceuticals, etc.), plus a 15% Admin fee Pharmacy Cap  $150,000.00

 Estimated total cost including pharmacy to be  $75,000.00 per contract year

 All cost in excess of "cost cap" estimate will be billed, but will not be charged the

additional 15% administrative fee.  15% of all savings on discounted claims Registered with Alabama Secretary of State Yes Registered with Alabama Secretary of State    Yes

Total $75,000.00

15% Max Administrative Fee $11,250.00

TOTAL $86,250.00

Monthly invoice $7,187.50  per term of contract (36 months)

Register with Alabama Secretary of State Yes



AGREEMENT FOR THE PROVISION OF  
PHYSICIAN AND RELATED HEALTHCARE SERVICES  

TO THE INMATES OF THE BALDWIN COUNTY CORRECTIONS CENTER AND 
JUVENILES AT THE BALDWIN COUNTY JUVENILE DETENTION CENTER 

 
This AGREEMENT FOR THE PROVISION OF PHYSICIAN AND RELATED 
HEALTHCARE SERVICES TO THE INMATES OF THE BALDWIN COUNTY 
CORRECTIONS CENTER AND JUVENILES AT THE BALDWIN COUNTY 
JUVENILE DETENTION CENTER (hereinafter referred to as the “AGREEMENT”) is 
hereby entered into by and between BALDWIN COUNTY, ALABAMA, a political 
subdivision of the State of Alabama (hereinafter referred to as the “COUNTY”); and QCHC 
OF ALABAMA, INC. a/k/a Quality Correctional Health Care, an Alabama Corporation 
(hereinafter referred to as “QCHC”). 

 
RECITALS 

 
WHEREAS, the COUNTY and SHERIFF desire to provide professional and responsive 
physician and related healthcare services to the INMATES/DETAINEES of the Baldwin County 
CORRECTIONS CENTER and JUVENILES at the Baldwin County Juvenile Detention Center; 
pursuant to their obligations under the Constitution of the United States of America, the 
Constitution of the State of Alabama, Section 14-6-19 and Section 14-6-20  of the Code of 
Alabama, any applicable judicial orders or decisions, and any other applicable sources of law; and 

 
WHEREAS, QCHC is a physician-owned corporation which provides professional and 
responsive physician and related healthcare services in correctional facilities and desires to 
provide such services for the COUNTY and SHERIFF pursuant to the terms of this 
AGREEMENT; and 

 
WHEREAS, the COUNTY and SHERIFF desire to enter into this AGREEMENT with QCHC; 
and, through the COUNTY COMMISSION, wish to enter into this professional services 
AGREEMENT, as authorized by Section 41-16-21(a); to provide necessary medication and 
medical attention pursuant to Alabama Code Section 14-6-19; and seek to appoint QCHC, its 
employee or agent physicians, to attend to the INMATES/DETAINEES of the CORRECTIONS 
CENTER pursuant to Alabama Code Section 14-6-20 and the JUVENILES at the JUVENILE 
DETENTION CENTER. 

 
NOW, THEREFORE, the parties hereby enter into this AGREEMENT as hereinafter set forth.  

 
DEFINITIONS 

 
COUNTY –Baldwin County, Alabama. 
 
COUNTY COMMISSION-The COUNTY COMMISSION of Baldwin County, Alabama.  
 
CORRECTIONS CENTER – The CORRECTIONS CENTER located in Bay Minette, Baldwin 
County, Alabama, and operated by the SHERIFF of Baldwin County. 



 
ELECTIVE CARE – Care which, if not provided, would not, in the opinion of QCHC’s 
physician, who shall be a physician licensed in the State of Alabama and an employee or 
independent contractor of QCHC, cause the INMATE/DETAINEE's or JUVENILE’s health to 
deteriorate, or cause harm to the INMATE/DETAINEE's or JUVENILE’s well-being. 
 
JUVENILE DETENTION CENTER or JDC-The JUVENILE DETENTION CENTER 
located in Bay Minette, Baldwin County, Alabama and operated by Baldwin County.  
 
INMATES/DETAINEES – INMATES/DETAINEES booked into the custody of the SHERIFF 
of Baldwin County and incarcerated at the CORRECTIONS CENTER. 
 
JUVENILES-JUVENILES in the custody of the Baldwin County Juvenile Detention Center.  
 
MID-LEVEL PRACTITIONER – An advanced registered nurse practitioner or physician 
assistant who has completed an advanced training program. A MID-LEVEL PRACTITIONER 
will be duly licensed in the State of Alabama. 
 
QCHC CORPORATE HOLIDAYS – New Year's Day, Memorial Day, Independence Day, 
Labor Day, Thanksgiving Day, and Christmas Day. 
 
SHERIFF – The SHERIFF of Baldwin County, or his agent or designee, such as the Jail 
Commander/Administrator, Warden, Chief Deputy, Chief of Staff, Under-sheriff, Acting Sheriff, 
etc. 
 
SPECIALTY SERVICES – Medical services that require a physician to be board-certified in a 
specialty, including, but not limited to, cardiology, dermatology, gynecology, neurology, 
nephrology, etc. 
 

ARTICLE I:   
DUTIES AND OBLIGATIONS OF QCHC 

 
For and in consideration of the compensation to be paid to QCHC as hereinafter set forth, the 
sufficiency of which is mutually acknowledged by the parties to this AGREEMENT, QCHC 
hereby agrees to provide for the delivery of physician and related healthcare services to the 
INMATES/DETAINEES under the custody and control of the SHERIFF at the 
CORRECTIONS CENTER and Baldwin County at the JDC according to the terms and 
conditions that follow: 

 
1.1. PRIMARY CARE. QCHC shall provide primary healthcare services for all persons 

committed to the custody of the CORRECTIONS CENTER and the JDC, except those 
identified in Section 1.27. The responsibility of QCHC for medical care of an 
INMATE/DETAINEE commences with the booking and physical placement of the 
INMATE/DETAINEE into the CORRECTIONS CENTER or a JUVENILE at the JDC.  
All treatments, examinations, and medical services will be conducted within a 
reasonable time of the request for care. Physical Assessments will be completed as soon 



as practicable, but in no event longer than 14 days from intake, absent extraordinary 
circumstances.  All physician sick calls, admission exams, screenings, physical 
assessments, dental exams, and all other primary medical services shall be conducted 
on-site, at the CORRECTIONS CENTER for INMATES/DETAINEES and at the JDC 
for JUVENILES, unless otherwise addressed herein. 
  

1.2. STAFFING. QCHC will provide the staffing coverage necessary for the rendering of 
primary healthcare services to the INMATES/DETAINEES of the CORRECTIONS 
CENTER and JUVENILES at the JDC as described in and required by this 
AGREEMENT. Anticipated staffing schedules for the CORRECTIONS CENTER and 
the JDC is included as APPENDIX A to this AGREEMENT, which the SHERIFF, JDC 
Director and QCHC may amend from time to time by mutual written consent.  Staffing 
and scheduling may vary from the routine staffing and scheduling on QCHC 
CORPORATE HOLIDAYS.  It is understood and agreed that QCHC employees are 
allowed to leave the CORRECTIONS CENTER and JDC during the work day for meal 
breaks, provided the timing and length of such meal breaks do not negatively impact or 
impair QCHC’s ability to fulfill its obligations under this AGREEMENT.  All 
personnel provided or made available by QCHC to render services hereunder shall be 
licensed, certified, or registered, as appropriate under Alabama law, in their respective 
areas of practice.  All personnel shall be subject to a background check by the 
COUNTY/SHERIFF and will be required to follow the SHERIFF’s rules and policies 
regarding security and safety in the CORRECTIONS CENTER and JDC. 
 
The categories of staff/service providers to be provided by QCHC shall include: 
 
1.2.1. PHYSICIAN / MEDICAL DIRECTOR / MID-LEVEL PRACTITIONER. 

Physician(s) or MID-LEVEL PRACTITIONER(s) will visit the 
CORRECTIONS CENTER each week as often and for periods of time 
sufficient to accomplish the objectives of this AGREEMENT, with the schedule of 
such physician/MID-LEVEL PRACTITIONER visits to be determined 
between the SHERIFF and QCHC for INMATES/DETAINEES and Baldwin 
County and QCHC for JUVENILES at the JDC, in accordance with 
APPENDIX A. A physician will be available by telephone to the 
CORRECTIONS CENTER’s administrative staff and medical staff on an on-
call basis, seven (7) days per week, twenty-four (24) hours per day. One of the 
QCHC physicians will be designated as the CORRECTION CENTER’s 
“Medical Director,” and one of QCHC’s physicians shall be designated at the 
JDC’s “Medical Director.” The Medical Director(s) shall be responsible for 
all medical decision-making, and for setting policies and procedures for the 
provision of primary healthcare services, in the CORRECTIONS CENTER 
and JDC.  
 

1.2.2. HEALTH SERVICES ADMINISTRATOR.  QCHC shall provide a Health 
Services Administrator (“HSA”), who shall be a Registered Nurse (RN), who 
shall be responsible for management of the day-to-day operations of the medical 



units in the CORRECTIONS CENTER. QCHC shall provide a like qualified 
HSA at the JDC.  
 

1.2.3. NURSING. QCHC will provide on-site nursing coverage, consisting of both 
Registered Nurses (“RN”) and Licensed Practical Nurses (“LPN”) at the 
CORRECTIONS CENTER and the JDC as often and for periods of time 
sufficient to accomplish the objectives of this AGREEMENT, with the schedule of 
nursing coverage to be determined between the SHERIFF and QCHC, in 
accordance with APPENDIX A. The SHERIFF and QCHC agree to review 
nursing hours should the ADP significantly exceed the level contained in 
Article 3 of this AGREEMENT.   

 
1.2.4. MENTAL HEALTH PROFESSIONALS. QCHC will provide mental health 

professionals, such as a psychiatric prescriber, counselors, and other mental 
health professionals, sufficient to accomplish the objectives of this 
AGREEMENT, in accordance with APPENDIX A. 

 
1.2.5. DENTAL STAFF. QCHC will provide dental health professionals, such as 

dentist services, dental assistants, dental hygienists, and other dental health 
professionals, sufficient to accomplish the objectives of this AGREEMENT, in 
accordance with APPENDIX A. 

 
1.2.6. SUPPORT STAFF. QCHC will provide such support staff, such as records 

clerks, medical assistants, technicians, and others, sufficient to accomplish the 
objectives of this AGREEMENT, in accordance with APPENDIX A.  

 
1.3. CARE REPORTS. Upon request, QCHC will provide reports and meet regularly 

with the SHERIFF, COUNTY or their designees, concerning the overall operation of 
the healthcare services program and the general health of the INMATES/DETAINEES of 
the CORRECTIONS CENTER. 
 

1.4. DENTAL CARE. QCHC will provide for INMATES/DETAINEES and 
JUVENILES dental triage screenings in accordance with criteria established by a 
licensed dentist for the purpose of identifying INMATES/DETAINEES in need of dental 
services from a licensed dentist.  QCHC will be responsible for providing a dentist who 
will see the INMATES/DETAINEES on a regular basis as determined by QCHC and the 
SHERIFF for the CORRECTIONS CENTER and by QCHC and the COUNTY for the 
JDC.  
 

1.5. DISPOSABLE MEDICAL SUPPLIES. QCHC will provide for 
INMATES/DETAINEES and JUVENILES disposable medical supplies intended for 
one-time use. 
 

1.6. DURABLE MEDICAL EQUIPMENT AND SUPPLIES. Except for the equipment 
and instruments owned by the COUNTY/SHERIFF at the inception of this 
AGREEMENT, QCHC will provide durable medical equipment and supplies required for 



the adequate provision of healthcare services during the term of this AGREEMENT, up to 
a limit of $500 per item/unit, and the COUNTY will reimburse QCHC pursuant to the terms 
of Article III.  QCHC will coordinate with the SHERIFF/COUNTY for the purchase of 
equipment or instruments with a per unit/item cost of greater than $500.  All maintenance 
or repair of equipment and instruments will be arranged or performed by QCHC, and the 
COUNTY will reimburse QCHC pursuant to the terms of Section Article III. 
 

1.7. ELECTIVE CARE. QCHC will not provide ELECTIVE CARE to 
INMATES/DETAINEES. Decisions concerning ELECTIVE CARE will be 
consistent with the applicable American Medical Association (AMA) standards. 
 

1.8. EMERGENCY CARE. QCHC will provide emergency medical treatment to staff 
of the CORRECTIONS CENTER, and JDC and to subcontractors, and visitors who 
become ill or are injured while on the premises. QCHC will stabilize all patients and 
refer for recommended off-site emergency treatment or care, as needed. 
 

1.9. HEALTH EDUCATION. QCHC will provide health education materials to the 
SHERIFF for INMATE/DETAINEE education and the COUNTY for JUVENILE 
education.  QCHC will also provide, upon request, annual CPR/first aid, suicide 
prevention, and other training for staff of the CORRECTIONS CENTER staff, as 
requested by the SHERIFF and other training for staff of the JDC, as requested by the 
COUNTY. 
 

1.10. HEALTH EVALUATIONS. QCHC will provide for INMATES/DETAINEES’ on-
site health evaluations and medical care within the National Commission on 
Correctional Health Care (“NCCHC”) guidelines. 
 

1.11. PREGNANCY/INFANT CARE/ABORTIONS. QCHC shall arrange for and bear the 
cost of on-site health care for any pregnant inmate. Off-site health care services for any 
pregnant inmate shall be the financial responsibility of the COUNTY in accordance 
with Specialty Services as set forth in Section 1.18 of this AGREEMENT. QCHC will 
neither arrange for infant care nor be financially responsible for any costs associated 
with infant care. Likewise, QCHC will neither arrange for nor provide abortion services. 

 
1.12. INMATE/DETAINEE LABOR. INMATES/DETAINEES or JUVENILES will not 

be employed or otherwise engaged or utilized by either QCHC or the SHERIFF or the 
COUNTY in the rendering of any healthcare services. 
 

1.13. MANAGEMENT SERVICES. QCHC will provide management services to 
include: a comprehensive Strategic Plan; Policies and Procedures; Protocols; Peer 
Review; CQI; Cost Containment; Utilization Management; Risk Management 
programs; and Health Insurance Portability and Accountability Act (HIPAA) and 
NCCHC Compliance programs specific to the medical operations of the 
CORRECTIONS CENTER and JDC.  Additionally, QCHC will provide such consulting 
services as may be required by the SHERIFF/COUNTY with respect to potential 
improvements or changes to the medical units or the delivery of healthcare services in 



the CORRECTIONS CENTER and JDC, including providing consulting services 
attendant to the potential building of any additions to or expansions of existing 
CORRECTIONS CENTER or any new CORRECTIONS CENTER, and/or potential 
efforts for the CORRECTIONS CENTER to maintain or gain accreditation by the 
NCCHC or any other similar entity that certifies or accredits correctional facilities. 
 

1.14. MEDICAL RECORDS. QCHC will maintain, cause, or require being maintained, 
complete and accurate medical records for each INMATE/DETAINEE and 
JUVENILE who has received healthcare services. Each medical record will be 
maintained in accordance with applicable laws, standards, and the SHERIFF's and 
JDC’s policies and procedures. The medical records will be kept separate from the 
INMATE/DETAINEE's or JUVENILE’s confinement record. A complete copy, or 
summary thereof, of the original applicable medical record will be available to 
accompany each INMATE/DETAINEE or JUVENILE who is transferred from the 
CORRECTIONS CENTER or JDC to another location for off-site services or 
transferred to another institution. Medical records will be kept confidential, subject to 
applicable laws regarding confidentiality of such records. QCHC will comply with 
state and federal law and the SHERIFF’s and COUNTY’s policies with regard 
to access by INMATES/DETAINEES/JUVENILES and staff of the CORRECTIONS 
CENTER and JDC to medical records. No information contained in the medical 
records will be released by QCHC except as provided by the SHERIFF's policy, 
COUNTY policy, a court order, or otherwise in accordance with applicable laws. 
At the expiration of this AGREEMENT period, all medical records will be delivered to 
and remain with the SHERIFF/COUNTY/CORRECTIONS CENTER/JDC. However, the 
COUNTY/SHERIFF/CORRECTIONS CENTER/JDC will provide QCHC with 
reasonable ongoing access to all medical records, even after the expiration of this 
AGREEMENT, for the purpose of defending litigation. INMATE/DETAINEE and 
JUVENILE medical records will at all times be the property of the 
COUNTY/SHERIFF/CORRECTIONS CENTER/JDC and shall not be the property of 
QCHC. QCHC will make available to the SHERIFF and COUNTY, unless otherwise 
specifically prohibited, at the SHERIFF’s and/or COUNTY’s request, all records, 
documents, and other papers relating to the direct delivery of healthcare services to the 
CORRECTIONS CENTER’s INMATES/DETAINEES and to the JDC’s JUVENILES 
hereunder. 
 
1.14.1. ELECTRONIC MEDICAL RECORDS.  QCHC will maintain the existing 

Electronic Medical Records (EMR) system for INMATE/DETAINEE Medical 
Records at the Baldwin County Corrections Center.  

 
1.15. MEDICAL WASTE REMOVAL. QCHC will be responsible for medical waste 

removal services at the CORRECTIONS CENTER and JDC consistent with all applicable 
laws. 
 

1.16. MEETINGS. Upon request, QCHC representatives will meet, in accordance with a 
schedule agreed to by the SHERIFF or COUNTY and QCHC, with the SHERIFF or 
COUNTY, or their designees concerning procedures within the CORRECTIONS 



CENTER and JDC, any proposed changes in health-related procedures, or other matters 
which either party deems necessary. 
 

1.17. OFFICE SUPPLIES. QCHC will be responsible for providing office supplies, which 
may include paper, pens, charts, folders, staplers, and calendars, and the COUNTY will 
reimburse QCHC pursuant to the terms of Article III. QCHC will have access to, and use 
of, desks, chairs, refrigerators, lamps, machinery, fax machines, computers, printers, or 
other office-equipment located in the CORRECTION CENTER’s and the JDC’s medical 
unit at the beginning of the term of this AGREEMENT. 
 

1.18. OFF-SITE AND/OR SPECIALTY SERVICES. When off-site and/or hospital care 
is required for medical reasons, QCHC will arrange for inpatient and/or outpatient 
hospital services, mobile services, SPECIALTY SERVICES, dental services, X-ray, 
diagnostic testing, consultation services, off-site mental health services, and medically 
indicated ground ambulance transportation for INMATES/DETAINEES and 
JUVENILES, in accordance with the SHERIFF's and COUNTY’s policies and 
procedures, and in coordination with the COUNTY’S off-site care coordinator and/or 
third party administrator. QCHC will not be financially responsible for any costs 
associated with off-site care and/or SPECIALTY SERVICES. 
 

1.18.1. OFF-SITE CLAIMS MANAGEMENT. OFF-SITE CLAIMS MANAGEMENT. 
QCHC will negotiate with providers for reduced rates for off-site services rendered to 
inmates and shall charge the COUNTY a twenty (20) percent administrative fee on any 
reduction below the provider’s standard charges for services, that is the difference 
between full charges for services rendered and the charges actually paid by the 
COUNTY after the discount. COUNTY and SHERIFF shall have access to all off-site 
bills and discounted amounts/reduced rates shall be transparent on all invoices from 
QCHC to COUNTY.  
 

1.19. CHRONIC CARE CLINICS. QCHC will establish a plan for the identification, 
treatment and monitoring of INMATES/DETAINEES and JUVENILES with chronic 
illnesses and special healthcare needs. QCHC will be required to continue “chronic care 
clinics” for those INMATES/DETAINEES and JUVENILES identified with specified 
chronic illnesses and conditions (diabetes, hypertension, mental illness, HIV/AIDS, 
tuberculosis, asthma, seizures, etc.). QCHC has defined a chronic health problem as an 
illness which is either ongoing or recurring. To provide an effective and efficient 
healthcare delivery system for chronically ill patients, QCHC identifies the number of 
INMATES/DETAINEES and JUVENILES with specific chronic conditions, and 
individual treatment plans are developed or reviewed for each of these 
INMATES/DETAINEES and JUVENILES which includes: instructions regarding 
medications; the type and frequency of laboratory; other diagnostic testing; 
frequencies of follow up for reevaluation of the INMATE/DETAINEE’s and 
JUVENILE’s condition; and adjustment of the treatment plan as needed. Chronic care 
clinics are established to enable INMATES/DETAINEES and JUVENILES to have 
scheduled visits to QCHC independent of any sick call requests. 
 



1.20. ON-SITE and OFF-SITE TESTING. QCHC will provide for 
INMATE/DETAINEES and JUVENILES on-site laboratory testing, which shall 
include, but not be limited to, drug screens, finger-stick blood sugar and urine dipstick 
for pregnancy and/or infection. QCHC will also provide TB skin tests for 
INMATES/DETAINEES and JUVENILES as directed by the SHERIFF/COUNTY.  
 

1.21. OPTICAL CARE. QCHC will not be financially responsible for the provision or costs 
of optical care, eyeglasses, and/or optical supplies. 
 

1.22. OTHER EXPENSES. QCHC will neither be responsible for the performance nor 
payment of any services which are not specifically contained in this AGREEMENT. 
 

1.23. PHARMACEUTICALS. QCHC will provide pharmaceutical management, 
administration, distribution, and policies, and shall provide all medications 
required for the provision of adequate medical services, through the use of a 
pharmacy vendor suitable to the COUNTY/SHERIFF/CORRECTIONS 
CENTER/JDC. QCHC personnel shall administer pharmaceutical medications to 
INMATES/DETAINEES and JUVENILES during pre-determined “pill calls” 
and/or medication rounds that occur while QCHC personnel are on-site.  
 

1.24. PHYSICAL EXAMINATIONS FOR INMATE WORKERS. QCHC will provide 
basic physical examinations for potential INMATE/DETAINEE and JUVENILE workers 
to ensure the INMATES/DETAINEES and JUVENILES are physically capable of 
performing assigned work duties. 
 

1.25. PROSTHETICS. QCHC will not be responsible for providing prosthetics and/or 
prosthetic supplies. 
 

1.26. INMATES/DETAINEES/JUVENILES. The health care services contracted in the 
AGREEMENT are intended only for those INMATES/DETAINEES and JUVENILES 
in the actual physical custody of the CORRECTIONS CENTER or the JDC, after being 
medically stabilized and committed to the CORRECTIONS CENTER and JDC. No other 
person(s) shall be the responsibility of QCHC. QCHC shall not be responsible for 
providing healthcare services of any kind for or on behalf of employees or staff of the 
COUNTY, SHERIFF’s Department or CORRECTIONS CENTER or JDC, except for 
emergency care as described in Section 1.8. INMATES/DETAINEES or JUVENILES, 
for example, on any sort of temporary release or escape, including, but not limited to 
those temporarily released for the purpose of attending funerals or other family 
emergencies, those on escape status, those on pass, parole or supervised custody who do 
not sleep in the CORRECTIONS CENTER or JDC at night, shall not be included in the 
daily population count, and shall not be the responsibility of QCHC with respect to the 
payment or the furnishing of their health care services.  Persons in the physical custody 
of other police or other penal jurisdictions at the request of COUNTY/SHERIFF are 
likewise excluded from the population count and are not the responsibility of QCHC for 
the furnishing or payment of health care services. Medical care rendered within the 
CORRECTIONS CENTER to INMATES/DETAINEES and within the JDC to 



JUVENILES from jurisdictions other than COUNTY and housed in the CORRECTIONS 
CENTER or JDC pursuant to agreements between COUNTY and such other 
jurisdictions, or by statute, or otherwise, will be the responsibility of QCHC, to the same 
extent as INMATES/DETAINEES and JUVENILES of the COUNTY. 
 

1.27. SHERIFF'S POLICIES AND PROCEDURES. QCHC will operate within the 
requirements of the SHERIFF’s/COUNTY’s policies and procedures which are 
directly related to the provision of medical services, as well as other policies and 
procedures of the SHERIFF or the COUNTY, which may impact the provision of 
medical services, including policies and procedures related to the safety and security of 
the CORRECTIONS CENTER or the JDC. Such policies and procedures may change 
from time to time; if so, QCHC will be promptly notified and will operate within all 
policies, procedures and modifications thereof. 
 

1.28. BODY CAVITY SEARCHES/COLLECTION OF PHYSICAL EVIDENCE. QCHC 
medical staff will not perform body cavity searches nor collect physical evidence (blood, 
hair, saliva).  
 

ARTICLE 2: 
DUTIES AND OBLIGATIONS OF THE SHERIFF 

 
2.1 INMATE/DETAINEE AND JUVENILE INFORMATION. The 

SHERIFF/COUNTY will provide, as needed, information pertaining to 
INMATES/DETAINEES and JUVENILES, respectively, that QCHC and the 
SHERIFF/COUNTY mutually identify as reasonable and necessary for QCHC to 
adequately perform its obligations to the SHERIFF and the COUNTY. 
 

2.2 OFFICE SPACE, EQUIPMENT AND SUPPLIES. The SHERIFF will provide 
in the CORRECTIONS CENTER and JDC adequate and sufficient office and 
exam space for QCHC and its employees and agents to use to carry out the 
requirements of this AGREEMENT, including but not limited to, office space 
for QCHC staff, exam space for sick calls, and storage space for equipment, 
supplies, medications, and medical records, as well as use of SHERIFF or 
COUNTY-owned office equipment and all necessary utilities, including telephone and fax 
lines and internet connection, in place at the CORRECTIONS CENTER and JDC 
healthcare unit. Upon termination of this AGREEMENT, QCHC will return to the 
SHERIFF/COUNTY possession and control of all SHERIFF or COUNTY-owned office 
equipment. At such time, the office equipment and supplies will be in good working order, 
with allowances made for reasonable wear and tear. 
 

2.3 RECORD AVAILABILITY. During this AGREEMENT term, and for a 
reasonable time thereafter, the SHERIFF/COUNTY will provide QCHC, at QCHC’s 
request, the SHERIFF’s/COUNTY’s records relating to the provision of healthcare 
services to INMATES/DETAINEES and JUVENILES as may be reasonably requested 
by QCHC in connection with an investigation of, or defense of, any claim by a third party 
related to QCHC’s conduct. As QCHC may reasonably request, and consistent with 



applicable state and federal laws and the foregoing provision, the SHERIFF/COUNTY 
will make available to QCHC such records as are maintained by the SHERIFF/COUNTY, 
hospitals, and other off-site healthcare providers involved in the care or treatment of 
INMATES/DETAINEES and JUVENILES (to the extent the SHERIFF has any control 
over those records). Any such information provided by the SHERIFF/COUNTY to QCHC 
that the SHERIFF/COUNTY considers confidential will be kept confidential by QCHC 
and shall not, except as may be required by law, be distributed to any third party without 
the prior written approval of the SHERIFF/COUNTY. Notwithstanding any provision of 
this AGREEMENT to the contrary, the SHERIFF’s internal affairs investigative records 
will not be required to be provided to QCHC or any other person or entity (except as may 
be required by law). 
 

2.4 SECURITY. The SHERIFF and COUNTY maintains responsibility for the 
physical security of the CORRECTIONS CENTER and the JDC, respectively, and the 
continuing security of the INMATES/DETAINEES and JUVENILES. QCHC and the 
SHERIFF/COUNTY understand that adequate security services are necessary for the 
safety of the agents, employees, and subcontractors of QCHC, as well as for the 
security of INMATES/DETAINEES, JUVENILES, and staff of the CORRECTIONS 
CENTER and JDC, consistent with the correctional setting. The SHERIFF/COUNTY, 
respectively, will provide security sufficient to enable QCHC and its personnel to safely 
provide the healthcare services described in this AGREEMENT. The Parties hereby 
acknowledge and agree that the SHERIFF’s/COUNTY’s responsibility to provide 
sufficient security to enable QCHC and its personnel to provide healthcare services to the 
INMATES/DETAINEES/JUVENILES is a material term of this AGREEMENT, and that 
any breach thereof will automatically trigger QCHC’s termination rights under Section 
4.3.1 of this AGREEMENT.  The SHERIFF/COUNTY may screen QCHC’s proposed 
staff to ensure that they will not constitute a security risk. The SHERIFF will have final 
approval of QCHC’s employees regarding security/background clearance and access to 
the CORRECTIONS CENTER and the COUNTY will likewise have final approval for 
the JDC.  
 

ARTICLE 3:   
COMPENSATION/ADJUSTMENTS 

 
3.1 COMPENSATION. The COUNTY will reimburse QCHC for the direct costs of 

all services provided to INMATES/DETAINEES of the CORRECTIONS CENTER 
and JUVENILES at the JDC under this AGREEMENT, including, but not limited 
to, labor costs, medical and office supplies, non-durable/disposable equipment, 
durable equipment (pursuant to Section 1.6), service and repairs on equipment, 
medications, x-ray costs, laboratory costs, on-site dental services, drugs, 
pharmacy, wages and salaries, benefits costs, payroll taxes, insurance costs 
directly attributable to personnel and/or services at the CORRECTIONS CENTER 
and JDC, sales/use taxes or other taxes on supplies, equipment, medications, or 
other items used at the CORRECTIONS CENTER and JDC, and any other costs 
attributable to the provision of services under this AGREEMENT.  A list of costs 
and charges to be invoiced to the COUNTY, under the terms of this AGREEMENT, 



is included as APPENDIX B to this AGREEMENT, which may be amended from 
time to time by mutual consent of the parties.  
  
3.1.1 The annual cost estimate to provide services at the CORRECTIONS 

CENTER and JDC as set forth in Appendix A is $1,600,000.00. 
 

3.1.2 Over and above the direct costs to be reimbursed to QCHC by the County, 
QCHC shall charge a fifteen percent (15%) “administrative fee”, 
representing such overhead, indirect expenses, support services, and other 
administrative costs, which cannot be captured through reimbursement for 
direct costs, on the first $1,600,00.00 annual cost estimate.  

 
3.1.3 In no event shall the COUNTY pay more than $240,000.00 in administrative fees 

in a given contract year, such an amount being defined as the administrative fee 
(charged at 15%) on the annual cost estimate. Should annual direct costs exceed 
the annual cost estimate in a given contract year, such excess costs will continue 
to be reimbursed to QCHC by the COUNTY, but no administrative fees shall be 
charged on the excess costs.  The annual cost estimate amount is based on an 
Average Daily Population (“ADP”) of 622 INMATES/DETAINEES in the 
CORRECTIONS CENTER and JDC (the “base ADP”).   

 
3.2 MONTHLY PAYMENTS. QCHC will bill the COUNTY prior to the month in 

which services are to be rendered, in a fixed amount set at one-twelfth (1/12) of 
the sum of: (1) the annual cost estimate of $1,600,000.00 plus (2) the anticipated 
administrative fees on the annual cost estimate, which is capped at $240,000.00 
per year, that is 1/12 of $1,840,000.00, which equals $153,333.33 due to QCHC 
each month.  COUNTY agrees to pay Provider prior to the tenth (10th) day of each 
month. In the event this Agreement should commence or terminate on a date other 
than the first or last day of any calendar month, compensation to QCHC will be 
pro-rated accordingly for the shortened month. 
 

3.3 QUARTERLY RECONCILIATION. Each quarter, QCHC shall present to the 
COUNTY an invoice for all costs incurred pursuant to this AGREEMENT, such 
costs being described in Section 3.1 and APPENDIX B, with supporting 
documentation, plus the administrative fee.  If the total amount of the quarterly 
invoice to the COUNTY exceeds the total amount of the three (3) monthly 
payments made by the COUNTY to QCHC in that quarter, then the COUNTY 
shall pay the difference to QCHC within thirty (30) days.  If the total amount of 
the quarterly invoice is less than the total amount of the three (3) monthly 
payments made by the COUNTY to QCHC in that quarter, then QCHC shall 
carry a credit for the difference into the next quarter, which shall then be applied 
to any amount owed by the COUNTY to QCHC in succeeding quarters, until 
such credit be reduced to zero. If this Agreement ends or is terminated in 
accordance with the terms of this Agreement, any outstanding credit shall be 
paid to the COUNTY within sixty (60) days from the date of termination. 
 



3.4 COMPENSATION FOR OFF-SITE CLAIMS MANAGEMENT SERVICES. 
Consistent with the provisions of Section 1.18.1 of this AGREEMENT, QCHC shall 
arrange and coordinate such off-site healthcare service as are appropriate for 
INMATES/DETAINEES of the CORRECTIONS CENTER and JUVENILES of the 
JDC and shall negotiate with off-site providers for reduced rates for off-site services, 
manage and process off-site medical bills and claims, and adjust for discounts. QCHC 
shall invoice COUNTY monthly for the twenty (20) percent administrative fee on the 
savings achieved through QCHC’s efforts.  
  

ARTICLE 4:   
TERM AND TERMINATION 

 
4.1 TERM. The term of this AGREEMENT will be for three (3) years from October 1, 

2019 at 12:01 A.M. through September 30, 2022 at 11:59 P.M.  
 

4.2  ANNUAL RENEWALS. At the end of the above-stated three (3) year term, this 
AGREEMENT will be renewable for successive one (1) year terms, subject to potential 
adjustments to the annual cost estimate set forth in Section 3.1, if both parties agree to 
the renewal in writing.  

 
4.3 TERMINATION.  

 
4.3.1 TERMINATION FOR CAUSE. In the event that either party fails to comply 

with any section or part of this AGREEMENT, the other party may terminate this 
AGREEMENT after providing notice of the failure to comply and a twenty (20) 
day opportunity to cure. The COUNTY will pay for services rendered up to and 
including the point of termination but will not pay any penalty. 
 

4.3.2 TERMINATION WITHOUT CAUSE. Notwithstanding anything to the 
contrary contained in this AGREEMENT, the COUNTY or QCHC may, without 
prejudice to any other rights they may have, terminate this AGREEMENT for 
their convenience and without cause, by giving thirty (30) days advance written 
notice to the other party.  The parties may mutually agree to shorten or lengthen 
the required notice period under this provision. 

 
ARTICLE 5: 

GENERAL TERMS AND CONDITIONS 
 

5.1 AMENDMENTS. This AGREEMENT may be amended at any time only with the 
written consent of both parties. 
 

5.2 ASSIGNMENT. QCHC will not assign in whole or in part this AGREEMENT, other 
than to an entity related or affiliated with QCHC (e.g. a “parent,” “sibling,” or 
“subsidiary” entity of QCHC) without the prior written consent of the SHERIFF and 
COUNTY. QCHC will not assign any money due or to become due under this 
AGREEMENT without the prior written consent of the SHERIFF and COUNTY. 



 
5.3 COMPLIANCE WITH FEDERAL, STATE AND LOCAL LAWS. The 

COUNTY and QCHC agree that they will not require performance of any QCHC or 
SHERIFF employee, agent or independent contractor that would violate federal, state 
and/or local laws, ordinances, rules and/or regulations. 
 

5.4 COUNTERPARTS. This AGREEMENT may be executed in several counterparts, each 
of which will be an original and all of which together will constitute but one and the same 
instrument. 
 

5.5 ENTIRE AGREEMENT. This AGREEMENT constitutes the entire agreement of the 
parties and is intended as a complete and exclusive statement of the promises, 
representations, negotiations, discussions and agreements that have been made in 
connection with the subject matter hereof.  
 

5.6 EXCUSED PERFORMANCE. In case performance of any terms of parts hereof will 
be delayed or prevented because of compliance with any law, decree, or order of any 
governmental agency or authority of local, state, or federal governments or because of 
riots, public disturbances, strikes, lockouts, differences with workers, fires, floods, 
Acts of God, or any other reason whatsoever which is not within the control of the 
parties whose performance is interfered with and which, by the exercise of reasonable 
diligence, said party is unable to prevent, the party so suffering may at its option, 
suspend, without liability, the performance of its obligations hereunder during the 
period such cause continues. 
 

5.7 GOVERNING LAW. This AGREEMENT will be governed by the laws of the State of 
Alabama. 
 

5.8 HOLD HARMLESS.  
 
5.8.1 QCHC will indemnify and hold harmless the COUNTY, the COUNTY 

COMMISSION, the SHERIFF, and their Commissioners, agents, servants, and 
employees from and against any and all claims, actions, lawsuits, losses, 
damages, or liabilities, including reasonable attorney’s fees, caused or 
necessitated by the negligence of QCHC, its agents, employees, and/or vendors, 
which is directly related to medical treatment or care provided by QCHC, its 
agents, employees, and/or vendors, and to provide a defense against any such 
claim, so long as such claim is timely tendered to QCHC for indemnification 
and defense. 
 

5.8.2 QCHC will not be responsible for any claims arising from actions of the 
COUNTY, the SHERIFF, or any employee or agent of the CORRECTIONS 
CENTER who prevents any person from receiving medical care ordered by 
QCHC’s medical staff, employees, agents or independent contractors. 

 



5.8.3 QCHC will not be responsible for claims arising from the sole negligence on 
the part of the COUNTY, the SHERIFF, or any employee or agent of the 
CORRECTIONS CENTER in presenting an individual to QCHC’s medical 
staff, employees, agents or independent contractors, if it should have been 
reasonably known that the individual was in serious need of immediate medical 
attention. 

 
5.9 INDEPENDENT CONTRACTOR. It is understood and agreed that an independent 

contractor relationship is hereby established under the terms and conditions of this 
AGREEMENT. The employees or agents of QCHC are not now, nor will they be 
deemed to be, employees of the COUNTY or the SHERIFF. The employees of the 
COUNTY/SHERIFF/JAIL are not now, nor will they be deemed to be, employees 
of QCHC. QCHC assumes all financial responsibility for the employees of QCHC, such 
as wages and withholding taxes, social security, sales and other taxes, which may be 
related to the services to be provided under this AGREEMENT. 

 
5.10 SUBCONTRACTING. In order to discharge the obligations hereunder, QCHC may 

engage certain healthcare professionals as independent contractors rather than employees. 
As the relationship between QCHC and these healthcare professionals will be that of 
independent contractor, QCHC will not be considered or deemed to be engaged in the 
practice of medicine or other professions practiced by these independent professionals. 
QCHC will not exercise control over the manner or means by which these independent 
contractors exercise their independent clinical judgment. However, QCHC will 
exercise administrative supervision over such professionals necessary to ensure the strict 
fulfillment of the obligations contained in this AGREEMENT. All terms and conditions 
of this AGREEMENT will be included in all such subcontracts. For each agent and 
subcontractor, including all medical professionals, physicians, and nurses performing 
duties as agents or independent contractors of QCHC under this AGREEMENT, QCHC 
will provide to the COUNTY, upon request, proof that, for each such professional, there 
is in effect during the period that person is engaged in the performance of this 
AGREEMENT, a professional liability or medical malpractice insurance policy, in an 
amount or amounts of at least One Million Dollars ($1,000,000) coverage per 
occurrence and Three Million Dollars ($3,000,000) annual aggregate coverage and a 
worker’s compensation policy, if applicable, that meets Alabama state law requirements.  
 

5.11 INSURANCE. QCHC will procure and maintain in effect throughout the term 
of this AGREEMENT insurance policies with coverage not less than the types and 
amounts specified in this section. 

 
5.11.1 Commercial General Liability Insurance Policy with limits of One Million 

Dollars ($1,000,000) per occurrence and an annual aggregate limit of Three 
Million Dollars ($3,000,000).  For purposes of this paragraph, limits of any 
umbrella insurance policy will count toward the aggregate limits of the 
Commercial General Liability Policy. 

 



5.11.2 Professional Liability Insurance with limits per claim of Three Million 
Dollars ($3,000,000) and an annual aggregate of Five Million Dollars 
($5,000,000). 

 
5.11.3 Workers’ Compensation Insurance, covering all of QCHC’s employees 

working in the CORRECTIONS CENTER and JDC, and meeting all of the 
requirements of Alabama state law.  

 
5.12 CERTIFICATE OF INSURANCE. QCHC agrees to name the COUNTY as an 

additional insured under the insurance policies listed in Section 5.11, and to provide the 
COUNTY with a Certificate of Insurance evidencing the terms of the insurance coverage 
and policy limits. 

 
5.13 EQUAL EMPLOYMENT OPPORTUNITY. QCHC will not discriminate against 

any employee or applicant for employment because of race, color, religion, sex, 
national origin, age, veteran status, or disability unrelated to a bona fide 
occupational qualification of the position, or any other protected category or 
characteristic protected by law. 

 
5.14 NOTICES. All notices to the SHERIFF and/or the COUNTY will be addressed to: 
 
 Baldwin County Sheriff’s Office  
 310 Hand Avenue  
 Bay Minette, Alabama 36507 
  
 Baldwin County Commission  
 322 Courthouse Square, Suite 12 
 Bay Minette, Alabama 36507 
 
 All notices to QCHC will be addressed to: 
 
 Quality Correctional Health Care 
 Attn: Dr. Johnny Edward Bates   
 200 Narrows Parkway, Suite A 
 Birmingham, Alabama 35242 
 
5.15 OTHER CONTRACTS AND THIRD-PARTY BENEFICIARIES. The parties 

acknowledge that QCHC is neither bound by nor aware of any other existing contracts 
to which the COUNTY is a party and which relate to the provision of healthcare to 
INMATES/DETAINEES at the JAIL. The parties agree that they have not entered into 
this AGREEMENT for the benefit of any third person(s) and it is their express intention 
that this AGREEMENT is intended to be for their respective benefits only and not for 
the benefits of others who might otherwise be deemed to constitute third party 
beneficiaries thereof. 

 



5.16 SEVERABILITY. In the event any part of this AGREEMENT is held to be 
unenforceable for any reason, the unenforceability thereof will not affect the remainder 
of this AGREEMENT, which will remain in full force and effect and be enforceable in 
accordance with its terms. 

 
5.17 WAIVER OF BREACH. The waiver of either party of a breach or violation of any part 

of this AGREEMENT will not operate as, or be construed to be, a waiver of any 
subsequent breach of the same or other part hereof. 

 
 
IN WITNESS WHEREOF, the parties hereto have hereunto set their hands and seals the date 
and year written below. 
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FOR BALDWIN COUNTY, ALABAMA 
 
        ATTEST: 
_______________________________   __________________________  
By: ___________________________   __________________________ 
Its: ___________________________ 
 
STATE OF ALABAMA  ) 
BALDWIN COUNTY  ) 
 
I, the undersigned Notary Public in and for said County and State, hereby certify that 
_______________, whose name as _________of the BALDWIN COUNTY COMMISSION, is 
signed to the foregoing Agreement for the Provision of Inmate/Detainee Healthcare and Medical 
Services, and who is known to me, acknowledged to me on this day that, having read and 
being aware of the contents of the Agreement for the Provision of Inmate/Detainee Healthcare 
and Medical Services, executed the same voluntarily for and as the act of said Baldwin County, 
on the day the same bears date. 
 
Given under my hand this  day of   2019. 
 
Notary Public:      
 
My Commission Expires:     
 
 
FOR SHERIFF HUEY HOSS MACK  
 
 
____________________________________________________ 
Huey Hoss Mack, Sheriff of Baldwin County, Alabama  
 
STATE OF ALABAMA  ) 
BALDWIN COUNTY  ) 
 
I, the undersigned Notary Public in and for said County and State, hereby certify that HUEY 
HOSS MACK, whose name as SHERIFF OF BALDWIN COUNTY, ALABAMA, is signed to 
the foregoing Agreement for the Provision of Inmate/Detainee Healthcare and Medical Services, 
and who is known to me, acknowledged to me on this day that, having read and being aware 
of the contents of the AGREEMENT, executed the same voluntarily and in his official capacity, 
on the day the same bears date. 
 
Given under my hand this  day of   2019. 



 
Notary Public:      
 
My Commission Expires:     
 
FOR QCHC OF ALABAMA, INC. 
 
 
 
____________________________________________________ 
By: Johnny E. Bates, MD     
Its: President and CEO 
 
STATE OF ALABAMA  ) 
_________ COUNTY  ) 
 
I, the undersigned Notary Public in and for said County and State, hereby certify that JOHNNY 
E. BATES, MD, whose name as PRESIDENT AND CEO of QCHC OF ALABAMA, INC., is 
signed to the foregoing Agreement for the Provision of Inmate/Detainee Healthcare and Medical 
Services, and who is known to me, acknowledged to me on this day that, having read and 
being aware of the contents of the Agreement for the Provision of Inmate/Detainee Healthcare 
and Medical Services, executed the same voluntarily for and as the act of QCHC OF ALABAMA, 
INC., on the day the same bears date. 
 
Given under my hand this  day of   2019. 
 
Notary Public:      
 
My Commission Expires:     
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APPENDIX A  
Baldwin County Corrections Center 

Proposed Staffing  
Nursing coverage 24 hours per day, 7 days per week  

 

  Sunday  Monday  Tuesday  Wednesday  Thursday  Friday  Saturday  FTE 

RN Site‐
Administrator  

  8:00 a.m. 
‐ 

4:30 
p.m. 

8:00 a.m. ‐ 
4:30 p.m. 

8:00 a.m. ‐ 
4:30 p.m. 

8:00 a.m. ‐ 
4:30 p.m. 

8:00 a.m. 
‐ 

4:30 
p.m.. 

  1.0 

CMA Medical 
Records Clerk 

  8:00 a.m. 
‐ 

4:30 
p.m. 

8:00 a.m. ‐ 
4:30 p.m. 

8:00 a.m. ‐ 
4:30 p.m. 

8:00 a.m. ‐ 
4:30 p.m. 

8:00 a.m. 
‐ 

4:30 
p.m.. 

  1.0 

RN 
Booking Days 

7:00 a.m. 
‐ 7:30 
p.m. 

7:00 a.m. 
‐ 7:30 
p.m. 

7:00 a.m. ‐ 
7:30 p.m. 

7:00 a.m. ‐ 
7:30 p.m. 

7:00 a.m. ‐ 
7:30 p.m. 

7:00 a.m. 
‐ 7:30 
p.m. 

7:00 a.m. 
‐ 7:30 
p.m. 

2.1 

RN Booking 
Nights 

7:00 p.m. 
‐ 7:30 
a.m. 

7:00 
p.m. ‐ 
7:30 a.m. 

7:00 p.m. ‐ 
7:30 a.m. 

7:00 p.m. ‐ 
7:30 a.m. 

7:00 p.m. 
‐ 7:30 a.m. 

7:00 p.m. 
‐ 7:30 
a.m. 

7:00 p.m. 
‐ 7:30 
a.m. 

2.1 

LPN Days  7:00 a.m. 
‐ 7:30 
p.m. 

7:00 a.m. 
‐ 7:30 
p.m. 

7:00 a.m. ‐ 
7:30 p.m. 

7:00 a.m. ‐ 
7:30 p.m. 

7:00 a.m. ‐ 
7:30 p.m. 

7:00 a.m. 
‐ 7:30 
p.m. 

7:00 a.m. 
‐ 7:30 
p.m. 

2.1 

LPN Days   7:00 a.m. 
‐ 7:30 
p.m. 

7:00 a.m. 
‐ 7:30 
p.m. 

7:00 a.m. ‐ 
7:30 p.m. 

7:00 a.m. ‐ 
7:30 p.m. 

7:00 a.m. ‐ 
7:30 p.m. 

7:00 a.m. 
‐ 7:30 
p.m. 

7:00 a.m. 
‐ 7:30 
p.m. 

2.1 

LPN Nights  7:00 p.m. 
‐ 7:30 
a.m. 

7:00 
p.m. ‐ 
7:30 a.m. 

7:00 p.m. ‐ 
7:30 a.m. 

7:00 p.m. ‐ 
7:30 a.m. 

7:00 p.m. 
‐ 7:30 a.m. 

7:00 p.m. 
‐ 7:30 
a.m. 

7:00 p.m. 
‐ 7:30 
a.m. 

2.1 

LPN Nights   7:00 p.m. 
‐ 7:30 
a.m. 

7:00 
p.m. ‐ 
7:30 a.m. 

7:00 p.m. ‐ 
7:30 a.m. 

7:00 p.m. ‐ 
7:30 a.m. 

7:00 p.m. 
‐ 7:30 a.m. 

7:00 p.m. 
‐ 7:30 
a.m. 

7:00 p.m. 
‐ 7:30 
a.m. 

2.1 

Full‐time 
Mental 
health 
professional  

  8:00 a.m. 
‐ 

4:30 
p.m. 

8:00 a.m. ‐ 
4:30 p.m. 

8:00 a.m. ‐ 
4:30 p.m. 

8:00 a.m. ‐ 
4:30 p.m. 

8:00 a.m. 
‐ 

4:30 
p.m.. 

  1.0 

Part‐time 
Mental 
health 
professional 

16 hours 
per week  

            .4 



Dentist   8 hours 
per 

month 

             

Dental 
hygienist  

6 hours 
per week  

             

Physician   One visit 
per week 
with 24/7 

call  

             

 
Baldwin County Juvenile Facility 

Proposed Staffing 
Licensed Practical Nurse coverage 8 hours per day, 5 days per week 

 

  Sunday  Monday  Tuesday  Wednesday  Thursday  Friday  Saturday 

Licensed 
Practical 
Nurse  

  8:00 
a.m. ‐ 
4:30 
p.m. 

8:00 a.m. ‐ 
4:30 p.m. 

8:00 a.m. ‐ 
4:30 p.m. 

8:00 a.m. ‐ 
4:30 p.m. 

8:00 a.m. ‐ 
4:30 p.m.. 

 

Registered 
Nurse  
 

On‐site as 
needed for 
physical 

assessments   

           

Physician  
 

On‐site as 
needed; 
24/7 call 

coverage via 
telephone 

           

 
 
 

APPENDIX B 
 

DIRECT COSTS TO QCHC TO BE REIMBURSED BY THE COUNTY  
PURSUANT TO SECTION 3.1 OF THIS AGREEMENT 

 
Labor Costs, to include: 

- Gross wages, salaries, and compensation paid to QCHC employees, agents, and 
independent contractors for time worked and/or duties performed at the Baldwin County 
Corrections Center and JDC, to include all physicians, nurses, nurse practitioners, mental 
health professionals, dental professionals, and support staff working in the Baldwin 
County Corrections Center and JDC.  

- The Employer’s portion of benefit costs incurred on QCHC employees working in the 
Baldwin County Corrections Center and JDC  



- Employer’s portion of any payroll tax costs incurred on QCHC employees working in 
the Baldwin County Corrections Center and JDC, to the extent such costs are not already 
included in the gross wage 

- Premiums paid by employer on workers’ compensation coverage for QCHC employees 
working in the Baldwin County Corrections Center and JDC  

 
Pharmacy/Medication Costs, to include: 

- Costs of all prescription medications for, or kept on-site for use by, 
inmates/detainees/juveniles of the Baldwin County Corrections Center and JDC  

- Costs of all over-the-counter medications for, or kept on-site for use by, 
inmates/detainees/juveniles of the Baldwin County Corrections Center and JDC  

- Any taxes or shipping costs 
  
Medical Supplies, to include: 

- Costs of all disposable, one-time use medical supplies for, or kept on-site for use by, 
inmates/detainees/juveniles of the Baldwin County Corrections Center and JDC  

- Any taxes or shipping costs 
 
Radiology Costs, to include: 

- Costs incurred by QCHC for radiological services (x-rays, ultrasounds, etc.) performed 
inside the Baldwin County Corrections Center for inmates/detainees of the Baldwin 
County Corrections Center and Juveniles inside the JDC, whether using County 
equipment or through a mobile radiology service, to include the cost of reading the x-ray 
or ultrasound 

 
Lab Costs, to include: 

- Costs of all on-site laboratory services performed for inmates/detainees/juveniles of the 
Baldwin County Corrections Center and JDC, including shipping and supply costs 

 
Waste Removal, to include: 

- Fees charged by a professional medical waste removal service, including any taxes 
 
Medical Equipment, to include: 

- Costs of all equipment, to include costs for maintenance and service, used inside the 
Baldwin County Corrections Center and JDC for the provision of healthcare services to 
the inmates/detainees/juveniles of the Baldwin County Corrections Center and JDC, with 
a per unit/item cost of less than $500, to the extent that such equipment, maintenance, 
and repair is not provided by the County 

- Costs of all equipment, to include costs for maintenance and service, used inside the 
Baldwin County Corrections Center for the provision of healthcare services to the 
inmates/detainees/juveniles of the Baldwin County Corrections Center and JDC , with a 
per unit/item cost of greater than $500, to the extent that such equipment, maintenance, 
and repair is not provided by the County, and to the extent that the County agrees in 
advance to the purchase of such equipment, and the terms thereof 

- Any taxes or shipping fees 
 



Office Supplies and Equipment, to include: 
- Costs of all office supplies used by QCHC employees, agents, and independent 

contractors in the Baldwin County Corrections Center and JDC related to the provision 
of healthcare to inmates/detainees/juveniles of the Baldwin County Corrections Center 
and JDC 

- Costs of all office equipment, such as desks, chairs, lamps, tables, computers, printers, 
fax machines, scanners, etc., to include costs of maintenance and repair, used by QCHC 
employees, agents, and independent contractors in the Baldwin County Corrections 
Center and JDC related to the provision of healthcare to inmates/detainees of the Baldwin 
County Corrections Center and JDC, to the extent such equipment is not provided by the 
County, and with the additional stipulation that the County must agree in advance to all 
office equipment purchases of greater than $500 per unit/item 

- Costs of all office utilities and services inside the Baldwin County Corrections Center 
and JDC, to include any and all utility bills (water, electricity, etc.), and costs of phone 
lines, fax lines and internet connections, to the extent such are not provided by the County 

- Any taxes or shipping fees 
 

Professional Liability Insurance, to include: 
- Any premium costs attributable on a per capita basis specifically for the inmate/detainee 

population of the Baldwin County Corrections Center and JDC  
- Attorneys’ fees, up to the policy deductible/retention amount, for lawsuits arising directly 

from QCHC services provided at the Baldwin County Corrections Center and JDC  
 

Electronic Medical Records (EMR) System, to include: 
-Costs to maintain the existing EMR system at the Baldwin County Corrections Center. 
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Baldwin County Commission

Agenda Action Form

File #: 19-2138, Version: 1 Item #: BD5

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Ronald J. Cink, Budget Director
Submitted by: Loren B. Lucas, Audit Compliance Officer
______________________________________________________________________

ITEM TITLE
Amendments to Baldwin County Commission Policy #8.16 - Taxpayer Installment
Agreement/Payment Plan Agreement

STAFF RECOMMENDATION
Adopt the revised Baldwin County Commission Policy #8.16 - Taxpayer Installment
Agreement/Payment Plan Agreement and update said policy in the Baldwin County Commission
Policies and Procedures Book.

BACKGROUND INFORMATION

Previous Commission action/date:  April 18, 2006; October 15, 2013, Policy #8.16 was adopted.

Background:  Baldwin County Commission Policy #8.16 - Taxpayer Installment Agreement/Payment
Plan Agreement was adopted during the Baldwin County Commission meeting held on April 18,
2006, Agenda Item E7, and was amended during the Baldwin County Commission meeting held on
October 15, 2013, more specifically Agenda Item BD2.

A summary of the proposed amendments are as follows:

1. Baldwin County Commission Policy #8.16

· Updated to give the Budget Director rather than the Clerk/Treasurer authority to approve, alter,
terminate, extend, etc. installment agreements

· Provides further explanation of the process preceding an installment agreement as well as the
lien procedure following the execution of an installment agreement

2. Taxpayer Installment Agreement

· Updated to give the Budget Director rather than the Clerk/Treasurer authority to approve, alter,
terminate, extend, etc. installment agreements

· Updated to explain that the applicable interest rate is determined per Section 40-1-44, Code of
Alabama (1975), as amended, which links interest to the underpayment rate established
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File #: 19-2138, Version: 1 Item #: BD5

quarterly by the United States Secretary of the Treasury under the authority of 26 U.S.C.
Section 6621

· Updated to list Ronald J. Cink and Wayne Dyess specifically as the Budget Director and
County Administrator

3. Attachment A

· Updated to explain that the applicable interest rate is determined per Section 40-1-44, Code of
Alabama (1975), as amended, which links interest to the underpayment rate established
quarterly by the United States Secretary of the Treasury under the authority of 26 U.S.C.
Section 6621

4. Attachment B

· NO REVISIONS

5. Taxpayers Bill of Rights

· NO REVISIONS

FINANCIAL IMPACT

Total cost of recommendation:  N/A

Budget line item(s) to be used:  N/A

If this is not a budgeted expenditure, does the recommendation create a need for funding?
N/A

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
N/A

Reviewed/approved by:  N/A

Additional comments:  N/A

ADVERTISING REQUIREMENTS
..
Is advertising required for this recommendation?  N/A

If the proof of publication affidavit is not attached, list the reason: N/A

Baldwin County Commission Printed on 9/26/2019Page 2 of 3

powered by Legistar™

http://www.legistar.com/


File #: 19-2138, Version: 1 Item #: BD5

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:  Administration Staff- Update policy books

Action required (list contact persons/addresses if documents are to be mailed or emailed):

Cc: Ronald J. Cink, Heather A. Gwynn

Additional instructions/notes:  N/A
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BALDWIN COUNTY COMMISSION

POLICY #8.16

  Subject   Taxpayer Installment Agreement/Payment Plan Agreement

  Date Adopted   October 1, 2019

  Agenda Item   TBD

  Obsolete Versions   October 15, 2013 – Agenda Item BD2

POLICY STATEMENT

This policy adopts procedures and guidelines for Baldwin County Sales & Use Tax/License 
Inspection Department to enter into an agreement (Taxpayer Installment Agreement) with a 
taxpayer who is delinquent.  As set forth in §40-2A-4(b)(6), Code of Alabama (1975), as 
amended, a written agreement will be allowed if the taxpayer is in arrears on a delinquent tax.  
The term of the agreement should not exceed twelve (12) months, but can be renewed at the 
discretion of the Budget Director of Baldwin County for succeeding periods not to exceed twelve 
(12) months.  

This agreement may be offered, at the discretion of the Budget Director of Baldwin County, to 
delinquent taxpayers and/or taxpayers who have been audited for compliance.

Upon the execution of the Taxpayer Installment Agreement between the taxpayer and Baldwin 
County Sales & Use Tax/License Inspection Department, tax lien(s) shall be recorded with the 
Judge of Probate office where the business is located in accordance with applicable state law.

PROCEDURAL REQUIREMENT

In order to carry out this policy, the following steps must be taken:

1.  Adopt the “Taxpayer Installment Agreement” as allowed under 
§40-2A-4(b)(6), Code of Alabama, 1975, as amended, to assist taxpayers 
who are delinquent in taxes collected by the Baldwin County Sales & Use 
Tax Department/License Inspection Department.
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2. Adopt the attachments to “Taxpayer Installment Agreement”: 

Attachment A – Delinquency Notice:  Shows number of payments, 
monthly payment amount, additional interest, and final payment amount, 
etc.  

Attachment B – Collection Information Statement:  To be completed by 
taxpayer.

3. Taxpayers that are delinquent in taxes are contacted by the staff either by a 
phone call, email and/or by preliminary or final assessments issued.  If the 
taxpayer requests assistance and asks for relief, a payment plan may be 
considered.

4. Under certain circumstances, no payment plan will be considered if the 
taxpayer makes no contact to pay delinquent taxes, avoids phone calls, 
does not accept preliminary or final assessments, or if court proceedings 
have begun.

5. The Budget Director of Baldwin County is hereby authorized to sign 
Taxpayer Installment Agreements on behalf of the Baldwin County 
Commission/Baldwin County Sales & Use Tax/License Inspection 
Department.

FORMS/ATTACHMENTS/EXHIBITS

1.  Taxpayer Installment Agreement
2. Attachment A
3. Attachment B
4. §40-2A-4(b)(6) – Taxpayers’ Bill of Rights/Installment Payments
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STATE OF ALABAMA
COUNTY OF BALDWIN

TAXPAYER INSTALLMENT AGREEMENT

KNOW ALL MEN BY THESE PRESENTS THAT THIS “AGREEMENT” 
is made by and between ____________________ Taxpayer Id _____________            
(hereafter collectively known as the “Taxpayer”) and the Baldwin County 
Commission, Baldwin County, Alabama, Baldwin County Sales & Use Tax/License 
Inspection Department (hereafter the "County").

WITNESSETH:

WHEREAS, Baldwin County is a “Self-Administered County” according to Title 
40 of the Code of Alabama (1975) and is, therefore, responsible for the administration 
of its own sales and use taxes; and

WHEREAS, the County has properly given notice that a certain amount of taxes
are due and have not been timely paid by the Taxpayer; and

WHEREAS, the Taxpayer hereby acknowledges their liability for the tax as 
identified in such delinquency notice; and

WHEREAS, § 40-2A-4(b)(6), Code of Alabama (1975), authorizes the payment 
of tax installments if there has been a determination that such agreement will 
facilitate collection of a tax liability; and

WHEREAS, the County has determined that this Agreement with this respective 
Taxpayer will facilitate the collection of the taxes owed as identified within the 
delinquency notice (Attachment “A”); and

WHEREAS, the Taxpayer agrees to be bound by the terms found within this 
Agreement and applicable state laws, rules and regulations.

NOW, THEREFORE, in consideration of the premises and the mutual covenants 
contained within this Agreement between the County and the Taxpayer, the 
sufficiency whereof is hereby acknowledged, the Parties do hereby agree as follows:

I. Recitals.
The recitals stated above are incorporated herein by reference, as if fully 
set forth. 
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II. Taxes Owed.

The Parties agree that the total and correct amount of monies owed for 
taxes, penalties, and interest are as follows:

Sales Tax $         
Penalties $      
Interest $           

Total Amount Due $      

*Additional Interest @ _______ %
per month of this 12 month agreement

$           

Total Amount Due with Additional Interest for 
the 12 months of this Agreement

$         

*The applicable interest rate is determined per Section 40-1-44, Code of 
Alabama (1975), as amended, which links interest to the underpayment 
rate established quarterly by the United States Secretary of the Treasury 
under the authority of 26 U.S.C. Section 6621. Interest rate history can be 
found at https://revenue.alabama.gov/assessments/quarterly-interest-rates/

Said total shall be paid according to the installment schedule provided for 
herein.

III. County’s Obligation.
With the exception of filing any liens deemed necessary, the County will 
temporarily refrain from further enforcement actions against the Taxpayer 
for the delinquency identified in the Delinquency Notice attached hereto
(Attachment A).

In addition, the County will, upon the receipt of full and timely payment in 
accordance with the terms of this an Agreement, release any liens based 
upon the subject tax liability paid and satisfied pursuant to this Agreement.

Notwithstanding the statements herein, nothing shall prohibit the County 
from resuming its enforcement efforts at any time should the Taxpayer 
refuse to, fail to, or otherwise not abide this Agreement as determined by 
the Budget Director of Baldwin County.

IV. County Does Not Forfeit its Rights.
Taxpayer understands and agrees that, by refraining from further 
enforcement action, the County in no way forfeits or waives its rights to 
collect said tax liability by any and all methods that were available prior to 
the execution of this Agreement including, without limitation, those rights 
pursuant to Section 40-2A-4, et seq., Code of Alabama (1975).
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Taxpayer further acknowledges and agrees that, as further consideration 
and inducement to enter into this Agreement, the Taxpayer waives any and 
all rights to use this Agreement as a defense in any lawsuit or claim 
involving the underlying tax liability.

V. Agreement Period.
The term of this Agreement is for a period of twelve (12) months. Upon
the expiration of this Agreement, all rights of the Taxpayer under this 
Agreement shall cease, unless this Agreement is renewed for succeeding 
periods not to exceed 12 months in the discretion of the Budget Director
of Baldwin County.

Any and all rights of the County shall continue past the expiration of this 
Agreement.

VI. Taxpayer’s Commitments.
A.  The Taxpayer shall remain personally liable for the total amount of 
monies due and identified herein, and said liability shall continue until 
such time as the debt is completely satisfied notwithstanding any 
provision herein. 

B.  The Taxpayer shall timely pay any and all amounts identified 
herein that are either currently due, or will become due in the future, 
based upon the subject tax liability.

C.  The Taxpayer will strictly adhere to the following installment 
schedule while paying the subject tax liability:

Installment Due Date Amount 
(including 
interest)

1st payment Upon the 
signing this 
Agreement

$       

2nd through 11th Payments 15th of each 
month

$        

12th Payment
Balloon Payment due if 
liability not paid in full

15th $        

D. The Taxpayer shall accurately complete a Collection Information 
Statement (Attachment “B”, included herein as if fully set forth). 
Failure to accurately complete said forms shall void this Agreement
and will authorize the County to proceed with collection actions 
without further notice to the Taxpayer.
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E.  The Budget Director of Baldwin County shall be entitled to 
terminate, alter or modify this Agreement for any reason set forth in 
Section 40-2A-4(b)(6)b.1. through 6., Code of Alabama (1975), as 
amended.

VII. Form and Timeliness of Payments.
In order to be properly and timely received, the Taxpayer shall: 

A. Make and include the first payment upon the signing of this 
Agreement; and

B. Make all payments either by cash, check or credit card payable 
to the order of the Baldwin County Sales & Use Tax 
Department; and 

C. Each and every installment payment made shall be physically 
received by the County at the address set forth in Section XII 
below no later than 1:00 p.m. on the designated date of the 
corresponding installment. 

In the event that any payment is not properly or timely received, the 
County may, without any further notice, immediately proceed to collect 
any portion of the tax liability identified herein still outstanding by any 
means currently available and/or existing prior to the execution of this 
Agreement.

VIII. Additional Warranties.
The Taxpayer hereby warrants that they have full authority to execute this 
agreement and shall be liable for the same, and furthermore, all 
attachments and supporting documents are completed accurately and 
completely.

IX. Balloon Payment.
The Taxpayer understands and agrees that the final payment under this 
Agreement will be treated as a balloon payment with any outstanding 
balance payable in full at the end of the Agreement Period.

X. Exhibits and Attachments.
Additional provisions set forth on all attachments as specifically noted 
herein or otherwise signed by all parties are hereby made a part of this 
Agreement as if fully set forth and agreed to herein.

XI. Entire Agreement.
This Agreement constitutes the entire agreement between the County and 
the Taxpayer and supersedes all prior discussions, negotiations and 
agreements between the Parties, whether oral or written.  Each party 
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waives their future right to claim, contest or assert that this Agreement 
was modified, canceled, superseded, or changed by any oral agreements, 
course of conduct, waiver or estoppels unless provided for herein.

XII. Notice.
Any notices to be given under this Agreement shall only be effectuated 
either by personal delivery in writing or by registered or certified mail 
with postage prepaid and return receipt requested.  Notices delivered 
personally shall be deemed delivered as of the date of actual receipt, and 
notices sent by registered or certified mail shall be delivered on date of 
mailing. Any notices given hereunder shall be delivered only to the 
following addresses of the Parties:

Taxpayer:  

County:
Baldwin County Sales & Use Tax/License 
Inspection Department
P. O. Box 189
Robertsdale, AL 36567

XIII. Remedies Not Exclusive.
No remedy herein conferred upon or reserved to the County is intended to 
be exclusive of any other remedy or remedies, and the County retains each 
and every such remedy, now or hereafter existing, at law or in equity or 
otherwise.

XIV. Severability. 
If any one or more of the provisions contained herein shall for any reason 
be held to be invalid, illegal or unenforceable in any respect, then such 
provision or provisions shall be deemed severable from the remaining 
provisions hereof, and such invalidity, illegality or unenforceability shall 
not affect any other provision hereof. This Agreement shall be construed 
as if such invalid, illegal or unenforceable provision had never been 
contained herein.

XV. No Waiver of Default.
No delay or omission of the County to exercise any right, power or duty
arising upon the occurrence of any event of default shall impair any such 
right, power or duty, nor shall it be construed to be a waiver of any such 
default or acquiescence therein.  Every power and remedy given, by this 
Agreement and Alabama law, to the County shall be exercised from time 



Page 6 of 7

to time and as often as may be deemed expedient in the sole discretion of 
the County or its designee.

XVI. ADDITIONAL PROVISIONS
____________________________________________________________
____________________________________________________________
____________________________________________________________

THIS IS INTENDED TO BE A LEGALLY BINDING CONTRACT.  IF YOU 
DO NOT UNDERSTAND THE LEGAL EFFECT OF ANY PART OF THIS 
CONTRACT, SEEK LEGAL ADVICE BEFORE SIGNING.

IN WITNESS WHEREOF, the Taxpayer has caused this Agreement to be executed 
with full authority to do so, and the County has caused the same to be executed by its 
duly authorized officer and representative.

County

BALDWIN COUNTY COMMISSION
BALDWIN COUNTY, ALABAMA
BALDWIN COUNTY SALES & USE 
TAX/LICENSE INSPECTION DEPARTMENT

By:                                                         
Its Duly Authorized Budget Director

Attest:

      County Administrator

STATE OF ALABAMA
COUNTY OF BALDWIN

I, _______________________________, a Notary Public, in and for said County 
in said State, hereby certify that Ronald J. Cink and Wayne Dyess, whose names are 
signed above as Budget Director and County Administrator of the Baldwin County 
Commission, respectively, and who are known to me, acknowledged before me on this 
day, that being informed of the contents of this instrument, executed the same voluntarily 
on the day the same bears date or behalf of said Baldwin County Commission.

GIVEN under my hand and seal on this the _____ day of ______________, 20___.

Notary Public, Baldwin County, Alabama

My Commission Expires: __________________________
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Taxpayer

By:                                                           
      
      
By: 

STATE OF ALABAMA
COUNTY OF BALDWIN

I, _______________________________, a Notary Public, in and for said County 
in said State, hereby certify that ______________________________________, whose 
name(s) is/are signed above as Taxpayer to the foregoing instrument and who is/are 
known to me, acknowledged before me on this day, that being informed of the contents 
of same, he/she/they, executed the same voluntarily on the day the same bears date.

GIVEN under my hand and seal on this the _____ day of ______________, 20___.

Notary Public, Baldwin County, Alabama

My Commission Expires:__________________________



ATTACHMENT "A"

The following tax reporting payments are listed as delinquent and become part of this attached TAXPAYER 
INSTALLMENT AGREEMENT between Baldwin County Sales & Use Tax Department and 
 _____________________________ Taxpayer Id. _________________ dated ____________________.
The taxpayer further agrees that the following information represents the tax amounts owed to Baldwin County
for the periods listed with no examination or audit by the taxing authority. Any misrepresentation by the 
taxpayer of these numbers will immediately void the TAXPAYER INSTALLMENT AGREEMENT upon which the 
information below is based and the full balance due at the point of discovery of misrepresentation SHALL
BECOME DUE AND PAYABLE . 

PAYMENT TOTAL DUE
MONTHLY 
PAYMENT

NEW TOTAL *INTEREST RATE
ADDITIONAL 

INTEREST
1 -$                   -$                   -$                   -$                   
2 -$                   -$                   -$                   -$                   
3 -$                   -$                   -$                   -$                   
4 -$                   -$                   -$                   -$                   
5 -$                   -$                   -$                   -$                   
6 -$                   -$                   -$                   -$                   
7 -$                   -$                   -$                   -$                   
8 -$                   -$                   -$                   -$                   
9 -$                   -$                   -$                   -$                   

10 -$                   -$                   -$                   -$                   
11 -$                   -$                   -$                   -$                   
12 -$                   -$                   -$                   

AMOUNT OF 12TH PAYMENT -$                   
TOTAL ADDITIONAL INTEREST -$                   
TOTAL PAID USING PAYMENT PLAN -$                   

X _________________________________
Taxpayer Signature

*The applicable interest rate is determined per Section 40-1-44, Code of Alabama (1975), as
amended, which links interest to the underpayment rate established quarterly by the United 
States Secretary of the Treasury under the authority of 26 U.S.C. Section 6621. Interest rate history
can be found at https://revenue.alabama.gov/assessments/quarterly-interest-rates/ 

DELINQUENCY NOTICE
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      ATTACHMENT “B”

COLLECTION INFORMATION STATEMENT

Taxpayer___________________________________  Baldwin County Taxpayer Id_____________

DBA________________________________________________  FEIN_______________________

Mailing Address __________________________________________________________________
                                                                                                                     City                                              State                      Zip

Physical Address__________________________________________________________________
                                                                                                                      City                                              State                     Zip

Email Address____________________________________________________________________

Phone (_____) _____-________     Cell (_____) _____-________    Fax (_____) _____-_________ 

State Tax Account Number(s):   Sales ___________________  Consumer Use _________________

Legal Counsel’s Name__________________________________ Phone (_____) _____-_________

Accountant’s Name____________________________________ Phone (_____) _____-_________   

Type of Organization:          Classification of Customers       Sales Method 
(  ) Corporation (  ) Ultimate Consumers (  ) Store Front
(  ) LLC** (  ) Manufacturers (  ) Salesmen in taxing jurisdiction
(  ) LLP** (  ) Wholesalers (  ) Salesmen outside taxing jurisdiction
(  ) Partnership** (  ) Retailers (  ) Internet
(  ) Sole Proprietorship (  ) Contractors (  ) Mail Order

(  ) Owner/Consumer (  ) Other________________________

**Requires a copy of Articles of Incorporation, Organization of LLC or Partnership documentation be
attached and the following section completed:

Name ___________________________________________________________________________ 

Title________________________________________ SSN________________________________       

Physical Address__________________________________________________________________
                                                                                                                      City                                              State                     Zip

Name ___________________________________________________________________________ 

Title_______________________________________ SSN_________________________________

Physical Address__________________________________________________________________
                                                                                                                      City                                              State                     Zip

Name ___________________________________________________________________________ 

Title________________________________________ SSN________________________________       

Physical Address__________________________________________________________________
                                                                                                                      City                                              State                     Zip
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COLLECTION INFORMATION STATEMENT

Nature of Business_________________________________________________________________

Date started business operation in Baldwin County________________________________________

Gross Assets $________________  Gross Sales $_________________  Other $_________________

Location of Accounting Records______________________________________________________

Does your business have a physical building (or Nexus) within this taxing authority?_____________

Does your Legal Entity own property in the State of Alabama?
If yes, type of property: (  ) Real     (  ) Personal

Do you lease tangible property for use in your business? 
If yes, type of property:  (  ) Real     (  ) Personal
If yes, indicate nature of property______________________________________________________

Name of lessor______________________________________________________________ 

Method of Accounting: Accounting Period:
(  ) Cash (  ) Calendar
(  ) Accrual (  ) Fiscal-List Dates below
(  ) Other_________________       __________________

Has taxpayer been audited by 
*if yes indicate period covered
(  ) IRS_________________________
(  ) State of ___ - _________________
(  ) City of _________-_____________

Name and addresses of all banks in which you have deposited funds from the past six years.
Bank Name Address            Account Number Type
________________  _________________________________   __________________   ______
                                                                                         City               State     Zip

________________  _________________________________   __________________   ______
                                                                                         City               State     Zip

________________  _________________________________   __________________   ______
                                                                                         City               State     Zip

Have you issued annual financial statements for the period under audit? (  ) Yes  (  ) No
If yes, attach a copy.



Section 40-2A-4

Taxpayers' bill of rights.

(a) Rights of the taxpayer.

(1) For purposes of this subsection and subsections (c) and (d), the term "department" shall include 
the Department of Revenue, a self-administered county or municipality, or a private examining or 
collecting firm, depending on whether the Department of Revenue, a self-administered county or 
municipality, or private examining or collecting firm is conducting the examination of the taxpayer.

(2) At or before the commencement of an examination of the books and records of a taxpayer, the 
department shall provide to the taxpayer the current version of Publication 1A. Publication 1A shall 
provide, in simple and non-technical terms, a statement of the taxpayer's rights. Those rights include 
the right to be represented during an examination, an explanation of their appeal rights, and the right 
to know the criteria and procedures used to select taxpayers for an examination.

(3) At or before the issuance of a preliminary assessment, the department shall provide to the taxpayer 
in simple and non-technical terms:

a. A written description of the basis for the assessment and any penalty asserted with respect to the 
assessment.

b. A written description of the method by which the taxpayer may request an administrative review of 
the preliminary assessment.

(4) At or before the issuance of a final assessment, the department shall inform the taxpayer by a 
written statement of his or her right to appeal to the Alabama Tax Tribunal or to circuit court.

(5) Except in cases involving suspected criminal violations of the tax law or other criminal activity, 
the department shall conduct an examination of a taxpayer during regular business hours after 
providing reasonable notice to the taxpayer. A taxpayer who refuses a proposed time for an 
examination on the grounds that the proposed examination would cause inconvenience or hardship 
must offer reasonable alternative times and dates for the examination.

(6) At all stages of an examination or the administrative review of the examination, and in any appeal 
to the Alabama Tax Tribunal, a taxpayer is entitled to be assisted or represented, at his own expense, 
by an authorized representative. The department shall prescribe a form by which the taxpayer may 
designate a person to represent him or her in the conduct of any proceedings, including collection 
proceedings, resulting from actions of the department. In the absence of this form, the department or 
the Alabama Tax Tribunal may accept such other evidence that a person is the authorized 
representative of a taxpayer as it considers appropriate. This provision shall not be construed as 
authorizing the practice of law before the department, Alabama Tax Tribunal, or any court in this state 
by a person who is not a licensed attorney.

(7) A taxpayer shall be allowed to make an audio recording of any in-person interview with any 
officer or employee of the department relating to any examination or investigation by the department, 
provided, however, the taxpayer must give reasonable advance notice to the department of his or her 
intent to record and the recording shall be at the taxpayer's own expense and with the taxpayer's own 
equipment. The department shall also be allowed to record any interview if the taxpayer is recording 
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the interview, or if the department gives the taxpayer reasonable advance notice of its intent to record 
the interview. The department shall provide the taxpayer with a copy of the recording, but only if the 
taxpayer provides reimbursement for the cost of the transcript and reproduction of the copy. The cost 
shall be reasonable as prescribed by regulations issued by the department.

(8) This section shall not apply to criminal investigations or investigations relating to the integrity of 
any officer or employee of the department.

(b) Department responsibilities generally.

(1) The commissioner shall appoint a Taxpayer Advocate from among the employees of the 
department. This officer shall receive and review inquiries or complaints concerning matters that have 
been pending before the department for an unreasonable length of time, or matters where the taxpayer 
has been unable to obtain a reasonable response after several attempts to communicate with the 
department employee assigned to the taxpayer's case, or his or her immediate superiors. In addition, 
this officer shall review and have the authority to waive a penalty for reasonable cause as provided in 
subsection (h) of Section 40-2A-11, shall promptly review inquiries concerning release of property 
levied upon, the erroneous filing of liens, the failure to release a lien for good cause, or other matters 
complained of by a taxpayer or other affected party. The Taxpayer Advocate shall have no authority 
nor issue any ruling with regard to any taxes collected by or on behalf of a self-administered county or 
municipality.

a. The Taxpayer Advocate shall, subject to the approval of the commissioner or the assistant 
commissioner, issue taxpayer assistance orders in the form and manner prescribed herein and by 
department regulations.

b. Notwithstanding any statute of limitation or other provision in this title, a taxpayer assistance order 
may declare that any tax, including a final assessment, was erroneously assessed or reported and is not 
a liability due the state, or that a petition for refund was erroneously denied by the department.

c. A taxpayer assistance order shall grant relief as deemed appropriate, including the voiding of any 
erroneously issued final assessment for a tax which was not a debt due the state, granting of any 
refund due the taxpayer, or abating an assessment of interest that has accrued because of undue delay 
by department personnel.

d. At the request of the Alabama Tax Tribunal, the taxpayer advocate shall review a final order issued 
by the Alabama Tax Tribunal that was not appealed pursuant to Section 40-2B-2, if there is newly 
discovered evidence which by due diligence could not have been discovered in time to file an 
application for rehearing pursuant to Section 40-2B-2, and may propose relief as the taxpayer 
advocate deems appropriate and approved by the commissioner or the assistant commissioner.

e. All taxpayer assistance orders shall be dated and signed by the Taxpayer Advocate and approved 
either by the commissioner or the assistant commissioner, and shall state the underlying facts, the 
reasons for granting relief, and the relief granted. Any taxpayer assistance order may, for good cause, 
be modified or rescinded in writing by the Taxpayer Advocate and either the commissioner or the 
assistant commissioner.

f. The Taxpayer Advocate shall have full access to department personnel, books, and records subject, 
however, to the confidentiality restrictions imposed by this chapter.
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g. Taxpayer assistance orders shall not be subject to the confidentiality provisions of this title, and 
shall be maintained by the secretary of the department and shall be open to review upon written 
request. The Taxpayer Advocate shall have no authority nor issue any ruling with regard to any taxes 
collected by or on behalf of a self-administered county or municipality.

h. The commissioner shall make an annual report to the Legislature of all taxpayer assistance orders 
approved in accordance with the provisions of this section and Sections 40-2A-2 and 40-2A-3. Such 
report shall contain the total amount of relief granted and the types of taxes for which relief was 
granted.

(2) The department shall maintain a continuing education program to train employees of the 
department and to provide them with a current knowledge of state and applicable federal tax laws.

(3) In addition to any other information provided by law, the commissioner shall include in the 
department's annual report information about the number or kind of audits or assessments conducted 
in the year covered by the report.

(4) The department shall not use the amounts of taxes assessed by an employee of the department as:

a. The basis of a production quota system for employees; or

b. The basis for evaluating an employee's performance.

(5) The department shall establish procedures for monitoring the performance of department 
employees which may include the use of evaluations obtained from taxpayers.

(6) INSTALLMENT PAYMENTS.

a. The commissioner is authorized to enter into written agreements to allow any taxpayer to pay any 
tax in installment payments if the commissioner determines that such agreement will facilitate 
collection of such tax. Notwithstanding the preceding sentence, such agreements shall be entered into 
only regarding a tax that has been finally assessed by the department and not appealed, and such 
agreements shall not extend for a period exceeding 12 months, provided, that any such agreement 
may be renewed at the discretion of the commissioner for succeeding periods not to exceed 12 
months. The commissioner shall only be authorized to enter such an agreement with regard to a tax 
administered or collected by the department.

b. The commissioner may terminate, alter, or modify any agreement entered into hereunder if:

1. Information provided by the taxpayer to the commissioner prior to the date of such agreement was 
inaccurate or incomplete;

2. The taxpayer fails to pay any installment at the time such installment payment is due under such 
agreement;

3. The taxpayer fails to pay any other tax liability due the department at the time such liability is due, 
unless the taxpayer has appealed such other liability pursuant to the terms of this chapter;

4. The financial condition of the taxpayer has significantly changed;

5. The taxpayer fails to provide a financial condition update as requested by the commissioner; or
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6. The commissioner believes that collection of any tax to which an agreement under this provision 
relates is in jeopardy.

c. The commissioner shall have sole authority or discretion to enter into or amend, modify, or 
terminate any installment payment agreement provided for herein. The commissioner shall 
promulgate regulations necessary for the implementation of this provision.

d. Any self-administered county or municipality shall have the same authority as provided to the 
commissioner by this subdivision relating to installment payments with respect to taxes administered 
or collected by the self-administered county or municipality.

(c) Department failure to comply with this section. The failure of the department to comply with any 
provision of this section shall not prohibit the department from assessing any tax as provided in this 
chapter, nor excuse the taxpayer from timely complying with any time limitations under this chapter. 
However, if the department fails to substantially comply with the provisions of this section, the 
commissioner shall, upon application by the taxpayer or other good cause shown, abate any penalties 
otherwise arising from the examination or assessment.

(d) Abatement of penalty. The department shall abate any penalty attributable to erroneous written 
advice furnished to a taxpayer by an employee of the department. However, this section shall apply 
only if the department employee provided the written advice in good faith while acting in his or her 
official capacity, the written advice was reasonably relied on by the taxpayer and was in response to a 
specific written request of the taxpayer, and the penalty did not result from the taxpayer's failure to 
provide adequate or accurate information.

(Acts 1992, No. 92-186, p. 349, §3; Act 2000-233, p. 368, §1; Act 2014-146, p. 378, §3.)
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Baldwin County Commission

Agenda Action Form

File #: 19-2121, Version: 1 Item #: BG1

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Brian Peacock, CIS Director and Zach Hood, EMA Director
Submitted by: David Wessler, CIS Business Manager
______________________________________________________________________

ITEM TITLE
Transfer a 2011 Ford F-250 Super Duty Pickup Truck from Communications Information Systems
Department to Emergency Management Agency

STAFF RECOMMENDATION
Take the following actions:

1. Approve Communications and Information Systems (CIS), through the Clerk Treasurer, to transfer
the following pickup truck to Emergency Management Agency (EMA) at no charge:

Vehicle #66771
2011 Ford F250 Super Duty pickup truck
Condition - Very Good
VIN #1FT7W2BT4BEB66771
Tag #42942 CO
Mileage as of 9/2019 - 27,879
Date of Transfer - 09/05/2019

2. Authorize the Chairman to execute the Fixed Asset Change Form.

BACKGROUND INFORMATION

Previous Commission action/date:   September 20, 2016

Background:  09/20/2016 - Item BD2 approved the transfer of a 2011 Ford F250 Pickup Truck (VIN
#1FT7W2BT4BEB66771) from Emergency Management Agency (EMA) to the Communications and
Information Systems (CIS) Department at no charge and authorized the Chairman to execute the
Fixed Asset Change Form.

When this truck was transferred to CIS, a substantial vehicle with four-wheel-drive capability was
desirable for use by the Radio Administrator to be able to access radio tower sites in remote
locations.  However, after the truck was transferred to CIS, the
Radio Administrator position became vacant and has not been filled.  Because the duties of the Radio
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Administrator position are presently handled by contract personnel who are not authorized to operate
County vehicles, the CIS Department is no longer in need of the vehicle.  The Emergency
Management Agency has identified a need for the truck; therefore, it is recommended that it be
transferred back to EMA at no charge.

FINANCIAL IMPACT

Total cost of recommendation:   N/A

Budget line item(s) to be used:   N/A

If this is not a budgeted expenditure, does the recommendation create a need for funding?   N/A

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
N/A

Reviewed/approved by:  N/A

Additional comments:   N/A

ADVERTISING REQUIREMENTS
..

Is advertising required for this recommendation?   N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:
 David Wessler, CIS Business Manager - Have Fixed Asset Form signed by both parties

John Marino, Chief Compliance Officer - Transfer fixed asset from CIS to EMA

Action required (list contact persons/addresses if documents are to be mailed or emailed):   N/A

Additional instructions/notes:  N/A
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Baldwin County Commission

Agenda Action Form

File #: 19-2120, Version: 1 Item #: BI1

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Teddy J. Faust, Revenue Commissioner
Submitted by: Susan Hill, Chief Administrative Assistant
______________________________________________________________________

ITEM TITLE
Renewal of IncomeWorks Software License Agreement

STAFF RECOMMENDATION
Approve the renewal of the IncomeWorks License Agreement between Assessment Advisors, LLC
and Baldwin County Commission, to provide the Baldwin County Revenue Commission with an
income based local-market-specific commercial real estate evaluation model designed specifically to
bring consistency and equity to the assessment of commercial, industrial, lodging, multi-family, office,
and retail properties.

This Agreement shall be for a term of one (1) year, to commence on January 1, 2020, and terminate
on December 31, 2020, per Renewal Amendment.  The renewal fee of $29,000.00 was invoiced to
Licensee September 4, 2019.  Payment received in October 2019 will ensure release prior to the
December 31, 2019 expiration date of the current term.

BACKGROUND INFORMATION

Previous Commission action/date:  October 2, 2018

Background:  The Commission has approved an annual Software License Agreement with
Assessment Advisors, LLC since 2013.

IncomeWorks is a product and a process that collects and analyzes local lease practices and data,
which can be customized for Baldwin County, Alabama.  This allows the income approach to be
utilized in valuing income producing properties.  The initial Agreement, between Assessment
Advisors, LLC and the Baldwin County Commission was approved on April 16, 2013 and has
continued on an annual basis.

FINANCIAL IMPACT

Total cost of recommendation:  $29,000.00
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Budget line item(s) to be used:  51810.5235

If this is not a budgeted expenditure, does the recommendation create a need for funding?
N/A

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
Yes

Reviewed/approved by:  David Conner, County Attorney

Additional comments:  N/A

ADVERTISING REQUIREMENTS
..
Is advertising required for this recommendation?  No

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up: 2019 License Fee to be paid
(Invoice #1950) following approval.

Individual(s) responsible for follow up: Accounting: Pay $29,000.00 2019 License Fee

Action required (list contact persons/addresses if documents are to be mailed or emailed):

Administration Staff: Get Renewal Amendment, to IncomeWorks Software License Agreement, fully
executed by the Chairman and send to:

Linda Pedalino, MAI, Co-Founder & President
Assessment Advisors, LLC
736 N. Western Avenue, #393
Lake Forest, Illinois  60045

Cc: Walt Lindsey, Chief Appraiser
Teddy J. Faust, Jr., Revenue Commissioner

Additional instructions/notes:
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Baldwin County Commission

Agenda Action Form

File #: 19-2148, Version: 1 Item #: BK1

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Terri Graham, Development and Environmental Director
Submitted by: Allison M. Owens, Office Manager
______________________________________________________________________

ITEM TITLE
Approval of Renewal Application for Certificate of Exception from Garbage Pick-Up

STAFF RECOMMENDATION
As authorized by Section 22-27-3 of the Code of Alabama 1975, and without limitation, approve the
Application for Certificate of Exception from Garbage Pick-Up as permitted by, and applicable to, as
follows:

1. Approve the Application for Certificate of Exception from Garbage Pick-Up for a period not to
exceed one (1) year commencing September 5, 2019:

Bruce Armstead
39910 Bertha Cleveland Road South
Bay Minette, Alabama 36507
(Application Receipt No. 1167)

BACKGROUND INFORMATION

Previous Commission action/date:   February 19, 2019

Background:  Mr. Bruce Armstead of 39910 Bertha Cleveland Road South, Bay Minette, Alabama, a
resident of unincorporated Baldwin County, has requested approval to haul his own household solid
waste from his residence to the Baldwin County Transfer Station located in Bay Minette, Alabama.

FINANCIAL IMPACT

Total cost of recommendation:   N/A

Budget line item(s) to be used:   N/A

If this is not a budgeted expenditure, does the recommendation create a need for funding?   N/A
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LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
N/A

Reviewed/approved by:  N/A

Additional comments:   N/A

ADVERTISING REQUIREMENTS
..

Is advertising required for this recommendation?   N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:  Terri Graham, Development and Environmental Director, to
follow up with:

Ms. Camilla English Environmental Supervisor
Baldwin County Health Department
P.O. Box 369
Robertsdale, Alabama 36567
Email: camilla.english@adph.state.al.us

Action required (list contact persons/addresses if documents are to be mailed or emailed):   N/A

Additional instructions/notes:  N/A
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Baldwin County Commission

Agenda Action Form

File #: 19-2119, Version: 1 Item #: BL1

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Donna G. Bryars, Interim Clerk/Treasurer
Submitted by: Makayla Shiver, Jr. Staff Accountant
______________________________________________________________________

ITEM TITLE
Association of County Commissions of Alabama (ACCA) Workers’ Compensation Self Insurers’ Fund
- Continuance of Coverage

STAFF RECOMMENDATION
Related to the Association of County Commissions of Alabama Workers’ Compensation Self-
Insurance Fund (ACCA WCSIF), take the following actions:

1. Authorize payment to the Association of County Commissions of Alabama Workers’
Compensation Self Insurers’ Fund in the amount of $751,579.51 from applicable and various
Baldwin County Commission departments, related to the continued provision of workers’
compensation coverage to the Baldwin County Commission and for the period of October 1,
2019 to October 1, 2020; and

2. Authorize the Chairman to execute any related correspondence and/or instruments; and
3. Authorize the Clerk/Treasurer to make an interim payment before October 31, 2019, to the

Association of County Commissions of Alabama Workers’ Compensation Self Insurers’ Fund
(ACCA WCSIF) in the amount of $751,579.51.

BACKGROUND INFORMATION

Previous Commission action/date:   N/A

Background:  Of the numerous insurance policies the Baldwin County Commission has secured, one
such policy involves workers’ compensation coverage. The Commission’s current policy which
provides workers’ compensation coverage has been paid to run for the term of October 1, 2018 to
October 1, 2019. The workers’ compensation policy is carried through the Association of County
Commissions of Alabama Workers’ Compensation Self Insurers’ Fund (ACCA WCSIF).  The October
1, 2018 to October 1, 2019, premium for this policy as paid by the Commission to the ACCA was
$726,159.86.

The action before the Commission today is to approve payment to the ACCA related to the
continuance of the workers’ compensation coverage for the Commission and for the period of
October 1, 2019 to October 1, 2020; the payment requested to be authorized to the ACCA is
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$751,579.51.  This represents an increase of $25,419.65 from the Fiscal Year 2019 premium
contribution of $726,159.86.  Furthermore, the aforesaid authorization will allow the Chairman to sign
any related correspondence and/or instruments and for the Clerk/Treasurer to make the interim
payment of $751,579.51, before October 31, 2019, so the workers’ compensation coverage does not
lapse.

REFUNDS
Fiscal Year 2015 - $48,149.48 (Investment Refund)
Fiscal Year 2015 - $7,500.00 (Safety Incentive Refund)
Fiscal Year 2016 - $58,129.68 (Investment Refund)
Fiscal Year 2016 - $7,500.00 (Safety Incentive Refund)
Fiscal Year 2017 - $77,308.82 (Investment Refund)
Fiscal Year 2017 - $7,500.00 (Safety Incentive Refund)
Fiscal Year 2018 - $98,459.94 (Investment Refund)
Fiscal Year 2018 - $7,500.00 (Safety Incentive Refund)
Fiscal Year 2019 - $91,653.90 (Investment Refund)
Fiscal Year 2019 - $7,500.00 (Safety Incentive Refund)

FINANCIAL IMPACT

Total cost of recommendation:   $751,579.51

Budget line item(s) to be used:   Various Baldwin County Commission Departments object code 5125

If this is not a budgeted expenditure, does the recommendation create a need for funding?   N/A

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
N/A

Reviewed/approved by:  N/A

Additional comments:   N/A

ADVERTISING REQUIREMENTS
..

Is advertising required for this recommendation?   N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION
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For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:
Donna G. Bryars and Eva Cutsinger, Finance Payable to ACCA WCSIF:

CRS, Inc.
P.O. Box 589
Montgomery, Alabama 36101-0589

Action required (list contact persons/addresses if documents are to be mailed or emailed):   N/A

Additional instructions/notes:  N/A
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Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Joey Nunnally, P.E., County Engineer
Submitted by: John Sedlack, Design Tech III
______________________________________________________________________

ITEM TITLE
Bridge Replacement and Approaches on Fred Dugger Road - Permission to Advertise

STAFF RECOMMENDATION
Authorize the Purchasing Manager to place a competitive bid for the bridge replacement and
approaches on Fred Dugger Road once plans and contract documents are complete.

BACKGROUND INFORMATION

Previous Commission action/date:  N/A

Background:  The Highway Department is preparing construction plans for the bridge replacement
on Fred Dugger Road.  The Highway Department is requesting permission for the Purchasing
Manager to place a competitive bid for the project once plans and contracts are complete.  This
project was funded in the Fiscal Year 2019 Budget.

FINANCIAL IMPACT

Total cost of recommendation:  N/A

Budget line item(s) to be used:  N/A

If this is not a budgeted expenditure, does the recommendation create a need for funding?
N/A

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
N/A

Reviewed/approved by:  N/A
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Additional comments:  N/A

ADVERTISING REQUIREMENTS
..
Is advertising required for this recommendation?  N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:  Wanda Gautney, Purchasing Manager;
John Sedlack, Design Tech III

Action required (list contact persons/addresses if documents are to be mailed or emailed):
Purchasing Manager, Wanda Gautney, advertise once plans and contracts are complete.  Highway
Staff, John Sedlack, will submit advertisement documents to Purchasing Manager when complete.

Additional instructions/notes:  N/A
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File #: 19-2135, Version: 1 Item #: BM2

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Joey Nunnally, P.E., County Engineer
           Cian Harrison, Chief Accountant
Submitted by: Lisa Sangster, Administrative Support Specialist IV
______________________________________________________________________

ITEM TITLE
County Information Management System (CIMS) User License Agreement with Diversified Computer
Services

STAFF RECOMMENDATION
Approve and authorize the Chairman to execute the County Information Management System (CIMS)
Software License Agreement with Diversified Computer Services, LLC which is specifically designed
to capture and manage Baldwin County Highway Department data. (The term of this Agreement
shall commence as of October 1, 2019, and shall continue until September 30, 2020, with the
understanding this Agreement is subject to earlier termination as provided within the Agreement.)

BACKGROUND INFORMATION

Previous Commission action/date:  Annual

Background:  The Commission has approved an annual Software License Agreement with
Diversified Computer Services, LLC since 2005.  County Information Management System (CIMS) is
designed to capture and manage Baldwin County Highway Department data.  The program
generates over 100 detailed reports which increases productivity and simplified information
management.  CIMS is beneficial for reporting to the Commission and managing the Baldwin County
Highway Department.

FINANCIAL IMPACT

Total cost of recommendation:  $9,000.00

Budget line item(s) to be used:  53100.5235

If this is not a budgeted expenditure, does the recommendation create a need for funding?
N/A
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LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
Yes

Reviewed/approved by:  County Attorney

Additional comments:  N/A

ADVERTISING REQUIREMENTS
..
Is advertising required for this recommendation?  N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:  Administration Staff

Action required (list contact persons/addresses if documents are to be mailed or emailed):
Administration Staff have two (2) original agreements executed by the Chairman. Send an original
agreement to Diversified Computer Services and a copy to the Highway Department (Terri Byrd).

Contact:

Mr. Danny L. Floyd
Diversified Computer Services
8200 Old Federal Road
Montgomery, Alabama 36117

Additional instructions/notes:  N/A
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Agenda Action Form

File #: 19-2132, Version: 1 Item #: BM3

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Joey Nunnally, P.E. County Engineer
Submitted by: John Sedlack, Design Tech III
______________________________________________________________________

ITEM TITLE
County Road 64 Capacity Improvement Project - Resolution #2020-011 and Letter of Intent to Use
Federal Funds

STAFF RECOMMENDATION
Approve Resolution #2020-011 and submit a Letter of Intent to use Federal Funds for the County
Road 64 Capacity Improvement Project to the Alabama Department of Transportation (ALDOT) as
part of the project initiation process.

BACKGROUND INFORMATION

Previous Commission action/date:

July 16, 2019 - The Commission waived Baldwin County Commission Policy #9.10 - Engineering
and Surveying Services and approved on-call consultant Volkert, Inc. to perform design services for
the County Road 64 Capacity Improvements Project, with design fees not to exceed $526,142.00.
The Eastern Shore Metropolitan Planning Organization (ESMPO) will fund 80% of the design fees
and the County will provide the 20% local match.

April 16, 2019 - The Commission approved Resolution #2019-059 and a funding agreement between
the Baldwin County Commission and the Alabama Department of Transportation for the Preliminary
Engineering to 3-Lane County Road 64 from State Route 181 to County Road 54 East and install a
Roundabout at the Rigsby Road Intersection using 80% Federal funds and 20% County matching
funds.

Background:
On October 24, 2018, the Eastern Shore Metropolitan Planning Organization (MPO) approved
Resolution 2019-04 allocating $260,000.00 (MPO - $208,000.00, Local - $52,000.00) with the
Baldwin County Commission providing the local 20% match.

On January 23, 2019, the Eastern Shore MPO approved Resolution 2019-11 increasing the project
scope and allocating an additional estimated design cost of $275,000.00 (MPO - $220,000.00, Local
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-$55,000.00) with the Baldwin County Commission providing the local 20% match.

The total amount allocated for the project Preliminary Engineering is $535,000.00 (MPO -
$428,000 .00, Local - $107,000.00) with the Baldwin County Commission providing the local 20%
match.

FINANCIAL IMPACT

Total cost of recommendation:  N/A

Budget line item(s) to be used:  N/A

If this is not a budgeted expenditure, does the recommendation create a need for funding?
N/A

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
N/A

Reviewed/approved by:  N/A

Additional comments:  N/A

ADVERTISING REQUIREMENTS
..
Is advertising required for this recommendation?  N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:
Commission Staff

Action required (list contact persons/addresses if documents are to be mailed or emailed):

Commission Staff have the Commission sign the Resolution and Letter of Intent and return to John
Sedlack in the Highway Department for further processing.
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Highway Department complete the initiation package and submit to ALDOT for their initiation
process.

Contact:
Thomas W. Goodman, Jr., P.E.

Local Transportation Engineer-Mobile

ALDOT, Southwest Region

1701 W I-65 Service Rd North

Mobile, Alabama  36618

Additional instructions/notes:  N/A
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October 1, 2019

Thomas W. Goodman, Jr., P.E.
Local Transportation Engineer-Mobile
ALDOT, Southwest Region
1701 W I-65 Service Rd North
Mobile, AL 36618

Re: Project No. STPOA-0219 (   )
      County Project No. 0206818
      County Road 64 Capacity Improvement Project
      Baldwin County

Dear Sir:

This is to advise you of the Baldwin County Commission’s intent to apply for Federal Aid 
funds for the Design, Right-of-Way Acquisition, Utility Relocation, Construction and 
Construction Inspection of the above referenced project.

It is respectfully requested that the Alabama Department of Transportation notify the 
proper reviewing agencies to this effect.

If you need any additional information, please contact Mr. Seth Peterson at 251-970-
4055, or at speterson@baldwincountyal.gov.

Sincerely,

Charles F. Gruber, Chairman
Baldwin County Commission

CFG/js
LOCATION MAP ATTACHED
cc: Joey Nunnally, P.E., County Engineer

Seth Peterson, P.E., Pre-Construction Manager
       File



Resolution No. 2020-011

County of BALDWIN    ) 

STATE OF ALABAMA  )                                        Project No.  BCP 02-068-18

                                                                                   Functional Classification No.04-Minor Arterial

WHEREAS, the COUNTY COMMISSION of BALDWIN County, Alabama, is desirous of 
constructing or improving, by force account, by contract or both, a section of road included in the 
BALDWIN County Road System and described as follows:

Capacity Improvements to County Road 64 from State Route 181 East approximately 2 miles to the Fish 
River Bridge including Improvements to the Intersections at County Road 64 and Austin/Rigsby Road, 
County Road 54 West, and County Road 54 East. 

WHEREAS, the County agrees to all of the provisions of the County-wide agreement executed 
between the State and the County covering preliminary engineering by State forces and equipment on the 
project; and

WHEREAS, the County agrees to all of the provisions of any agreement which has been executed or 
will be executed between the State and the County covering the construction and construction inspection of 
the project; and

WHEREAS, the County agrees to all of the provisions of any agreement which has been executed or 
will be executed between the State and the County covering the utility relocation of the project; and

WHEREAS, the County agrees to all of the provisions of any agreement which has been executed or 
will be executed between the State and the County covering the Right-of-Way acquisition of the project.

Done at the Regular session of the Commission of Baldwin County, this         day of__________________, 
20________.

BALDWIN COUNTY COMMISSION         
Governing Body                                              

_____________________________               ___________________________________
Charles F. Gruber, Chairman                           Billie Jo Underwood, Vice Chariman

_____________________________               ___________________________________
Joe Davis, III                                                   James E. Ball
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File #: 19-2109, Version: 1 Item #: BM4

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Joey Nunnally, P.E., County Engineer
           Terri Graham, Development and Environmental Director
Submitted by: Lisa Sangster, Administrative Support Specialist IV
______________________________________________________________________

ITEM TITLE
Delta Dash Live Oak Challenge - Request for Assistance

STAFF RECOMMENDATION
Retroactively approve the request from Ashley Jones Davis, Executive Director of North Baldwin
Chamber of Commerce, for the County to assist with preparations and provide solid waste services
for an estimated cost of $175.00 for the Delta Dash Live Oak Challenge held on September 28, 2019.
After the event, an invoice will be sent to Ashley Jones Davis for the actual cost of solid waste
services provided.

BACKGROUND INFORMATION

Previous Commission action/date:   N/A

Background:  The 8th Annual Delta Dash was held at Live Oak Landing on September 28, 2019. Ms.
Davis requested assistance in preparation for the event.  The cost to provide a garbage truck and 15
carts will be $175.00.

FINANCIAL IMPACT

Total cost of recommendation:   N/A

Budget line item(s) to be used:   N/A

If this is not a budgeted expenditure, does the recommendation create a need for funding?   N/A

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
N/A
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Reviewed/approved by:  N/A

Additional comments:   N/A

ADVERTISING REQUIREMENTS
..

Is advertising required for this recommendation?   N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:  Madison Steele, Parks; Terri Graham, Solid Waste

Action required (list contact persons/addresses if documents are to be mailed or emailed):   Terri
Graham send invoice for solid waste services to Ashley Jones Davis.

Additional instructions/notes:  N/A
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Lisa Sangster

Subject: FW: <EXTERNAL> Delta Dash // Questions for today so I don't forget...

From: Ashley Jones Davis <ashley@northbaldwinchamber.com> 
Date: September 18, 2019 at 8:23:37 AM CDT 
To: Madison Steele <MSteele@baldwincountyal.gov> 
Subject: <EXTERNAL> Delta Dash // Questions for today so I don't forget... 

Good Morning Madison, 
 
I will be at Live Oak at 3:30pm today... here are a few questions I want to be sure to 
remember to ask: 
 
-garbage cans, can we get more set out? Can we get a dumpster set up to have to 
make sure we keep garbage under control? 
 
-I will have a map for you today for us to talk about cutting... 
 
-Do you have a key to unlock the gate on clubhouse road the day of event for 
emergency access and while we are setting up for ease of access? 
 
-Any chance the county has a bucket truck and can provide assistance for us to hang 
the rope pull and rope climb in the trees? 
 
-Any chance the county has access to some gravel (like used in the Live Oak parking 
lot) and a dump trailer of some kind that can be filled with gravel and parked on the 
course for an obstacle? 
 
That's everything I have written down. Will see you at 3:30pm :) 
 
Thank you so much for your help with this! 
 
AJD 
 

Ashley Jones Davis 
Executive Director 
North Baldwin Chamber of Commerce 
North Baldwin Chamber Foundation 
301 McMeans Ave / PO Box 310 
Bay Minette, AL 36507 
Phone 251.937.5665 ext 2 
Cell 251.752.7933 
Fax 251.937.5670 
ashley@northbaldwinchamber.com  
www.northbaldwinchamber.com 
www.facebook.com/northbaldwinchamberofcommerce 
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File #: 19-2134, Version: 1 Item #: BM5

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Joey Nunnally, P.E., County Engineer
Mike Campbell, Engineering Technician I
Submitted by: Kristen Rawson, Office Manager
______________________________________________________________________

ITEM TITLE
License Agreement No. 19018 - McIntyre Street Right-of-Way

STAFF RECOMMENDATION
Approve and authorize the Chairman to execute License Agreement No. 19018 permitting the Church
of the Apostles (Robert Seawell, Senior Pastor) to pave 194 feet of unmaintained right-of-way on
McIntyre Street to allow access to the church property from 3rd Street. (The term of this agreement
shall commence on the date of full execution.  License for Installation shall terminate at 11:59 p.m. on
March 31, 2020.  License for Maintenance shall be indefinite according to the terms of the
agreement.)

BACKGROUND INFORMATION

Previous Commission action/date:   N/A

Background:  Mr. Seawell, Senior Pastor of the Church of the Apostles, is requesting to pave 194
feet and a minimum of 16 feet wide, of unmaintained right-of-way on McIntyre Street to access church
property from 3rd Street.  Asphalt specifications are listed in the License Agreement.  The church will
be responsible for installation and maintenance of the road.  Appropriate erosion, sediment control,
and traffic control practices shall be utilized.

FINANCIAL IMPACT

Total cost of recommendation:   N/A

Budget line item(s) to be used:   N/A

If this is not a budgeted expenditure, does the recommendation create a need for funding?   N/A

LEGAL IMPACT
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Is legal review necessary for this staff recommendation and related documents?
N/A.
Reviewed/approved by:  N/A.

Additional comments:   Standard agreement used as previously approved by the County Attorney.

ADVERTISING REQUIREMENTS
..

Is advertising required for this recommendation?   N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:  Administration Staff will have license agreement executed
by the Chairman and the original forwarded to the County Engineer.  Mike Campbell will issue the
license agreement and conduct all necessary follow-up inspections on work performed.

Action required (list contact persons/addresses if documents are to be mailed or emailed):   N/A

Additional instructions/notes:  N/A
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LICENSE AGREEMENT 

 

This LICENSE AGREEMENT (this “Agreement”) between Baldwin County, Alabama (“Licensor”), with an 

address at 312 Courthouse Square, Suite 12, Bay Minette, Alabama 36507, and Church of the Apostles (Robert 

Seawell, Senior Pastor) (“Licensee”), with an address at 7159 McIntyre Street Fairhope, Alabama 36532.                               

 

WITNESSETH: 

 
WHEREAS, Licensor is the owner of the real property described as McIntyre Street right-of-way and more 

particularly as shown on Site Map and Vicinity Map - attached hereto and included as if fully set forth herein (the 

“Property”). 

 

WHEREAS, Licensee desires to obtain access to the Property for the purposes of: Paving 194’ and a minimum of 

16’ wide of unmaintained right-of- way to access the church property from 3rd Street. Asphalt will need to be 

220 lbs/sq yd of 424-A superpave bituminous concrete wearing surface, ¾ inch max aggregate size, ESAL 

Range B. Licensee shall have the right-of-way staked and shall be responsible for installation and 

maintenance of the road. Any damage to private property or County Rights-of-way shall be repaired to the 

previous state or improved as required by Baldwin County. Appropriate erosion, sediment control, and 

traffic control practices shall be utilized., and Licensor is willing to provide such access pursuant to this 

Agreement. 

 

WHEREAS, pursuant hereto, Licensee agrees to defend, indemnify and hold the Licensor and Licensor’s 

Representatives harmless from any and all claims or demands for injuries or damage to persons or property and 

further agrees to assure the Licensor that neither he or she, nor any persons using said public access in conjunction 

with this License, would claim any personal rights in the subject property or any rights of adverse possession. 

 

NOW, THEREFORE, for good and valuable consideration, the receipt and sufficiency of which are hereby 

acknowledged by Licensor, the parties agree as follows: 

 

1. Recitals.  The above recitals and statements are incorporated as part of this Agreement as if fully set forth herein. 

 

2. Grant of License.  Subject to the terms and conditions set forth herein, Licensor hereby grants to Licensee,  

Church of the Apostles (Robert Seawell, Senior Pastor), a revocable, non-exclusive, temporary license (the 

“License”) to enter upon the Property as is reasonably required to Paving the 194’ of unmaintained right-of- way 

to access the church property from 3rd Street. Any other use of the Property requires the prior written consent of 

Licensor in each instance.  This License is granted to Licensee and is limited and specifically restricted to Licensee 

and its employees (“Licensee Representatives”).  Licensee shall comply with Licensor’s safety and security policies 

deemed to be necessary by Licensor and with such reasonable rules and regulations as Licensor, or its agents, may 

impose from time to time by notice to Licensee. 

 

3. Property.  The real property subject hereto is limited to and sufficiently described as: McIntyre Street right-of-

way. Any exhibits referenced and attached hereto shall be incorporated herein as if fully set forth. 

 

4. Term of License (Installation and Maintenance).  The term of the License for Installation and/or Maintenance-

shall commence on the date of full execution of this Agreement. The term for installation, unless sooner terminated, 

shall automatically terminate and expire at 11:59 p.m. on March 31, 2020. Maintenance shall be indefinite 

according to the terms of this Agreement, or until modified by agreement with the County. 

 

5. Condition of License Area: Assumption of Risk.  Licensee accepts the Property in its “WHERE IS”, “AS IS”, 

condition and acknowledges that Licensor has made no representation or warranty to Licensee as to, and has no 

obligation for, the condition of the Property.  Licensee assumes the risk of any latent or patent defects or problems 

that are or may be on the Property or the improvements thereon.  Licensee agrees that Licensor shall not be liable for 

any injury, loss or damage on account of any such defects or problems.  Licensee for itself and the Licensee 

Representatives waives and releases Licensor from any and all claims for injury to persons or damage to the 

property, whether real or personal, of Licensee or any Licensee Representatives by reason of the condition of the 

Property or otherwise. 
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6. Compliance.  Licensee and the Licensee Representatives shall comply, at Licensee’s expense, with all applicable 

laws, regulations, rules and orders, whether federal, state or local, or any regulation of any governmental body 

having jurisdiction over the Property with respect to Licensee’s work and activities at the Property, regardless of 

when they become effective.  Licensee, at its cost, shall obtain any applicable licenses or permits required by 

applicable laws and regulations for the use of the Property.  Licensee shall not use, nor permit the use, of the 

Property for any purpose in violation of such laws, regulations, rules or orders.  Licensee agrees not to use said 

right-of-way in any fashion which will in any way damage or restrict the same for future use by the public in general 

for a public right-of-way.  Furthermore, said usage as described herein, or the placement of said usage, shall not in 

any way alter the present or future rights of the Licensor to move, relocate, amend, or otherwise change said travel 

way to any other location whatsoever.  

 

7. Public Property.  Licensee acknowledges and consents that said property/right of way is public in nature and that 

the usage hereunder is permissive. Licensee shall not obstruct or otherwise interrupt any rights of the general public 

to the property. Licensee makes no claim of private ownership or other possessory interest in the property subject 

hereto, and any rights of the Licensee in the property will be limited to the same extent as that of the general public. 

Any work performed by Licensee, or any improvements made as a result of the Licensee’s work, on the property is 

considered to be a benefit to the general public, and the Licensee makes no claim that such work or improvements 

are privately owned and waives all right to claims that such work or improvements are private in nature. 

 

8. Indemnification.  Licensee shall indemnify, defend and hold Licensor and its Commissioners, affiliates, 

employees, agents, representatives, contractors, subcontractors, licensee and invitees (collectively, “Licensor 

Representatives”) harmless from and against any and all claims, demands, liabilities, damages, losses, judgments, 

costs, and expenses including, without limitation, attorneys’ fees and costs, for any and all personal injury (including 

death) and property damage of any kind or nature whatsoever, incurred by or imposed upon Licensor or any 

Licensor Representatives, as a result of any entry upon or activity conducted by Licensee or any Licensee 

Representative, or any act or omission by Licensee or any Licensee Representative. The Licensee shall also assume 

the responsibility for any claims for damage done to property due to the exercise, usage and/or presence of the 

resulting work as a result of this License. 

 

9. No Alteration.  Except as expressly permitted by this Agreement, Licensee shall not make nor permit any uses 

alterations or additions to the Property without Licensor’s prior written consent. 

 

10. Removal and Completion Upon Termination.  Upon the expiration or termination of this License, Licensee shall 

(a) peaceably deliver to Licensor the full possession of the Property; (b) remove all materials, equipment, debris, 

waste, staged fill materials and improvements placed thereon by Licensee or Licensee Representatives (or resulting 

from work under this Agreement); and (c) repair any damage to the Property and restore the Property to its condition 

on the date of this Agreement.  Should Licensee fail, within thirty (30) days after the date of the termination of this 

License, to make such removal, repair and restoration, Licensor may, at its option, remove said materials, equipment 

and improvements and complete said repair and restoration at the sole cost of Licensee.  Licensee shall reimburse 

Licensor for such costs within thirty (30) days after request by Licensor. 

 

11. Damage to Property.  Licensee agrees to pay for any damage which may arise to buildings, fences, machinery, or 

other property of Licensor or any third party on or near the Property resulting from Licensee’s operations or 

presence on the Property.  Licensee shall reimburse any and all costs related to any and all corrections, changes or 

improvements deemed to be necessary by Licensor as a result of work performed pursuant to this Agreement or as a 

result thereof. 

 

12. Standard of Operation: Expenses.  Licensee shall conduct all of its operations in a safe and workmanlike manner.  

All work and activities which Licensee performs at the Property shall be at Licensee’s sole cost and expense. 

 

13. Insurance.  Prior to occupying or using the Property, Licensee shall carry, with insurers satisfactory to Licensor, 

throughout the term hereof, Auto Liability Insurance, including owned, hired and non-owned vehicles, with limits of 

not less than $1,000,000, combined single limit, for both bodily injury liability and property damage liability for 

each occurrence.  Commercial General Liability Insurance, including all contractual liability hereunder, with limits 

not less than $1,000,000, combined single limit, for both bodily injury liability and property damage liability for 

each occurrence; and Worker’s Compensation Insurance, meeting the statutory limits of the state where the Property 

is located and Employer’s Liability Insurance fully covering all employees and supervisors participating in the work 

at the Property with limits not less than $1,000,000 each accident and $1,000,000 each employee disease.  All 
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liability insurance shall name Licensor as an additional insured.  Prior to commencing operations hereunder, a 

Certificate of Insurance evidencing such coverage, satisfactory to Licensor, shall be furnished to Licensor, which 

shall specifically state that such insurance shall provide for at least ten (10) days’ notice to Licensor in the event of 

cancellation, termination or any change in such insurance policies.  The workers compensation certificate shall bear 

an endorsement clearly evidencing a waiver of the right of subrogation against Licensor and Licensor 

Representatives.  Should Licensee fail to furnish current evidence upon demand of any insurance required 

hereunder, or in the event of cancellation, termination or change in any such insurance, Licensor may, at its option, 

suspend this Agreement until insurance is obtained or terminate this Agreement immediately without further action. 

 

14. Responsibility.  Licensee shall be responsible for compliance by Licensee Representatives with the terms of this 

Agreement and for all acts or omissions by Licensee Representatives on the Property. 

 

15. No Assignment.  Licensee shall not have the right to assign this Agreement or any rights or obligations 

hereunder without Licensor’s prior written permission.  Any attempted assignment shall be void.  No assignment 

shall relieve Licensee of its liabilities and obligations herein.   

 
16. Agency.  It is neither the express nor the implied intent of the Parties to create an agency relationship pursuant to 

this License; therefore, any actions of the parties shall not be considered or implied to create such agency. 
 

17. No Waiver.  The failure of Licensor or Licensee to insist upon a strict performance of any of the terms, 

conditions and covenants herein shall not be deemed a waiver of any subsequent breach or default in the terms, 

conditions and covenants herein contained. 

 

18. Termination.  It is understood and agreed that Licensor, in its absolute discretion, with or without cause or 

hearing, may terminate the license and permission herein granted to Licensee.  Termination of the license and 

permission herein granted may be accomplished in writing, or orally. Once notice of termination is given by 

Licensor to Licensee, the permission herein granted shall immediately and automatically terminate, and Licensee 

shall have no further right, permission or authority to utilize the Property. The indemnity obligations set forth in this 

Agreement shall survive termination or expiration of this Agreement. 

 

19. Miscellaneous. 

 

(a) This Agreement shall not be construed more strictly against one party than against the other merely by virtue of 

the fact that it may have been prepared by counsel for one of the parties.  Both Licensor and Licensee have 

contributed substantially and materially to the preparation of this Agreement. 

 

(b) This Agreement shall apply to and bind the successors and permitted assigns of the respective parties. 

 

(c) This Agreement embodies the entire agreement and understanding of the parties, and there are no further or prior 

agreements or understandings, written or oral, in effect between the parties relating to the subject matter hereof. 

 

(d) This Agreement may not be modified orally or in any manner other than by an agreement in writing signed by 

the parties or their respective successors or permitted assigns. 

 

(e) The headings in this Agreement are for convenience of reference only and shall not limit or otherwise affect the 

meaning hereof. 

 

(f) This Agreement may be executed in any number or counterparts, each of which shall be an original, but all of 

which together shall constitute one and the same instrument.  This agreement may be delivered by facsimile 

transmission. 

 

(g) This Agreement shall be construed in accordance with and governed by the laws of the State of Alabama. 

 

(h) Licensee’s obligations under this Agreement shall survive expiration or termination of this Agreement. 

 

20. Financial Terms/Conditions.  The Licensee shall incur and absorb all financial responsibility that arises to 

complete the said described project and shall remain responsible for the duration of the Agreement. The Licensor 
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shall not incur any expense of the usage/maintenance described in this Agreement. These financial responsibilities 

shall lie solely with the Licensee. 

 

21. Terms of Maintenance Agreement.  Any damage to the existing Right-of-Way caused by periodic maintenance 

to the property shall be the sole responsibility of the Licensee to repair at the Licensee’s expense. 

 

 

 

 

 IN WITNESS WHEREOF, the parties have executed this Agreement as of the date of full execution by 

Licensor below. 

 

 

 LICENSEE: 

 

CHURCH OF THE APOSTLES 

 

 

              /   

      Robert Seawell                          /Date 

      Senior Pastor 

 

       

 

State of Alabama  ) 

County of Baldwin  ) 

 

I,     , a Notary Public in and for said County, in said State, hereby certify that                        

Robert Seawell, is the individual whose name is signed to the foregoing instrument, and who is known to me, 

acknowledged before me on this day that, being informed of the contents of the instrument, he executed the same 

with full authority to do so voluntarily and personally on the day the same bears date. 

 

Given under my hand and official seal, this the        day of   , 20__. 

             

 

      __________________________________________________ 

      Notary Public  

    

      My Commission Expires:      

 

 

 

 

  LICENSOR: 

 

ATTEST:  BALDWIN COUNTY, ALABAMA 

 

 

__________________________/_____________          /   

Wayne Dyess               /Date  Charles F. Gruber                         /Date 

County Administrator                               Chairman       
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State of Alabama  ) 

County of Baldwin  ) 

 

I,     , a Notary Public in and for said County, in said State, hereby certify that 

Charles F. Gruber and Wayne Dyess, as Chairman and County Administrator of the Baldwin County Commission, 

and whose names are signed to the foregoing instrument, and who are known to me, acknowledged before me on 

this day that, being informed of the contents of the instrument, they executed the same with full authority to do so 

voluntarily on the day the same bears date. 

 

Given under my hand and official seal, this the        day of   , 20__. 

             

 

      __________________________________________________ 

      Notary Public  

    

      My Commission Expires:      
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Baldwin County Commission

Agenda Action Form

File #: 19-2133, Version: 1 Item #: BM6

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Joey Nunnally, P.E., County Engineer
Submitted by: John Sedlack, Design Tech III
______________________________________________________________________

ITEM TITLE
Traffic Signal Installation at the Intersection of County Road 34 (Old Battles Road) and U.S. Highway
98 - Permission to Advertise

STAFF RECOMMENDATION
Approve the Purchasing Manager to place a competitive bid for the installation of a traffic signal at
the Intersection of County Road 34 (Old Battles Road) and U.S. Highway 98 once plans and
contracts are approved by the Alabama Department of Transportation (ALDOT).

BACKGROUND INFORMATION

Previous Commission action/date:

May 7, 2019 - The Commission took the following actions:

1. Approved Resolution # 2019-079 and a Construction Funding Agreement between the Baldwin
County Commission and the Alabama Department of Transportation (ALDOT) for the installation of a
traffic signal at the intersection of County Road 34 (Old Battles Road) and U.S. Highway 98 using
80% Federal funds and 20% local matching funds; and

2. Approved an Intergovernmental Service Agreement between Baldwin County and the City of
Fairhope for the installation of a traffic signal at the intersection of County Road 34 (Old Battles
Road) and U.S. Highway 98, with the City of Fairhope providing the local matching funds estimated
at $70,000.00, with any overruns being split 50/50 between Baldwin County and the City of Fairhope.
Baldwin County will provide services as project manager during Design and Construction of the
signal and be responsible for maintenance of the signal after construction; and

3. Approved Resolution # 2019-080 and an Agreement between Baldwin County and the Alabama
Department of Transportation (ALDOT) for the installation and maintenance of a traffic signal at the
Intersection of County Road 34 (Old Battles Road) and U.S. Highway 98.

Background: On September 13, 2017, Baldwin County requested that ALDOT perform a signal
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warrant at the intersection of County Road 34 (Old Battles Road) and U.S. Highway 98. ALDOT
performed the warrant and found that the signal did satisfy three of the nine warrant criteria: 1) Eight-
Hour Vehicle Volume, 2) Four-Hour Vehicle Volume, and 3) Peak Hour.

At the April 25, 2018, Eastern Shore Metropolitan Planning Organization (MPO) meeting, ALDOT
requested $275,000.00 in funding to add the signal project to the Adaptive signal system and the
MPO Policy Board approved.  After receiving high estimates from the existing contractor of the
adaptive signal project, a decision was made to set up the signal project as a separate project with
ALDOT providing the design, the City of Fairhope providing the local match and Baldwin County
letting the project and managing construction.  Any overruns will be split 50/50 between Baldwin
County and the City of Fairhope.

At the October 24, 2018, MPO meeting the MPO Policy Board approved a new resolution revising the
project funding to $350,000.00 with the City of Fairhope providing a $70,000.00 local match.

FINANCIAL IMPACT

Total cost of recommendation:  N/A

Budget line item(s) to be used:  N/A

If this is not a budgeted expenditure, does the recommendation create a need for funding?
N/A

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
N/A

Reviewed/approved by:  N/A

Additional comments:  N/A

ADVERTISING REQUIREMENTS
..
Is advertising required for this recommendation?  N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  N/A
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Individual(s) responsible for follow up:  Purchasing Manager place a competitive bid once
approved by the Alabama Department of Transportation.  Highway Department complete final
approval process with the Alabama Department of Transportation (ALDOT) and submit advertisement
to the Purchasing Manager.

Action required (list contact persons/addresses if documents are to be mailed or emailed):
N/A

Additional instructions/notes:  N/A
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Baldwin County Commission

Agenda Action Form

File #: 19-2140, Version: 1 Item #: BM7

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Joey Nunnally, P.E., County Engineer
Submitted by: Lisa Sangster, Administrative Support Specialist IV
______________________________________________________________________

ITEM TITLE
Execution of IRS Form 8283 for a Donated Right-of-Way on Project No. 0222211 - Brewer Road from
County Road 65 to Poser Road (Tract 5)

STAFF RECOMMENDATION
Take the following actions:

1. Accept 0.055 acres on Brewer Road from County Road 65 to Poser Road (Tract 5) as a right-of-
way donated to Baldwin County by Mr. Cecil R. Wessler on May 29, 2019 (Instrument No. 1762535 of
Baldwin County Judge of Probate); and

2. Related to the aforesaid, authorize the Chairman to execute IRS Form 8283 for the donated right-
of-way.

BACKGROUND INFORMATION

Previous Commission action/date:   N/A

Background:  On May 29, 2019, the Baldwin County Highway Department accepted a right-of-way
donation on Brewer Road from Mr. Cecil R. Wessler.

By the Chairman executing the IRS Form 8283, the County is not indicating that it agrees with the
valuation of the property, but rather the County is acknowledging the fact that the County did receive
the property.

The only part of the form that will be signed by the Chairman is Part IV, Donee Acknowledgement, in
which:

1. The date of receipt of the donation is acknowledged;

2. The County affirms that it will file an IRS information return should it dispose of the property within
two (2) years after the date of receipt; and
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3. The County states whether it intends to use the property for an unrelated use.

FINANCIAL IMPACT

Total cost of recommendation:   N/A

Budget line item(s) to be used:   N/A

If this is not a budgeted expenditure, does the recommendation create a need for funding?   N/A

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
N/A

Reviewed/approved by:  N/A

Additional comments:   N/A

ADVERTISING REQUIREMENTS
..

Is advertising required for this recommendation?   N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:  Administration Staff

Action required (list contact persons/addresses if documents are to be mailed or emailed):
Administration Staff have Chairman sign IRS Form. Mail original to Mr. Cecil R. Wessler and send
copy to Ms. Debra Morris.

Contact:
Mr. Cecil R. Wessler
17585 Brewer Road
Foley, Alabama 36535

Additional instructions/notes:  N/A
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Form    8283 
(Rev. December 2014)
Department of the Treasury  
Internal Revenue Service 

Noncash Charitable Contributions
  Attach to your tax return if you claimed a total deduction  

of over $500 for all contributed property.

  Information about Form 8283 and its separate instructions is at www.irs.gov/form8283.

OMB No. 1545-0908

Attachment   
Sequence No. 155

Name(s) shown on your income tax return Identifying number 

Note. Figure the amount of your contribution deduction before completing this form. See your tax return instructions. 

Section A. Donated Property of $5,000 or Less and Publicly Traded Securities—List in this section only items (or 
groups of similar items) for which you claimed a deduction of $5,000 or less.  Also list publicly traded 
securities even if the deduction is more than $5,000 (see instructions). 

Part I  Information on Donated Property—If you need more space, attach a statement. 

1 
(a)  Name and address of the   

donee organization

(b) If donated property is a vehicle (see instructions), 
check the box. Also enter the vehicle identification 

number (unless Form 1098-C is attached).

(c)  Description of donated property   
(For a vehicle, enter the year, make, model, and 

mileage. For securities, enter the company name and 
the number of shares.) 

A 

B 

C 

D 

E 

Note. If the amount you claimed as a deduction for an item is $500 or less, you do not have to complete columns (e), (f), and (g). 

 
(d)  Date of the  

contribution 
(e)  Date acquired   
by donor (mo., yr.) 

(f)  How acquired   
by donor 

(g)  Donor’s cost   
or adjusted basis   

(h)  Fair market value   
(see instructions)   

(i)  Method used to determine   
the fair market value                              

A 

B 

C 

D 

E 

Part II Partial Interests and Restricted Use Property—Complete lines 2a through 2e if you gave less than an 
entire interest in a property listed in Part I. Complete lines 3a through 3c if conditions were placed on a 
contribution listed in Part I; also attach the required statement (see instructions). 

2a Enter the letter from Part I that identifies the property for which you gave less than an entire interest 
If Part II applies to more than one property, attach a separate statement. 

b Total amount claimed as a deduction for the property listed in Part I: (1) For this tax year              
(2) For any prior tax years    

c Name and address of each organization to which any such contribution was made in a prior year (complete only if different  
from the donee organization above): 
Name of charitable organization (donee) 

Address (number, street, and room or suite no.) 

City or town, state, and ZIP code 

d For tangible property, enter the place where the property is located or kept  
e Name of any person, other than the donee organization, having actual possession of the property 

3a Is there a restriction, either temporary or permanent, on the donee’s right to use or dispose of the donated 
property? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Yes No 

b Did you give to anyone (other than the donee organization or another organization participating with the donee 
organization in cooperative fundraising) the right to the income from the donated property or to the possession of 
the property, including the right to vote donated securities, to acquire the property by purchase or otherwise, or  to 
designate the person having such income, possession, or right to acquire? . . . . . . . . . . . . .

c Is there a restriction limiting the donated property for a particular use? . . . . . . . . . . . . . .

For Paperwork Reduction Act Notice, see separate instructions. Cat. No. 62299J Form 8283 (Rev. 12-2014)

Cecil R. Wessler



Form 8283 (Rev. 12-2014) Page 2 
Name(s) shown on your income tax return Identifying number 

Section B. Donated Property Over $5,000 (Except Publicly Traded Securities)—Complete this section for one item (or one group of 
similar items) for which you claimed a deduction of more than $5,000 per item or group (except contributions of publicly 
traded securities reported in Section A). Provide a separate form for each property donated unless it is part of a group of 
similar items. An appraisal is generally required for property listed in Section B.  See instructions.

Part I Information on Donated Property—To be completed by the taxpayer and/or the appraiser. 
4 Check the box that describes the type of property donated: 

a Art* (contribution of $20,000 or more) 

b Qualified Conservation Contribution 

c Equipment 

d Art* (contribution of less than $20,000) 

e Other Real Estate 

f Securities

g Collectibles** 

h Intellectual Property 

i Vehicles

j Other 

*Art includes paintings, sculptures, watercolors, prints, drawings, ceramics, antiques, decorative arts, textiles, carpets, silver, rare manuscripts, historical memorabilia, and 
other similar objects. 

**Collectibles include coins, stamps, books, gems, jewelry, sports memorabilia, dolls, etc., but not art as defined above. 

Note. In certain cases, you must attach a qualified appraisal of the property. See instructions. 

5 
(a)  Description of donated property (if you need   

more space, attach a separate statement) 
(b)  If tangible property was donated, give a brief summary of the overall  

physical condition of the property at the time of the gift 
(c)  Appraised fair   

market value                      

A 

B 

C 

D 

 
(d) Date acquired   
by donor (mo., yr.) (e) How acquired by donor (f) Donor’s cost or  

adjusted basis 
(g) For bargain sales, enter 

amount received 
See instructions

(h) Amount claimed as a  
deduction (i) Date of contribution                                

A 

B 

C 

D 

Part II Taxpayer (Donor) Statement—List each item included in Part I above that the appraisal identifies as having
a value of $500 or less. See instructions. 

I declare that the following item(s) included in Part I above has to the best of my knowledge and belief an appraised value of not more than $500 
(per item). Enter identifying letter from Part I and describe the specific item. See instructions. 

Signature of taxpayer (donor) Date 

Part III Declaration of Appraiser 

I declare that I am not the donor, the donee, a party to the transaction in which the donor acquired the property, employed by, or related to any of the foregoing persons, or 
married to any person who is related to any of the foregoing persons. And, if regularly used by the donor, donee, or party to the transaction, I performed the majority of my 
appraisals during my tax year for other persons. 

Also, I declare that I perform appraisals on a regular basis; and that because of my qualifications as described in the  appraisal, I am qualified to make appraisals of the type of property being 
valued. I certify that the appraisal fees were not based on a percentage of the appraised property value. Furthermore, I understand that a false or fraudulent overstatement of the property 
value as described in the qualified appraisal or this Form 8283 may subject me to the penalty under section 6701(a) (aiding and abetting the understatement of tax liability). In addition, I 
understand that I may be subject to a penalty under section 6695A if I know, or reasonably should know, that my appraisal is to be used in connection with a return or claim for refund and a 
substantial or gross valuation misstatement results from my appraisal. I affirm that I have not been barred from presenting evidence or testimony by the Office of Professional Responsibility. 

Sign  

Here Signature Title ▶ Date 
Business address (including room or suite no.) Identifying number 

City or town, state, and ZIP code 

Part IV Donee Acknowledgment—To be completed by the charitable organization. 
This charitable organization acknowledges that it is a qualified organization under section 170(c) and that it received the donated property as described 
in Section B, Part I, above on the following date 

Furthermore, this organization affirms that in the event it sells, exchanges, or otherwise disposes of the property described in Section B, Part I (or any 
portion thereof) within 3 years after the date of receipt, it will file  Form 8282,  Donee Information Return, with the IRS and give the donor a copy of that 
form. This acknowledgment does not represent agreement with the claimed fair market value. 

Does the organization intend to use the property for an unrelated use? . . . . . . . . . . . . . . .  Yes No
Name of charitable organization (donee) Employer identification number 

Address (number, street, and room or suite no.) City or town, state, and ZIP code 

Authorized signature Title Date 

Form 8283 (Rev. 12-2014) 

Cecil R. Wessler

✔

0.055 acres for County Road ROW Very Good

May 29, 2019

✔

Baldwin County Commission

312 Courthouse Square, Suite 11 Bay Minette, AL 36507

Chairman

















Baldwin County Commission

Agenda Action Form

File #: 19-2141, Version: 1 Item #: BM8

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Joey Nunnally, P.E., County Engineer
Submitted by: Lisa Sangster, Administrative Support Specialist IV
______________________________________________________________________

ITEM TITLE
Execution of IRS Form 8283 for a Donated Right-of-Way on Project No. 0222211 - Brewer Road from
County Road 65 to Poser Road (Tract 12)

STAFF RECOMMENDATION
Take the following actions:

1. Accept 0.508 acres on Brewer Road from County Road 65 to Poser Road (Tract 12) as a right-of-
way donated to Baldwin County by Frances Claire Holk-Jones on August 14, 2019 (Instrument No.
1778075 of Baldwin County Judge of Probate); and

2. Related to the aforesaid, authorize the Chairman to execute IRS Form 8283 for the donated right-
of-way.

BACKGROUND INFORMATION

Previous Commission action/date:   N/A

Background:  On August 14, 2019, the Baldwin County Highway Department accepted a right-of-way
donation on Brewer Road from Ms. Frances Claire Holk-Jones.

By the Chairman executing the IRS Form 8283, the County is not indicating that it agrees with the
valuation of the property, but rather the County is acknowledging the fact that the County did receive
the property.

The only part of the form that will be signed by the Chairman is Part IV, Donee Acknowledgement, in
which:

1. The date of receipt of the donation is acknowledged;

2. The County affirms that it will file an IRS information return should it dispose of the property within
two (2) years after the date of receipt; and
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3. The County states whether it intends to use the property for an unrelated use.

FINANCIAL IMPACT

Total cost of recommendation:   N/A

Budget line item(s) to be used:   N/A

If this is not a budgeted expenditure, does the recommendation create a need for funding?   N/A

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
N/A

Reviewed/approved by:  N/A

Additional comments:   N/A

ADVERTISING REQUIREMENTS
..

Is advertising required for this recommendation?   N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:  Administration Staff

Action required (list contact persons/addresses if documents are to be mailed or emailed):
Administration Staff have Chairman sign IRS Form. Mail original to Ms. Frances Claire Holk-Jones
and send copy to Debra Morris.

Contact:
Ms. Frances Claire Holk-Jones
P.O. Box 610
Foley, Alabama 36535

Additional instructions/notes:  N/A
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Form    8283 
(Rev. December 2014)
Department of the Treasury  
Internal Revenue Service 

Noncash Charitable Contributions
  Attach to your tax return if you claimed a total deduction  

of over $500 for all contributed property.

  Information about Form 8283 and its separate instructions is at www.irs.gov/form8283.

OMB No. 1545-0908

Attachment   
Sequence No. 155

Name(s) shown on your income tax return Identifying number 

Note. Figure the amount of your contribution deduction before completing this form. See your tax return instructions. 

Section A. Donated Property of $5,000 or Less and Publicly Traded Securities—List in this section only items (or 
groups of similar items) for which you claimed a deduction of $5,000 or less.  Also list publicly traded 
securities even if the deduction is more than $5,000 (see instructions). 

Part I  Information on Donated Property—If you need more space, attach a statement. 

1 
(a)  Name and address of the   

donee organization

(b) If donated property is a vehicle (see instructions), 
check the box. Also enter the vehicle identification 

number (unless Form 1098-C is attached).

(c)  Description of donated property   
(For a vehicle, enter the year, make, model, and 

mileage. For securities, enter the company name and 
the number of shares.) 

A 

B 

C 

D 

E 

Note. If the amount you claimed as a deduction for an item is $500 or less, you do not have to complete columns (e), (f), and (g). 

 
(d)  Date of the  

contribution 
(e)  Date acquired   
by donor (mo., yr.) 

(f)  How acquired   
by donor 

(g)  Donor’s cost   
or adjusted basis   

(h)  Fair market value   
(see instructions)   

(i)  Method used to determine   
the fair market value                              

A 

B 

C 

D 

E 

Part II Partial Interests and Restricted Use Property—Complete lines 2a through 2e if you gave less than an 
entire interest in a property listed in Part I. Complete lines 3a through 3c if conditions were placed on a 
contribution listed in Part I; also attach the required statement (see instructions). 

2a Enter the letter from Part I that identifies the property for which you gave less than an entire interest 
If Part II applies to more than one property, attach a separate statement. 

b Total amount claimed as a deduction for the property listed in Part I: (1) For this tax year              
(2) For any prior tax years    

c Name and address of each organization to which any such contribution was made in a prior year (complete only if different  
from the donee organization above): 
Name of charitable organization (donee) 

Address (number, street, and room or suite no.) 

City or town, state, and ZIP code 

d For tangible property, enter the place where the property is located or kept  
e Name of any person, other than the donee organization, having actual possession of the property 

3a Is there a restriction, either temporary or permanent, on the donee’s right to use or dispose of the donated 
property? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Yes No 

b Did you give to anyone (other than the donee organization or another organization participating with the donee 
organization in cooperative fundraising) the right to the income from the donated property or to the possession of 
the property, including the right to vote donated securities, to acquire the property by purchase or otherwise, or  to 
designate the person having such income, possession, or right to acquire? . . . . . . . . . . . . .

c Is there a restriction limiting the donated property for a particular use? . . . . . . . . . . . . . .

For Paperwork Reduction Act Notice, see separate instructions. Cat. No. 62299J Form 8283 (Rev. 12-2014)

Frances Claire Holk-Jones



Form 8283 (Rev. 12-2014) Page 2 
Name(s) shown on your income tax return Identifying number 

Section B. Donated Property Over $5,000 (Except Publicly Traded Securities)—Complete this section for one item (or one group of 
similar items) for which you claimed a deduction of more than $5,000 per item or group (except contributions of publicly 
traded securities reported in Section A). Provide a separate form for each property donated unless it is part of a group of 
similar items. An appraisal is generally required for property listed in Section B.  See instructions.

Part I Information on Donated Property—To be completed by the taxpayer and/or the appraiser. 
4 Check the box that describes the type of property donated: 

a Art* (contribution of $20,000 or more) 

b Qualified Conservation Contribution 

c Equipment 

d Art* (contribution of less than $20,000) 

e Other Real Estate 

f Securities

g Collectibles** 

h Intellectual Property 

i Vehicles

j Other 

*Art includes paintings, sculptures, watercolors, prints, drawings, ceramics, antiques, decorative arts, textiles, carpets, silver, rare manuscripts, historical memorabilia, and 
other similar objects. 

**Collectibles include coins, stamps, books, gems, jewelry, sports memorabilia, dolls, etc., but not art as defined above. 

Note. In certain cases, you must attach a qualified appraisal of the property. See instructions. 

5 
(a)  Description of donated property (if you need   

more space, attach a separate statement) 
(b)  If tangible property was donated, give a brief summary of the overall  

physical condition of the property at the time of the gift 
(c)  Appraised fair   

market value                      

A 

B 

C 

D 

 
(d) Date acquired   
by donor (mo., yr.) (e) How acquired by donor (f) Donor’s cost or  

adjusted basis 
(g) For bargain sales, enter 

amount received 
See instructions

(h) Amount claimed as a  
deduction (i) Date of contribution                                

A 

B 

C 

D 

Part II Taxpayer (Donor) Statement—List each item included in Part I above that the appraisal identifies as having
a value of $500 or less. See instructions. 

I declare that the following item(s) included in Part I above has to the best of my knowledge and belief an appraised value of not more than $500 
(per item). Enter identifying letter from Part I and describe the specific item. See instructions. 

Signature of taxpayer (donor) Date 

Part III Declaration of Appraiser 

I declare that I am not the donor, the donee, a party to the transaction in which the donor acquired the property, employed by, or related to any of the foregoing persons, or 
married to any person who is related to any of the foregoing persons. And, if regularly used by the donor, donee, or party to the transaction, I performed the majority of my 
appraisals during my tax year for other persons. 

Also, I declare that I perform appraisals on a regular basis; and that because of my qualifications as described in the  appraisal, I am qualified to make appraisals of the type of property being 
valued. I certify that the appraisal fees were not based on a percentage of the appraised property value. Furthermore, I understand that a false or fraudulent overstatement of the property 
value as described in the qualified appraisal or this Form 8283 may subject me to the penalty under section 6701(a) (aiding and abetting the understatement of tax liability). In addition, I 
understand that I may be subject to a penalty under section 6695A if I know, or reasonably should know, that my appraisal is to be used in connection with a return or claim for refund and a 
substantial or gross valuation misstatement results from my appraisal. I affirm that I have not been barred from presenting evidence or testimony by the Office of Professional Responsibility. 

Sign  

Here Signature Title ▶ Date 
Business address (including room or suite no.) Identifying number 

City or town, state, and ZIP code 

Part IV Donee Acknowledgment—To be completed by the charitable organization. 
This charitable organization acknowledges that it is a qualified organization under section 170(c) and that it received the donated property as described 
in Section B, Part I, above on the following date 

Furthermore, this organization affirms that in the event it sells, exchanges, or otherwise disposes of the property described in Section B, Part I (or any 
portion thereof) within 3 years after the date of receipt, it will file  Form 8282,  Donee Information Return, with the IRS and give the donor a copy of that 
form. This acknowledgment does not represent agreement with the claimed fair market value. 

Does the organization intend to use the property for an unrelated use? . . . . . . . . . . . . . . .  Yes No
Name of charitable organization (donee) Employer identification number 

Address (number, street, and room or suite no.) City or town, state, and ZIP code 

Authorized signature Title Date 

Form 8283 (Rev. 12-2014) 

Frances Claire Holk-Jones

✔

0.508 acres for County Road ROW Very Good

August 14, 2019

✔

Baldwin County Commission

312 Courthouse Square, Suite 11 Bay Minette, AL 36507

Chairman

















Baldwin County Commission

Agenda Action Form

File #: 19-2142, Version: 1 Item #: BM9

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Joey Nunnally, P.E., County Engineer
Submitted by: Lisa Sangster, Administrative Support Specialist IV
______________________________________________________________________

ITEM TITLE
Execution of IRS Form 8283 for a Donated Right-of-Way on Project No. 0222211 - Brewer Road from
County Road 65 to Poser Road (Tract 13)

STAFF RECOMMENDATION
Take the following actions:

1. Accept 0.517 acres on Brewer Road from County Road 65 to Poser Road (Tract 13) as a right-of-
way donated to Baldwin County by Frances Holk-Jones on August 14, 2019 (Instrument No. 1778076
of Baldwin County Judge of Probate); and

2. Related to the aforesaid, authorize the Chairman to execute IRS Form 8283 for the donated right-
of-way.

BACKGROUND INFORMATION

Previous Commission action/date:   N/A

Background:  On August 14, 2019, the Baldwin County Highway Department accepted a right-of-way
donation on Brewer Road from Ms. Frances Holk-Jones.

By the Chairman executing the IRS Form 8283, the County is not indicating that it agrees with the
valuation of the property, but rather the County is acknowledging the fact that the County did receive
the property.

The only part of the form that will be signed by the Chairman is Part IV, Donee Acknowledgement, in
which:

1. The date of receipt of the donation is acknowledged;

2. The County affirms that it will file an IRS information return should it dispose of the property within
two (2) years after the date of receipt; and
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File #: 19-2142, Version: 1 Item #: BM9

3. The County states whether it intends to use the property for an unrelated use.

FINANCIAL IMPACT

Total cost of recommendation:   N/A

Budget line item(s) to be used:   N/A

If this is not a budgeted expenditure, does the recommendation create a need for funding?   N/A

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
N/A

Reviewed/approved by:  N/A

Additional comments:   N/A

ADVERTISING REQUIREMENTS
..

Is advertising required for this recommendation?   N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:  Administration Staff

Action required (list contact persons/addresses if documents are to be mailed or emailed):
Administration Staff have Chairman sign IRS Form. Mail original to Ms. Frances Holk-Jones and send
copy to Debra Morris.

Contact:
Ms. Frances Holk-Jones
P.O. Box 610
Foley, Alabama 36535

Additional instructions/notes:  N/A

Baldwin County Commission Printed on 9/26/2019Page 2 of 2
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Form    8283 
(Rev. December 2014)
Department of the Treasury  
Internal Revenue Service 

Noncash Charitable Contributions
  Attach to your tax return if you claimed a total deduction  

of over $500 for all contributed property.

  Information about Form 8283 and its separate instructions is at www.irs.gov/form8283.

OMB No. 1545-0908

Attachment   
Sequence No. 155

Name(s) shown on your income tax return Identifying number 

Note. Figure the amount of your contribution deduction before completing this form. See your tax return instructions. 

Section A. Donated Property of $5,000 or Less and Publicly Traded Securities—List in this section only items (or 
groups of similar items) for which you claimed a deduction of $5,000 or less.  Also list publicly traded 
securities even if the deduction is more than $5,000 (see instructions). 

Part I  Information on Donated Property—If you need more space, attach a statement. 

1 
(a)  Name and address of the   

donee organization

(b) If donated property is a vehicle (see instructions), 
check the box. Also enter the vehicle identification 

number (unless Form 1098-C is attached).

(c)  Description of donated property   
(For a vehicle, enter the year, make, model, and 

mileage. For securities, enter the company name and 
the number of shares.) 

A 

B 

C 

D 

E 

Note. If the amount you claimed as a deduction for an item is $500 or less, you do not have to complete columns (e), (f), and (g). 

 
(d)  Date of the  

contribution 
(e)  Date acquired   
by donor (mo., yr.) 

(f)  How acquired   
by donor 

(g)  Donor’s cost   
or adjusted basis   

(h)  Fair market value   
(see instructions)   

(i)  Method used to determine   
the fair market value                              

A 

B 

C 

D 

E 

Part II Partial Interests and Restricted Use Property—Complete lines 2a through 2e if you gave less than an 
entire interest in a property listed in Part I. Complete lines 3a through 3c if conditions were placed on a 
contribution listed in Part I; also attach the required statement (see instructions). 

2a Enter the letter from Part I that identifies the property for which you gave less than an entire interest 
If Part II applies to more than one property, attach a separate statement. 

b Total amount claimed as a deduction for the property listed in Part I: (1) For this tax year              
(2) For any prior tax years    

c Name and address of each organization to which any such contribution was made in a prior year (complete only if different  
from the donee organization above): 
Name of charitable organization (donee) 

Address (number, street, and room or suite no.) 

City or town, state, and ZIP code 

d For tangible property, enter the place where the property is located or kept  
e Name of any person, other than the donee organization, having actual possession of the property 

3a Is there a restriction, either temporary or permanent, on the donee’s right to use or dispose of the donated 
property? . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Yes No 

b Did you give to anyone (other than the donee organization or another organization participating with the donee 
organization in cooperative fundraising) the right to the income from the donated property or to the possession of 
the property, including the right to vote donated securities, to acquire the property by purchase or otherwise, or  to 
designate the person having such income, possession, or right to acquire? . . . . . . . . . . . . .

c Is there a restriction limiting the donated property for a particular use? . . . . . . . . . . . . . .

For Paperwork Reduction Act Notice, see separate instructions. Cat. No. 62299J Form 8283 (Rev. 12-2014)

Frances Holk-Jones



Form 8283 (Rev. 12-2014) Page 2 
Name(s) shown on your income tax return Identifying number 

Section B. Donated Property Over $5,000 (Except Publicly Traded Securities)—Complete this section for one item (or one group of 
similar items) for which you claimed a deduction of more than $5,000 per item or group (except contributions of publicly 
traded securities reported in Section A). Provide a separate form for each property donated unless it is part of a group of 
similar items. An appraisal is generally required for property listed in Section B.  See instructions.

Part I Information on Donated Property—To be completed by the taxpayer and/or the appraiser. 
4 Check the box that describes the type of property donated: 

a Art* (contribution of $20,000 or more) 

b Qualified Conservation Contribution 

c Equipment 

d Art* (contribution of less than $20,000) 

e Other Real Estate 

f Securities

g Collectibles** 

h Intellectual Property 

i Vehicles

j Other 

*Art includes paintings, sculptures, watercolors, prints, drawings, ceramics, antiques, decorative arts, textiles, carpets, silver, rare manuscripts, historical memorabilia, and 
other similar objects. 

**Collectibles include coins, stamps, books, gems, jewelry, sports memorabilia, dolls, etc., but not art as defined above. 

Note. In certain cases, you must attach a qualified appraisal of the property. See instructions. 

5 
(a)  Description of donated property (if you need   

more space, attach a separate statement) 
(b)  If tangible property was donated, give a brief summary of the overall  

physical condition of the property at the time of the gift 
(c)  Appraised fair   

market value                      

A 

B 

C 

D 

 
(d) Date acquired   
by donor (mo., yr.) (e) How acquired by donor (f) Donor’s cost or  

adjusted basis 
(g) For bargain sales, enter 

amount received 
See instructions

(h) Amount claimed as a  
deduction (i) Date of contribution                                

A 

B 

C 

D 

Part II Taxpayer (Donor) Statement—List each item included in Part I above that the appraisal identifies as having
a value of $500 or less. See instructions. 

I declare that the following item(s) included in Part I above has to the best of my knowledge and belief an appraised value of not more than $500 
(per item). Enter identifying letter from Part I and describe the specific item. See instructions. 

Signature of taxpayer (donor) Date 

Part III Declaration of Appraiser 

I declare that I am not the donor, the donee, a party to the transaction in which the donor acquired the property, employed by, or related to any of the foregoing persons, or 
married to any person who is related to any of the foregoing persons. And, if regularly used by the donor, donee, or party to the transaction, I performed the majority of my 
appraisals during my tax year for other persons. 

Also, I declare that I perform appraisals on a regular basis; and that because of my qualifications as described in the  appraisal, I am qualified to make appraisals of the type of property being 
valued. I certify that the appraisal fees were not based on a percentage of the appraised property value. Furthermore, I understand that a false or fraudulent overstatement of the property 
value as described in the qualified appraisal or this Form 8283 may subject me to the penalty under section 6701(a) (aiding and abetting the understatement of tax liability). In addition, I 
understand that I may be subject to a penalty under section 6695A if I know, or reasonably should know, that my appraisal is to be used in connection with a return or claim for refund and a 
substantial or gross valuation misstatement results from my appraisal. I affirm that I have not been barred from presenting evidence or testimony by the Office of Professional Responsibility. 

Sign  

Here Signature Title ▶ Date 
Business address (including room or suite no.) Identifying number 

City or town, state, and ZIP code 

Part IV Donee Acknowledgment—To be completed by the charitable organization. 
This charitable organization acknowledges that it is a qualified organization under section 170(c) and that it received the donated property as described 
in Section B, Part I, above on the following date 

Furthermore, this organization affirms that in the event it sells, exchanges, or otherwise disposes of the property described in Section B, Part I (or any 
portion thereof) within 3 years after the date of receipt, it will file  Form 8282,  Donee Information Return, with the IRS and give the donor a copy of that 
form. This acknowledgment does not represent agreement with the claimed fair market value. 

Does the organization intend to use the property for an unrelated use? . . . . . . . . . . . . . . .  Yes No
Name of charitable organization (donee) Employer identification number 

Address (number, street, and room or suite no.) City or town, state, and ZIP code 

Authorized signature Title Date 

Form 8283 (Rev. 12-2014) 

Frances Holk-Jones

✔

0.517 acres for County Road ROW Very Good

August 14, 2019

✔

Baldwin County Commission

312 Courthouse Square, Suite 11 Bay Minette, AL 36507

Chairman





















Baldwin County Commission

Agenda Action Form

File #: 19-2093, Version: 1 Item #: BO1

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Wayne Dyess, County Administrator
Felisha Anderson, Archives Director
Deidra Hanak, Personnel Director
Submitted by: Deidra Hanak, Personnel Director
______________________________________________________________________

ITEM TITLE
Archives Department - Transfer of Employee to Archives Specialist Position

STAFF RECOMMENDATION
Approve the transfer of Robert Brown from the Detention Technician position (PID#466) grade H-06
($16.503 per hour / $34,326.24 annually) in the Juvenile Detention Center (105/52610), to fill the
open Archives Specialist position (PID#5216), with no change in pay, to the Archives Department
(001/51906), to be effective no sooner than October 14, 2019.

BACKGROUND INFORMATION

Previous Commission action/date:  N/A

Background:  The Archives Specialist position was vacated in September 2019, due to the
resignation of the previous employee.  The County Administrator respectfully requests that the above
recommendation is approved.

FINANCIAL IMPACT

Total cost of recommendation:  N/A

Budget line item(s) to be used:  51906.5113

If this is not a budgeted expenditure, does the recommendation create a need for funding?
N/A

LEGAL IMPACT

Baldwin County Commission Printed on 9/26/2019Page 1 of 2

powered by Legistar™

http://www.legistar.com/


File #: 19-2093, Version: 1 Item #: BO1

Is legal review necessary for this staff recommendation and related documents?
N/A

Reviewed/approved by:  N/A

Additional comments:  N/A

ADVERTISING REQUIREMENTS
..
Is advertising required for this recommendation?  N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:  Personnel

Action required (list contact persons/addresses if documents are to be mailed or emailed):
N/A

Additional instructions/notes:  N/A

Baldwin County Commission Printed on 9/26/2019Page 2 of 2
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Baldwin County Commission

Agenda Action Form

File #: 19-2091, Version: 1 Item #: BO2

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Joey Nunnally, County Engineer
Deidra Hanak, Personnel Director
Submitted by: Deidra Hanak, Personnel Director
______________________________________________________________________

ITEM TITLE
Highway Department (Maintenance) - Employment of Two (2) Engineering Technician I Positions

STAFF RECOMMENDATION
Take the following actions:

1) Approve the employment of Spencer Crews to fill the open Engineering Technician I position (PID
#5432) at a grade H-E ($14.246 per hour / $29,631.68 annually); and

2) Approve the employment of Trey Nobles to fill the open Engineering Technician I position (PID
#3048) at a grade H-E ($14.246 per hour / $29,631.68 annually).

These actions will be effective no sooner than October 7, 2019.

BACKGROUND INFORMATION

Previous Commission action/date:  N/A

Background:  The Engineering Technician I positions were vacated in September 2019, due to the
promotion/transfers of the previous employees.  The County Engineer respectfully requests that the
above recommendations are approved.

FINANCIAL IMPACT

Total cost of recommendation:  N/A

Budget line item(s) to be used:  53130.5113

If this is not a budgeted expenditure, does the recommendation create a need for funding?
N/A
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File #: 19-2091, Version: 1 Item #: BO2

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
N/A

Reviewed/approved by:  N/A

Additional comments:  N/A

ADVERTISING REQUIREMENTS
..
Is advertising required for this recommendation?  N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:  Personnel

Action required (list contact persons/addresses if documents are to be mailed or emailed):
N/A

Additional instructions/notes:  N/A
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Baldwin County Commission

Agenda Action Form

File #: 19-2110, Version: 1 Item #: BO3

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Joey Nunnally, County Engineer
Deidra Hanak, Personnel Director
Submitted by: Deidra Hanak, Personnel Director
______________________________________________________________________

ITEM TITLE
Highway Department (Subdivision) - Employment of One (1) Construction Development Manager

STAFF RECOMMENDATION
Approve the employment of Ben Medina to fill the open Construction Development Manager position
(PID #4050) at a grade EC-08 ($62,500.00 annually) to be effective no sooner than October 7, 2019.

BACKGROUND INFORMATION

Previous Commission action/date:  N/A

Background:  The Construction Development Manager position was vacated in August 2019 by the
promotion of the previous employee.  The County Engineer respectfully requests that the above
recommendation is approved.

FINANCIAL IMPACT

Total cost of recommendation:  N/A

Budget line item(s) to be used:  53150.5113

If this is not a budgeted expenditure, does the recommendation create a need for funding?
N/A

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
N/A
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File #: 19-2110, Version: 1 Item #: BO3

Reviewed/approved by:  N/A

Additional comments:  N/A

ADVERTISING REQUIREMENTS
..
Is advertising required for this recommendation?  N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:  Personnel - Implement Changes

Action required (list contact persons/addresses if documents are to be mailed or emailed):
N/A

Additional instructions/notes:  N/A
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Baldwin County Commission

Agenda Action Form

File #: 19-2094, Version: 1 Item #: BO4

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Ron Ballard, JDC Director
Deidra Hanak, Personnel Director
Submitted by: Deidra Hanak, Personnel Director
______________________________________________________________________

ITEM TITLE
Juvenile Detention Center - Position Changes

STAFF RECOMMENDATION
Take the following actions:

1) Approve the promotion of Anthony Griffin from the Detention Technician position (PID #5316)
grade H-EL ($14.246 per hour / $29,631.68 annually) to fill the Detention Worker I position (PID
#466) at a grade I-EL ($15.629 per hour / $32,508.32 annually); and

2) Approve the promotion of Tihesa Tunstall from the Detention Technician position (PID #5162)
grade H-EL ($14.246 per hour / $29,631.68 annually) to fill the Detention Worker I position (PID
#524) at a grade I-EL ($15.629 per hour / $32,508.32 annually); and

3) Approve the employment of Kevin Craig to fill the Detention Technician position (PID #5316) at a
grade H-EL ($14.246 per hour / $29,631.68 annually); and

4) Approve the employment of Denzell Johnson to fill the Detention Technician position (PID #5162)
at a grade H-EL ($14.246 per hour / $29,631.68 annually).

BACKGROUND INFORMATION

Previous Commission action/date:  N/A

Background:  The Detention Worker I and Detention Technician positions were vacated in
September/October 2019, due to the resignation/transfer of the previous employees.  The JDC
Director respectfully requests that the above recommendations are approved.

FINANCIAL IMPACT
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File #: 19-2094, Version: 1 Item #: BO4

Total cost of recommendation:  N/A

Budget line item(s) to be used:  52610.5113

If this is not a budgeted expenditure, does the recommendation create a need for funding?
N/A

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
N/A

Reviewed/approved by:  N/A

Additional comments:  N/A

ADVERTISING REQUIREMENTS
..
Is advertising required for this recommendation?  N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:  Personnel

Action required (list contact persons/addresses if documents are to be mailed or emailed):
N/A

Additional instructions/notes:  N/A
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Baldwin County Commission

Agenda Action Form

File #: 19-2090, Version: 1 Item #: BO5

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Deidra Hanak, Personnel Director
Submitted by: Deidra Hanak, Personnel Director
______________________________________________________________________

ITEM TITLE
Personnel Department - Employment of One (1) Administrative Support Specialist I

STAFF RECOMMENDATION
Approve the employment of Holly Peacock to fill the open Administrative Support Specialist I position
(PID #5456) at a grade G-EL ($12.968 per hour / $26,971.36 annually) to be effective no sooner than
October 7, 2019.

BACKGROUND INFORMATION

Previous Commission action/date:  N/A

Background:  The Administrative Support Specialist I position was newly created in August 2019,
due to the abolishment of the Administrative Support Specialist II position. The Personnel Director
respectfully requests that the above recommendation is approved.

FINANCIAL IMPACT

Total cost of recommendation:  N/A

Budget line item(s) to be used:  51962.5113

If this is not a budgeted expenditure, does the recommendation create a need for funding?
N/A

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
N/A
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Reviewed/approved by:  N/A

Additional comments:  N/A

ADVERTISING REQUIREMENTS
..
Is advertising required for this recommendation?  N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:  Personnel

Action required (list contact persons/addresses if documents are to be mailed or emailed):
N/A

Additional instructions/notes:  N/A
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Baldwin County Commission

Agenda Action Form

File #: 19-2092, Version: 1 Item #: BO6

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Terri Graham, Development and Environmental Director
Deidra Hanak, Personnel Director
Submitted by: Deidra Hanak, Personnel Director
______________________________________________________________________

ITEM TITLE
Solid Waste Department (Collections) - Employment of One (1) Solid Waste Driver I Position

STAFF RECOMMENDATION
Approve the employment of David Brown to fill the Solid Waste Driver I position (PID #5144) at a
grade H-EL ($14.246 per hour / $29,631.68 annually) to be effective no sooner than October 7, 2019.

BACKGROUND INFORMATION

Previous Commission action/date:  N/A

Background:  The Solid Waste Driver I position was vacated in May 2019, due to the resignation of
the previous employee.  The Development and Environmental Director respectfully requests that the
above recommendation is approved.

FINANCIAL IMPACT

Total cost of recommendation:  N/A

Budget line item(s) to be used:  54800.5113

If this is not a budgeted expenditure, does the recommendation create a need for funding?
N/A

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
N/A
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Reviewed/approved by:  N/A

Additional comments:  N/A

ADVERTISING REQUIREMENTS
..
Is advertising required for this recommendation?  N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:  Personnel

Action required (list contact persons/addresses if documents are to be mailed or emailed):
N/A

Additional instructions/notes:  N/A
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Baldwin County Commission

Agenda Action Form

File #: 19-2124, Version: 1 Item #: BO7

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Deidra Hanak, Personnel Director
Submitted by: Deidra Hanak, Personnel Director
______________________________________________________________________

ITEM TITLE
Baldwin County Employee Health and Wellness Incentive Program

STAFF RECOMMENDATION
Approve the updated Baldwin County Employee Health and Wellness Incentive Program Policy and
corresponding health and dental insurance rates.

BACKGROUND INFORMATION

Previous Commission action/date:  N/A

Background:  In order to support a healthier life-style, the Commission agreed on incentives for
employees who participated in the biometric screenings and additional requirements.  The Health
and Wellness Incentive Program outlines the process for employees and retirees to obtain the
incentive each year.

FINANCIAL IMPACT

Total cost of recommendation:  N/A

Budget line item(s) to be used:  N/A

If this is not a budgeted expenditure, does the recommendation create a need for funding?
N/A

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
N/A
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Reviewed/approved by:  N/A

Additional comments:  N/A

ADVERTISING REQUIREMENTS
..
Is advertising required for this recommendation?  N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:  Deidra Hanak and Alainna Elliott

Action required (list contact persons/addresses if documents are to be mailed or emailed):
N/A

Additional instructions/notes:  N/A
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Approved by the County Commission:  12/18/2018 

Baldwin County Employee 
2020 Health and Wellness Incentive Program 

 
 
Baldwin County is committed to the health and wellbeing of our employees and retirees.  We 
view wellness as a core component of the employee benefits package.  The Baldwin County 
Health and Wellness Incentive Program will support our employees/retirees by providing 
resources to live a healthy lifestyle. 
 
Baldwin County Symbol Health Clinics are dedicated to bringing quality health services to the 
workplace. Clinics are located in Bay Minette, Robertsdale, Gulf Shores, and Foley.  
 
Eligibility 
 
All full-time employees are eligible for County health insurance. 
Retirees with at least 15 years of service with Baldwin County and at least 25 years of service in 
the Retirement Systems of Alabama.   
Employees and retirees with County health insurance are eligible to use the Clinics free of 
charge. Services provided through the clinics are also provided free to employees, retirees, 
spouses, and dependents who are on the County’s health insurance plan.   
 
Services Provided by Clinics 
 
• Primary Care 
• Disease Management  
• Prevention 
• Lab Services 
• Prescription Medication 
• Health Coaching 
 
Employees with County health insurance will be required to clock out for visits to the Clinics 
with the exception of health coaching appointments.   
 
Each department will work to accommodate employees who need to visit the clinic for scheduled 
appointments. Employees must coordinate clinic visits with their department manager so that it is 
not in conflict with departmental activity. It is also within the manager’s discretion to coordinate 
an employee’s clinic visit due to departmental conflict.  
 
Services Provided to Employees While on the Clock 
 
• Health Coaching Sessions 
 
Prescription Medications 
 
Generic medication will be distributed on-site.  
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Medical Excuses  
 
Medical excuses received from the Clinic must be turned in to the employee’s department 
manager up on return from the clinic. Medical excuses issued for more than 3 days must be 
turned into Personnel for a review on a case by case basis. The clinics will not be allowed to give 
medical excuses for more than three (3) days absences.   
 
Medical Accommodations 
 
Medical accommodations will not be allowed from the clinic.  Employees must obtain any 
medical accommodations from their general physician or specialist. Medical accommodations 
issued by the clinic must be reviewed on a case by case basis. 
 
Health Assessment (Biometric Screenings) and Employee/Retiree Responsibility 
 
Employees/retirees and spouses who want to participate in the Health and Wellness Incentive 
program are required to complete a biometric screening at the Annual Employee Health and 
Wellness Fair.  If health risk factors are discovered through the biometric screening process, 
employees/retirees will be required to participate in the health coaching offered by the Clinics.  
Spouses may voluntarily participate in the biometric screening and health coaching program. 
 
At the time of the biometric screening, participants will be given a rating of low, moderate, or 
high risk.   
 
• Employees/retirees in the low risk category are not required to participate in the coaching. 

 
• Employees/retirees in the moderate risk category are required to participate in (4) coaching 

sessions within the year (November 1 – October 31). 
 

• Employees/retirees in the high-risk category are required to participate in (6) coaching 
sessions within the year (November 1 – October 31).   
 

If the employee/retiree/spouse decides not to participate, the employee will not receive the 
incentive as outlined each year by the Baldwin County Commission. 
 
Prorated Health Coaching for New Hires 
 
Hired /Added to the County’s health insurance November, December, January, February, 
March: 
Low = No health coaching required to receive the incentive 
Moderate = Four (4) health coaching sessions to receive the incentive 
High = Six (6) health coaching session to receive the incentive 
 
Hired/Added to the County’s health insurance in April, May, June, July: 
Low = No health coaching required to receive the incentive 
Moderate = Two (2) health coaching sessions to receive the incentive 
High = Three (3) health coaching session to receive the incentive 
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Hired/Added to the County’s health insurance in August, September, October: 
Low = No health coaching required to receive the incentive 
Moderate = One (1) health coaching sessions to receive the incentive 
High = One (1) health coaching session to receive the incentive 
 
Incentive 
 
• Employees/retirees with single or family County health insurance, who have single health 

coverage and do not participate in the biometric screening and coaching sessions as outlined 
above will pay an additional $30 per month for the plan year (December – November).   

• For the 2020 plan year, the spouse is no longer required to participate in the biometric 
screening process to receive the incentive for 2021. However, the spouse must have 
completed his or her biometric screening in 2019 to receive the incentive for the 2020 plan 
year. 
 

• Employees/retirees who have family health coverage and do not participate in the biometric 
screening and coaching sessions as outlined above will pay an additional $30 per month for 
the plan year (December – November). The spouse of the employee must also complete the 
biometric screening to receive the incentive.  

 
Each year thereafter, the employee/retiree/spouse may choose to participate and not pay the 
additional $30 per month for the plan year (December – November). 
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Baldwin County Employee 
2020 Health and Wellness Incentive Program 

 
 
Baldwin County is committed to the health and wellbeing of our employees and retirees.  We view wellness as a 
core component of the employee benefits package.  The Baldwin County Health and Wellness Incentive 
Program will support our employees/retirees by providing resources to live a healthy lifestyle. Baldwin County 
Symbol Health Clinics are dedicated to bringing quality health services to the workplace. Clinics are located in 
Bay Minette, Robertsdale, Gulf Shores, and Foley.  
 
Eligibility 
 
Services provided through the clinics are provided free to employees, retirees, spouses, and dependents who are 
on the County’s health insurance plan.   
 
Services Provided by Clinics 
 
• Primary Care 
• Disease Management  
• Prevention 
• Lab Services 
• Prescription Medication 
• Health Coaching 
 
Employees with County health insurance will be required to clock out for visits to the Clinics with the exception 
of health coaching appointments.  Each department will work to accommodate employees who need to visit the 
clinic for scheduled appointments. Employees must coordinate clinic visits with their department manager so 
that it is not in conflict with departmental activity. It is also within the manager’s discretion to coordinate an 
employee’s clinic visit due to departmental conflict.  
 
Services Provided to Employees While on the Clock 
 
• Health Coaching Sessions 
 
Prescription Medications 
 
Generic medication will be distributed on-site.  
 
Medical Excuses  
 
Medical excuses received from the Clinic must be turned in to the employee’s department manager up on return 
from the clinic. Medical excuses issued for more than 3 days must be turned into Personnel for a review on a 
case by case basis.  
 
Medical Accommodations 
 
Employees must obtain any medical accommodations from their general physician or specialist. Medical 
accommodations issued by the clinic must be reviewed on a case by case basis. 
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Health Assessment (Biometric Screenings) and Employee/Retiree Responsibility 
 
Employees/retirees who want to participate in the Health and Wellness Incentive program are required to 
complete a biometric screening at the Annual Employee Health and Wellness Fair.  If health risk factors are 
discovered through the biometric screening process, employees/retirees will be required to participate in the 
health coaching offered by the Clinics.  Spouses may voluntarily participate in the biometric screening and 
health coaching program. 
 
At the time of the biometric screening, participants will be given a rating of low, moderate, or high risk.   
 
• Employees/retirees in the low risk category are not required to participate in the coaching. 

 
• Employees/retirees in the moderate risk category are required to participate in (4) coaching sessions within 

the year (November 1 – October 31). 
 

• Employees/retirees in the high-risk category are required to participate in (6) coaching sessions within the 
year (November 1 – October 31).   
 

If the employee/retiree decides not to participate, the employee will not receive the incentive as outlined each 
year by the Baldwin County Commission. 
 
Prorated Health Coaching for New Hires 
 
Hired /Added to the County’s health insurance November, December, January, February, March: 
Low = No health coaching required to receive the incentive 
Moderate = Four (4) health coaching sessions to receive the incentive 
High = Six (6) health coaching session to receive the incentive 
 
Hired/Added to the County’s health insurance in April, May, June, July: 
Low = No health coaching required to receive the incentive 
Moderate = Two (2) health coaching sessions to receive the incentive 
High = Three (3) health coaching session to receive the incentive 
 
Hired/Added to the County’s health insurance in August, September, October: 
Low = No health coaching required to receive the incentive 
Moderate = One (1) health coaching sessions to receive the incentive 
High = One (1) health coaching session to receive the incentive 
 
Incentive 
 
• Employees/retirees with single or family County health insurance, and do not participate in the biometric 

screening and coaching sessions as outlined above will pay an additional $30 per month for the plan year 
(December – November).   

• For the 2020 plan year, the spouse is no longer required to participate in the biometric screening process to 
receive the incentive for 2021. However, the spouse must have completed his or her biometric screening in 
2019 to receive the incentive for the 2020 plan year. 
 

Each year thereafter, the employee/retiree may choose to participate and not pay the additional $30 per month 
for the plan year (December – November).  
 



 2020 BALDWIN COUNTY HEALTH/DENTAL INSURANCE RATES

TOTAL 
MONTHLY 
PREMIUMS

COUNTY PAYS 
MONTHLY

EMPLOYEE 
PAYS 

MONTHLY

EMPLOYEE 
PAYS 

BIWEEKLY

SINGLE 575$                473$                103$                51.50$             

FAMILY 1,431$             1,049$             382$                191$                

SINGLE 575$                445$                133$                66.50$             

FAMILY 1,431$             985$                442$                221$                

FAMILY 1,431$             1,016$             412$                206$                

TOTAL 
MONTHLY 
PREMIUMS

COUNTY PAYS 
MONTHLY

EMPLOYEE 
PAYS 

MONTHLY

EMPLOYEE 
PAYS 

BIWEEKLY  

SINGLE 23$                  -$                23$                  11.50$             

FAMILY - ORTHO 85$                  -$                85$                  42.50$             
FAMILY - NON-ORTHO 68$                  -$                68$                  34$                  

HEALTH DENTAL-Non DENTAL-Ortho

SINGLE 586.91$           23.46$              

FAMILY 1,459.62$        69.36$             86.70$             

COBRA RATES

EMPLOYEE HEALTH INSURANCE RATES

 If employee NOR spouse participated/completed 2018-2019 health incentive program: 

EMPLOYEE DENTAL RATES

If employee AND spouse participated/completed 2018-2019 health incentive program 
or if the employee has family coverage and only covers dependents and no spouse:

 If ONLY the employee or spouse participated/completed 2018-2019 health incentive 
program: 



 2020 BALDWIN COUNTY HEALTH/DENTAL INSURANCE RATES

TOTAL MONTHLY 
PREMIUMS

COUNTY PAYS 
MONTHLY

EMPLOYEE PAYS 
MONTHLY

(25) SINGLE 575$                    475$                    100$                     

(25) FAMILY 1,431$                 475$                    956$                     

(25) SINGLE 575$                    445$                    130$                     

(25) FAMILY 1,431$                 415$                    1,016$                  

(25) FAMILY 1,431$                 445$                    986$                     

TOTAL MONTHLY 
PREMIUMS

COUNTY PAYS 
MONTHLY

EMPLOYEE PAYS 
MONTHLY

(30) SINGLE 575$                    575$                    -$                      

(30) FAMILY 1,431$                 575$                    856$                     

(30) SINGLE 575$                    545$                    30$                       

(30) FAMILY 1,431$                 515$                    916$                     

(30) FAMILY 1,431$                 545$                    886$                     

 If only the retiree OR spouse participated/completed 2019 health incentive program: 

 If only the retiree OR spouse participated/completed 2019 health incentive program: 

30 YR RETIREE HEALTH INSURANCE RATES

If retiree AND spouse participated/completed 2019 health incentive program               
OR if the employee has family coverage and only covers dependents and no spouse:

 If retiree NOR spouse participated/completed 2019 health incentive program: 

 If retiree NOR spouse participated/completed 2019 health incentive program: 

25 YR RETIREE HEALTH INSURANCE RATES

If retiree AND spouse participated/completed 2019 health incentive program               
OR if the employee has family coverage and only covers dependents and no spouse:



Baldwin County Commission

Agenda Action Form

File #: 19-2125, Version: 1 Item #: BO8

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Deidra Hanak, Personnel Director
Submitted by: Deidra Hanak, Personnel Director
______________________________________________________________________

ITEM TITLE
Employee Assistance Plan (EAP) Consideration - Award to Vendor

STAFF RECOMMENDATION
Take the following actions:

1) Award the County sponsored Employee Assistance Plan (EAP) to Behavioral Health Systems with
said coverage to be effective January 1, 2020, for a two-year rate guarantee; and

2) Authorize the Chairman to sign all documents related to the County sponsored Employee
Assistance Plan (EAP) with Behavioral Health Systems.

BACKGROUND INFORMATION

Previous Commission action/date:  N/A

Background:  During the August 8, 2019, Budget Deliberation Meeting, Cobbs Allen presented an
Employee Assistance Plan (EAP) proposal for consideration to begin on January 1, 2020.  The
Commission agreed to five (5) visits per year, which will help the employee in an immediate need for
services, to help bridge the time gap for insurance.

FINANCIAL IMPACT

Total cost of recommendation:  N/A

Budget line item(s) to be used:  N/A

If this is not a budgeted expenditure, does the recommendation create a need for funding?
N/A
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LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
N/A

Reviewed/approved by:  N/A

Additional comments:  N/A

ADVERTISING REQUIREMENTS
..
Is advertising required for this recommendation?  N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:  Deidra Hanak and Alainna Elliott

Action required (list contact persons/addresses if documents are to be mailed or emailed):
N/A

Additional instructions/notes:  N/A
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File #: 19-2122, Version: 1 Item #: BO9

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Deidra Hanak, Personnel Director
Submitted by: Deidra Hanak, Personnel Director
______________________________________________________________________

ITEM TITLE
Life, Accidental Death & Dismemberment, Short- and Long-Term Disability and Vision Insurances
Consideration - Award to Vendor

STAFF RECOMMENDATION
Take the following actions:

1) Terminate the agreement with Lincoln Financial Group for County sponsored and Voluntary Life,
Accidental Death & Dismemberment and Short- and Long-Term Disability Insurance, said termination
date effective December 31, 2019; and

2) Terminate the agreement with VSP for County sponsored Vision Insurance, said termination date
effective December 31, 2019; and

3) Authorize the Chairman to execute a notification of termination letter to Lincoln Financial Group
and VSP; and

4) Award the County sponsored and Voluntary Life, Accidental Death & Dismemberment (with BTA
Line of Duty coverage), Short- and Long-Term Disability Insurance and Vision Insurance to MetLife
with said coverage to be effective January 1, 2020, for a three-year rate guarantee; and

5) Authorize the Chairman to sign all documents related to the County sponsored and Voluntary Life,
Accidental Death & Dismemberment, Short- and Long-Term Disability Insurance and Vision
Insurance with MetLife.

BACKGROUND INFORMATION

Previous Commission action/date:  N/A

Background:  During the February 5, 2019, Baldwin County Regular Meeting, Lincoln Financial
Group was approved to be the vendor for Life, AD&D, STD and LTD for the Baldwin County
Commission retroactively beginning January 1, 2019, and effective for one year.  This coverage is up
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for renewal starting January 1, 2020, and Cobbs Allen obtained quotes and brought to the
Commission the lowest renewal rate with comparable benefits.  This coverage was up for renewal
and Cobbs Allen obtained quotes and brought to the Commission the lowest renewal rate with
comparable benefits.  This will result in an increase in cost for County sponsored Life, AD&D and
Long-Term Disability in the amount of approximately $14,519.00.  Rates will decrease for Short-Term
Disability, Voluntary Life, and Vision insurances.

FINANCIAL IMPACT

Total cost of recommendation:  N/A

Budget line item(s) to be used:  N/A

If this is not a budgeted expenditure, does the recommendation create a need for funding?
N/A

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
N/A

Reviewed/approved by:  N/A

Additional comments:  N/A

ADVERTISING REQUIREMENTS
..
Is advertising required for this recommendation?  N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:  Deidra Hanak

Action required (list contact persons/addresses if documents are to be mailed or emailed):
N/A

Additional instructions/notes:  N/A

Baldwin County Commission Printed on 9/26/2019Page 2 of 2

powered by Legistar™

http://www.legistar.com/


 

  

MetLife Cost & Benefits Summary 
9/24/2019 12:40 PM Page 1 of &quot P3046367.1182179. 

 

 

 
 

 
 
 
 
 
 
 

Baldwin County Alabama 

 
 
 

Basic Life, Basic AD&D, Supplemental Term Life, Supplemental Dependent Life, 
Vision, Short Term Disability, Long Term Disability 

 
 
 

Proposal produced on September 19, 2019 

This quote is valid for 90 days from date of proposal 
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Baldwin County Alabama 

Rate Summary 
 
 

Coverage 
Participating 

Lives 

Covered 
Volume 

Rates 
Annual  

Premium 

Life Option 1 5388391 

Basic Life 
(per $1,000 of Covered Volume) 937 $27,426,000 $0.124 $40,810 

Rates are guaranteed from January 1, 2020 - December 31, 2022 

 

Basic AD&D 
(per $1,000 of Covered Volume) 937 $27,426,000 $0.033 $10,861 

Rates are guaranteed from January 1, 2020 - December 31, 2022 

 

Supplemental Life 
(per $1,000 of Covered Volume) 505 $50,707,000   

All Active Full Time Employees     

Less than 30 48 $4,970,000 $0.060  

30-34 64 $8,220,000 $0.060  

35-39 58 $7,000,000 $0.090  

40-44 64 $7,130,000 $0.123  

45-49 74 $7,150,000 $0.187  

50-54 78 $7,450,000 $0.297  

55-59 62 $4,765,000 $0.552  

60-64 41 $3,100,000 $0.660  

65-69 11 $670,000 $1.270  

70+ 5 $252,000 $2.108  

Rates are guaranteed from January 1, 2020 - December 31, 2022 

 
Important Information concerning Supplemental Life enrollments: 
For take-over supplemental life plans: This quote does not include an open enrollment and late enrollees will be 
required to provide Evidence of Insurability (EOI).  However, for in-force $10,000 increment plans, current 
participating employees may increase their in-force supplemental coverage an additional increment for the 
employee coverage only, up to the non-medical maximum stated in the policy.  All increases are subject to the 
terms of the policy. 
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Supplemental Dependent Life 
(per $1,000 of Covered Volume)     

All Active Full Time Employees        

Spouse*:     

Less than 30     $0.060  

30-34     $0.060  

35-39     $0.090  

40-44     $0.123  

45-49     $0.187  

50-54     $0.297  

55-59     $0.552  

60-64     $0.660  

65-69     $1.270  

70+     $2.108  

Child   $0.240  

Rates are guaranteed from January 1, 2020 - December 31, 2022 

* Spouse rates are based on the employee's age. 

 

Vision 5419631 

Vision 
(Per Employee Per Month) 476   $83,621 

 Employee Only 197  $9.19  

 Employee + 1 Dependent 143  $13.33  

 Employee + Family 136  $23.91  
 

Rates are guaranteed from January 1, 2020 - December 31, 2022 
 

 

VSTD Option 1 RQ1 5426991 

Short Term Disability 
(per $10 Covered Weekly Benefit) 354 $150,923   $34,776 

Less than 30   $17,876 $0.307  

30-34   $16,330 $0.292  

35-39   $19,143 $0.277  

40-44   $20,535 $0.285  

45-49   $16,430 $0.322  

50-54   $21,385 $0.367  

55-59   $19,894 $0.457  

60-64   $13,635 $0.555  

65+   $5,696 $0.630  

Rates are guaranteed from January 1, 2020 - December 31, 2022 

LTD Option 1 5441135 

Long Term Disability  
(per $100 Covered Monthly Payroll) – multi-
product pricing with Life and Vision 

937 $3,416,609 $0.203 $83,229 

Rates are guaranteed from January 1, 2020 - December 31, 2022 
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Summary of Benefits 

Life / AD&D Insurance   
 

Basic Life 

All Active Full Time Employees 
(30 Hours) 

●    Flat $30,000 
●    Medical Evidence Level:  $30,000 
●    Reduces by 35% at Age 65, 60% at Age 70, 80% at Age 75 
●    Waiver of Premium (disabled prior to 60, waiting period 6 months, coverage 

continues to 70) 
●    Conversion is included in this quote 
●    Accelerated Benefit Option: 12 months or less to live, up to 80.0% of 

coverage, to a maximum of $500,000 

Age Reduction*: The Employer is responsible for making sure that the offer of insurance to its Employees under the program described 
complies, if applicable, with the Age Discrimination in Employment Act of 1967, as amended, ("ADEA"), and the regulations thereunder.  The 
Employer should seek the advice of counsel as to whether ADEA applies to the program and, if so, whether it is in compliance with ADEA and 
other applicable laws.  MetLife is required to comply with insurance age discrimination laws where applicable. 
 
*All reductions are applied to the original benefit amount 

 

Basic AD&D 

All Active Full Time Employees 
(30 Hours) 

●    100% of the Basic Life benefit.  
●    Waiver of Premium (disabled prior to 60, waiting period 6 months, coverage 

continues to 70) 
Age Reduction*: The Employer is responsible for making sure that the offer of insurance to its Employees under the program described 
complies, if applicable, with the Age Discrimination in Employment Act of 1967, as amended, ("ADEA"), and the regulations thereunder.  The 
Employer should seek the advice of counsel as to whether ADEA applies to the program and, if so, whether it is in compliance with ADEA and 
other applicable laws.  MetLife is required to comply with insurance age discrimination laws where applicable. 
 
*All reductions are applied to the original benefit amount 

 

 Rate per $1,000 

of Covered Volume 

Est Volume Est Monthly 

Premium 

Est Annual Premium 

Basic Life $0.124 $27,426,000 $3,401 $40,810 

Rates are guaranteed from January 1, 2020 - December 31, 2022 (36 months) 

 

Basic AD&D1 $0.033 $27,426,000 $905 $10,861 

Rates are guaranteed from January 1, 2020 - December 31, 2022 (36 months) 
Please note that the MetLife AD&D insurance premium includes a fee for the Travel Assistance [and Identity Theft Solutions] services, provided 
by AXA Assistance USA, Inc. 

 
1 Travel Assistance and Identity Theft Solutions services are administered by AXA Assistance USA, Inc.  Certain benefits provided under the 
Travel Assistance program are underwritten by Certain Underwriters at Lloyd’s of London (not incorporated) through Lloyd’s Illinois, Inc.  Neither 
AXA Assistance USA Inc. nor the Lloyd’s entities are affiliated with MetLife, and the services and benefits they provide are separate and apart 
from the insurance provided by MetLife. 
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Supplemental Term Life 

All Active Full Time Employees 
(30 Hours) 

●    $10,000 increments to a maximum of the lesser of 7.00 times pay or 
$500,000 

●    A minimum benefit of $10,000 
●    Medical Evidence Level:  $250,000 
●    No Age Reduction 
●    Waiver of Premium (disabled prior to 60, waiting period 9 months, coverage 

continues to 70) 
●    Conversion and Portability are included in this quote 
●    Accelerated Benefit Option: 12 months or less to live, up to 80.0% of 

coverage, to a maximum of $500,000 

 

Supplemental Life Rate per $1,000 

of Covered Volume 

Est Volume Est Monthly 

Premium 

Est Annual Premium 

Less than 30 $0.060 $4,970,000 $11,906 $142,878 

30-34 $0.060 $8,220,000   

35-39 $0.090 $7,000,000   

40-44 $0.123 $7,130,000   

45-49 $0.187 $7,150,000   

50-54 $0.297 $7,450,000   

55-59 $0.552 $4,765,000   

60-64 $0.660 $3,100,000   

65-69 $1.270 $670,000   

70+ $2.108 $252,000   

Rates are guaranteed from January 1, 2020 - December 31, 2022 (36 months) 
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Supplemental Dependent Life 

All Active Full Time Employees 
(30 Hours)    

Spouse Benefit: 

• $5,000 increments to a maximum of $250,000, not to exceed 50% of 
employee’s Optional Life Benefit  

●    A minimum benefit of $5,000 
●    Spouse Medical Evidence Level:  $50,000 
●    Spouse Accelerated Benefit Option: 12 months or less to live, up to 80.0% of 

coverage, to a maximum of $500,000 
     

Child Benefit: 
 • Child 15 days to 6 months old:  $1,000 

 • Child more than 6 months old: Options of $1,000, $2,000, $4,000, $5,000 or 
$10,000. 

        • Child limiting age: 26, 26 if a full-time student 

      • Child Medical Evidence Level:  $10,000 

     

      • No Age Reduction 

      • Waiver of Premium (disabled prior to 60, waiting period 9 months, coverage 
continues to 70) 

 

        • Conversion and Portability are included in this quote 
 

   
 

 

Supplemental Dependent 

Life 

Rate per $1,000 

of Covered Volume 

Est Volume Est Monthly 

Premium 

Est Annual Premium 

Spouse*:     

Less than 30 $0.060     

30-34 $0.060     

35-39 $0.090     

40-44 $0.123     

45-49 $0.187     

50-54 $0.297     

55-59 $0.552     

60-64 $0.660     

65-69 $1.270     

70+ $2.108     

Child**: $0.240    

Rates are guaranteed from January 1, 2020 - December 31, 2022 (36 months) 
* Spouse rates are based on the employee's age. 
** Child(ren) rates are per $1,000 of coverage, per child unit. A child unit may consist of more than one child. 
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Plan Features and Limitations 
 

Portability:  Option to continue term insurance under a different policy when coverage terminates.  Minimums, 
maximums, and other conditions apply. Portability is not available for residents of Alaska. 
 

Grief Counseling:  Automatically included with Basic Life at no additional cost to the employer or employee. 
Available in all situs states on Basic Life except ND. Automatically included with Supplemental Life at no 
additional cost to the employee. Available in all situs states on Supplemental Life except for FL and ND. 
 
Grief counseling is offered by LifeWorks US Inc.1. Grief counseling provides eligible beneficiaries a form of 
counseling that aims to help people cope with grief and mourning following the death of a loved one. 

 
1 Grief Counseling services are provided through an agreement with LifeWorks US Inc. LifeWorks US Inc. is not an affiliate of MetLife and 

the services LifeWorks US Inc. provides are separate and apart from the insurance provided by MetLife. 
 

 

Will Preparation: Automatically included with Supplemental Life. Face to Face meeting with a Hyatt attorney. 
 
Will Preparation is offered by Hyatt Legal Plans, Inc., Cleveland, Ohio. In certain states, legal services benefits 
are provided through insurance coverage underwritten by Metropolitan Property and Casualty Insurance 
Company and Affiliates, Warwick, Rhode Island.  For New York sitused cases, the Will Preparation service is an 
expanded offering that includes office consultations and telephone advice for certain other legal matters beyond 
Will Preparation. 

 

 

MetLife Estate Resolution ServicesSM- Automatically included with Supplemental Life. Face to Face meeting 
with a Hyatt attorney 
 
Estate Resolution Services is offered by Hyatt Legal Plans, Inc., Cleveland, Ohio. In certain states, legal 
services benefits are provided through insurance coverage underwritten by Metropolitan Property and Casualty 
Insurance Company and Affiliates, Warwick, Rhode Island. 
 

 

Funeral Discounts and Planning Services#: 
As a MetLife group life policyholder, you and your family may have access to funeral discounts, planning and 
support to help honor a loved one’s life - at no additional cost to you.  Dignity Memorial provides you and your 
loved ones access to discounts of up to 10% off of funeral, cremation and cemetery services through the largest 
network of funeral homes and cemeteries in the United States.  

 
When using a Dignity Memorial Network you have access to convenient planning services - either online at 
www.finalwishesplanning.com, by phone (1-866-853-0954), or by paper - to help make final wishes easier to 
manage. You also have access to assistance from compassionate funeral planning experts to help guide you 
and your family in making confident decisions when planning ahead as well as bereavement travel services - 
available 24 hours, 7 days a week, 365 days a year - to assist with time-sensitive travel arrangements to be with 
loved ones. 

 
# Services and discounts are provided through a member of the Dignity Memorial® Network, a brand name used to identify a network of licensed 

funeral, cremation and cemetery providers that are affiliates of Service Corporation International (together with its affiliates, “SCI”), 1929 Allen 
Parkway, Houston, Texas. The online planning site is provided by SCI Shared Resources, LLC. SCI is not affiliated with MetLife, and the services 
provided by Dignity Memorial members are separate and apart from the insurance provided by MetLife. Not available in some states. Planning 
services, expert assistance, and bereavement travel services are available to anyone regardless of affiliation with MetLife.  Discounts through 
Dignity Memorial’s network of funeral providers are pre-negotiated.  Not available where prohibited by law. If the group policy is issued in an 
approved state, the discount is available for services held in any state except KY and NY, or where there is no Dignity Memorial presence (AK, MT, 
ND, SD, and WY).  For TN, the discount is available for “At Need” services only. Not approved in AK, FL, KY, MT, ND, NY and WA. 

Total Control Account (TCA):  

 Death claim proceeds paid via the TCA Settlement Option - an interest-bearing account with draft-writing 
privileges 
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 Relieves beneficiaries of the need to make immediate decisions about what to do with a lump-sum 
check, while giving them the flexibility to access funds as needed and earn interest on the proceeds as 
they assess their financial situation   

 Provides full and immediate access to the death proceeds 

 Principal and interest earned are guaranteed by the financial strength and claims paying ability of the 
Metropolitan Life Insurance Company 

 Beneficiary receives a draftbook, along with a Customer Agreement and other materials describing the 
Account 

 Unlimited draft writing privileges 

 No charges for processing TCA drafts, no monthly maintenance fees, and no charge for ordering 
additional TCA drafts 

 Accountholders receive periodic statements itemizing account activity and a free Life Advice newsletter   

 Information about the TCA is available electronically through MetLife’s easy to use eSERVICE web site 

 Customer Service Representatives specially trained to provide service to beneficiaries are available 
through a special toll-free number 

 At their convenience, Accountholders are able to touch or speak their requests into the phone such as, 
"hear account balance", "get recent transactions", and "order drafts." 

 

Subject to state law, and/or group policyholder direction, the TCA is provided for all Life and AD&D benefits of 
$5,000 or more. The TCA is not insured by the Federal Deposit Insurance Corporation or any government 
agency.  The assets backing the TCA are maintained in the Metropolitan Life Insurance Company (MetLife) 
general account and are subject to MetLife’s creditors. MetLife bears the investment risk of the assets backing 
the TCA, and expects to receive a profit. Regardless of the investment experience of such assets, the interest 
credited to Total Control Accounts will never fall below the guaranteed minimum rate. Guarantees are subject to 
the financial strength and claims paying ability of MetLife. 
 

 

Accelerated Benefits Option:  If included, the minimum that can be accelerated is $20,000. 
 

 The definition of earnings used to define benefits will be Basic Monthly Earnings. 
[ 
Waiver of Premium:  Group life coverage is continued for an employee meeting the contractual definition of total 
disability.  No further premium payment for that employee is required. The onset of the disability must occur prior 
to the age as defined in the Summary of Benefits.  The disability must last continuously through the defined 
waiting period, and the employee must submit a request for the extension within 12 months of the onset of the 
total disability. 
 

 

Enrolling in the Plan: 
 A statement of health will need to be submitted by employees who:  

• Request coverage amounts during their initial 31-day enrollment that exceed the stated MEOI level. 

• Apply for coverage after the period which begins on the first day on which they are eligible for the 
coverage (or the first day following a qualifying event, if applicable) and ends at the earlier of the next 
following annual enrollment period or the day before the next following Policy Anniversary.  In no event 
will this period be more than a year, or less than 31 days.  

• Have indicated a medical condition on their enrollment form.  
 Employees who are Actively-at-Work but who are not currently enrolled in the plan and experience a 

Qualifying Event must submit a statement of health in order to enroll for any amount of coverage.        
Benefit Increases: 
 Supplemental Term Life: Employees, Actively at Work, who are participating in the plan may increase their 

coverage up two benefit level without submitting a statement of health, provided the increased benefit does 
not exceed the Medical Evidence Level, as defined in the Summary of Benefits. 
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 Basic Life, Dependent Supplemental Term Life: Employees, Actively at Work, who are participating in the 
plan and want to increase their coverage by any amount will have to submit a statement of health.   

The coverage will be subject to a contestability clause in accordance with the law. 
 

 

Except in Washington: Supplemental and Dependent Life Insurance will not be paid to the Beneficiary if an 
insured commits suicide within 2 years (1 year in Missouri if the insured intended to commit suicide when 
enrolling for such insurance, 1 year in North Dakota and Colorado) of the effective date of this certificate.  
Instead, we will pay the Beneficiary an amount equal to any contributions paid, without interest. 
 
Except in Washington: if an insured commits suicide within 2 years (1 year in Missouri if the insured intended to 
commit suicide when enrolling for an increase in insurance, 1 year in North Dakota and Colorado) from the 
effective date of any increase in the amount of Supplemental and Dependent Life Insurance, such increased 
amount will not be paid to the Beneficiary. Instead we will pay the Beneficiary: 
an amount equal to all contributions paid for the increased amount, without interest; plus, the amount of 
Supplemental Life Benefits that was in effect on the day before the effective date of such increased amount. 
 

 

The employee must be covered for benefits in order for dependents to be covered. 
 

 

Dependent benefits terminate at the earlier of: the employee’s retirement or when the employee’s coverage 
terminates. 
 

 

Dependent Eligibility Deferment – Dependent is not confined to hospital, confined to home or receiving disability 
income from any source. 
 

 

No eligible individual may be covered more than once under this plan.  If a person is covered as an employee, 
he/she cannot be covered as a spouse or dependent.  If an employee and spouse are employed by the same 
employer, their eligible dependents may be insured as dependents of only one employee. 
 

 

Dependent benefit cannot exceed the lesser of the amount for which the employee is insured or any applicable 
state law limit. 
 



 

  
 

MetLife Cost & Benefits Summary 
9/24/2019 12:40 PM Page 10 of &quot P3046367.1182179. 

 

Table of Covered Losses for AD&D 
Covered Loss  Basic AD&D 

Life 100% 

Hand 50% 

Foot 50% 
Arm 75% 
Leg 75% 

Sight of One Eye 50% 
Combination of a Hand, Foot, and/or Eye 100% 
Thumb & Index Finger on the Same Hand 25% 

Speech and Hearing 100% 

Speech 50% 

Hearing 50% 

Paralysis of Both Arms and Both Legs 100% 

Paralysis of Both Legs 50% 

Paralysis of the Arm & Leg on Either Side of the Body 50% 

Paralysis of One Arm or Leg 25% 

Brain Damage 100% 

Coma 1% monthly up to 60 months 
* Maximum Amount payable for all Covered Losses sustained in one accident is capped at 100% of the Full Amount 

 

Additional Benefits 
Benefit  Basic AD&D 

Air Bag Use 5% up to $10,000 

Seat Belt Use 10% up to $25,000 

Common Carrier 100% of Full Amount 

Child Care Center $5,000 per year for 4 Yrs up to 12% of Full Amount 
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Limitations and Exclusions 

Limitations • The Accidental Death & Dismemberment loss must occur within 365 days after 
the date of the accident and be a direct result of bodily injury sustained from that 
accident, independent of other causes. 

Exclusions Accidental Death & Dismemberment insurance does not include payment for any loss 
which in any way results from or is caused by or contributed to by: 

• physical or mental illness or infirmity, or the diagnosis or treatment of such 
illness or infirmity; 

 

 • infection, other than infection occurring in an external accidental wound; 
•  

 • suicide or attempted suicide; 
 

 • intentionally self-inflicted injury; 

• service in the armed forces of any country or international authority. However, 
service in reserve forces does not constitute service in the armed forces, unless 
in connection with such reserve service an individual is on active military duty as 
determined by the applicable military authority other than weekend or summer 
training. For purposes of this provision reserve forces are defined as reserve 
forces of any branch of the military of the United States or of any other country 
or international authority, including but not limited to the National Guard of the 
United States or the national guard of any other country; 

•   

 • any incident related to: 1) travel in an aircraft as a pilot, crew member, flight 
student or while acting in any capacity other than as a passenger; 2) travel in an 
aircraft for the purpose of parachuting or otherwise exiting from such aircraft 
while it is in flight; 3) parachuting or otherwise exiting from an aircraft while such 
aircraft is in flight except for self-preservation; 4) travel in an aircraft or device 
used for testing or experimental purposes; by or for any military authority; or for 
travel or designed for travel beyond the earth’s atmosphere; 

•   
 • committing or attempting to commit a felony; 

• the voluntary intake or use by any means of: 1) any drug, medication or 
sedative, unless it is: taken or used as prescribed by a Physician, or  an “"over 
the counter”" drug, medication or sedative, taken as directed; 2) alcohol in 
combination with any drug, medication, or sedative; or 3) poison, gas, or fumes; 

 

 • war, whether declared or undeclared; or act of war, insurrection, rebellion, riot; 
•  

 • driving a vehicle or operating another device while intoxicated as defined by the 
laws of the jurisdiction in which the vehicle or other device was being operated. 

 



 

  
 

MetLife Cost & Benefits Summary 
9/24/2019 12:40 PM Page 12 of &quot P3046367.1182179. 

 

Highlights 

Broker Commissions included in the rate:  Flat 15.00% 
 

Expected Participation 
Basic Life:  100% 
Basic AD&D:  100% 
Supplemental Term Life:  54% and at least 10 covered lives. 
Supplemental Dependent Life:  54% 
 

Employee Contributions 
Basic Life:  0% 
Basic AD&D:  0% 
Supplemental Term Life:  100% 
Supplemental Dependent Life:  100% 

Situs is ALABAMA 

Financial Arrangement:  Non-retrospectively Experience Rated 

Final rates will be based on actual enrollment and contribution levels. 

Submit complete enrollment materials by the 15th of the month preceding the effective date to ensure prompt 
Underwriting review. 

Benefits terminate at retirement for: 
Basic Life 
Basic AD&D 
Supplemental Term Life 
Supplemental Dependent Life 

AD&D Benefits terminate when the corresponding Life Benefits terminate. 

Actively at Work 
 
On the Group Policy Effective Date, MetLife will cover those not Actively at Work in accordance with the following 
guidelines: 

• All Employees will be covered under the transition rules for the MetLife Group Policy, regardless of their 

Actively At Work status, provided: 

o Their coverage was in force under the prior plan on the day before the MetLife Group Policy 

effective date, and  

o A Waiver of Premium disability claim was not previously approved by the prior carrier.  Individuals 

who have previously been approved for Waiver of Premium will retain life insurance protection under 
the prior carrier’s policy.  

• The Group Life insurance provided under the transition rules for the MetLife Group Policy is equal to the 

lesser of: 

o The coverage amount under the prior plan, and 

o The coverage amount under the MetLife plan for the applicable employee class and coverage type 

• For each participant not Actively At Work on the MetLife Group Policy effective date, transition coverage 

would continue under these rules until the earliest of the following to occur: 

o The date the employee returns to work as an active Full-Time Employee, at which time active 

employee coverage will supersede the transition coverage   

o The last day of the 12 month period following the MetLife coverage effective date 

o The last day the employee would have been covered under the prior policy had it not terminated (in 

other words, the date an individual’s coverage under the prior policy would have ceased for some 
reason unrelated to the policy ending) 
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o The date coverage would end pursuant to the termination provisions of the MetLife certificate 

o The date extension protection is provided under the Waiver of Premium provision of the prior 

carrier’s policy (i.e. approval of a premium waiver claim on account of a  disability that occurred while 
the employee’s coverage under the prior policy was in force) 

 
If not already provided, please provide a listing of Non-Actively at Work employees that includes age, gender, amount 
of insurance, date of, and reason for disability of all such disabled individuals, for risk evaluation. 
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Summary of Benefits 

VISION  
 

Vision 

Class Description All Active Full Time Employees (30 Hours) 

Plan Name M150A-10/10-M 

Reimbursement In-Network Coverage 

(Using a Network Provider) 

Out-of-Network Reimbursement 

(Using a Non-Network Provider) 

Eye Examination   

Comprehensive exam of visual functions 
and prescription of corrective eyewear. 

$10 copay $45 allowance 

Retinal Imaging 

This screening is used to take pictures of the 
inside of the eye particularly the retina to look 
for possible changes. 

Up to $39 copay Applied to the exam allowance 

Materials / Eyewear 

(Either Glasses or Contacts) 

  

Standard Corrective Lenses 

• Single vision 

 

$10 copay $30 allowance 

• Lined bifocal 

 

$10 copay $50 allowance 

 

• Lined trifocal 

 

$10 copay $65 allowance 

• Lenticular 

 

$10 copay $100 allowance 
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Standard Lens Enhancement   

• Ultraviolet coating Covered in Full Applied to the allowance for the 
applicable corrective lens  

• Polycarbonate (child up to age 18) Covered in Full Applied to the allowance for the 
applicable corrective lens  

Additional Lens Enhancements1   

• Progressive Standard Up to $55 copay $50 allowance 

• Progressive Premium/Custom Premium: Up to $95-$105 copay 
Custom: Up to $150-$175 copay 

$50 allowance 

• Polycarbonate (adult) Single Vision: Up to $31 copay 
Multifocal: Up to $35 copay 

Applied to the allowance for the 
applicable corrective lens  

• Scratch-resistant coating (variable 
by type) 

Up to $17 - $33 copay Applied to the allowance for the 
applicable corrective lens  

• Tints (variable by type) Single Vision: Up to $17 - $34 
copay 

Multifocal: Up to $17 - $44 copay 

Applied to the allowance for the 
applicable corrective lens  

• Anti-reflective coating (variable by 
type) 

Up to $41 - $85 copay Applied to the allowance for the 
applicable corrective lens  

• Photochromic (variable by type) Up to $47 - $82 copay  Applied to the allowance for the 
applicable corrective lens 

Frame Allowance 

(You will receive an additional 20% off any 

amount that you pay over your allowance. 

This offer is available from all participating 

locations except Costco, Walmart and Sam’s 

Club.) 

• Costco, Walmart* and Sam’s Club* 

• *Network available nationwide 
effective 8/1/2019 except for 
Arkansas which will be available 
1/1/2020. 

 

 

 

$150 allowance  

 

 

 

$85 allowance  

 

 

$70 allowance 

Contact Lenses   

• Elective $150 allowance $105 allowance 

• Necessary Covered in full after eyewear 
copay 

$210 allowance 

• Contact Fitting and Evaluation 

 

Standard or Premium fit: 

Covered in full with a maximum 
copay of $60 

Applied to the contact lens allowance 

Value Added Features 

Additional Savings on Glasses and 
Sunglasses1 

 
Get 20% off the cost for additional pairs of prescription glasses and non-
prescription sunglasses, including lens enhancements. At times, other 
promotional offers may also be available. 
 



 

  
 

MetLife Cost & Benefits Summary 
9/24/2019 12:40 PM Page 16 of &quot P3046367.1182179. 

 

Laser Vision correction2  
Savings averaging 15% off the regular price or 5% off a promotional offer 
for laser surgery including PRK, LASIK and Custom LASIK. Offer is only 
available at MetLife participating locations.  

 

1Member costs for listed lens enhancements will be limited to copays that MetLife has negotiated with 

participating providers.  These copays can be viewed by members after enrollment at 

www.metlife.com/mybenefits.  All lens enhancements are available at participating private practices. Maximum 

copays and pricing are subject to change without notice. Please check with your provider for details and copays 

applicable to your lens choice. Please contact your local Costco, Walmart and Sam’s Club to confirm the 

availability of lens enhancements and pricing prior to receiving services. Additional discounts may not be 

available in certain states. 

2 Custom LASIK coverage only available using wave front technology with the microkeratome surgical device. 
Other LASIK procedures may be performed at an additional cost to the member. Laser vision care discounts are 
only available from participating locations. 

 
Supplemental Rider Benefit Information 

In-Network Out-of-Network 

Low Vision                                                                       Once every 24 months 

• Provides additional benefits to members who are not legally blind, but whose eyesight 

cannot be corrected to 20/70 with the use of optical lenses. Not available at retail chains 

including Costco, Walmart and Sam’s Club.  

• Supplemental evaluation: Covered in full up to a benefit maximum. Maximum of two 

tests within a two-year period.   

• Supplemental aids: 75% of allowable amount up to benefit maximum. 

• Benefit maximum: $1,000 every two years. 

 

Low vision:    
-Supplemental 

evaluation and aids: 
Same as in-network 

benefits. 

 

 
  

Vision Rate per Employee Lives 
Est Monthly 

Premium 
Est Annual Premium 

 Employee Only $9.19 197 $6,968 $83,621 

 Employee + 1 
Dependent 

$13.33 143   

 Employee + 
Family 

$23.91 136     

 Total  476   

Rates are guaranteed from January 1, 2020 - December 31, 2022 (36 months) 
  

http://www.metlife.com/mybenefits
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Frequency / Exclusions 
 

Class Description: All Active Full Time Employees 
Frequencies 

 Examinations  1 per 12 Months 

 Standard Corrective Lenses  1 per 12 Months 

 Frames  1 per 12 Months 

 Contact Lenses  1 per 12 Months 
Either glasses or contacts allowed per frequency  

 

Exclusions 

 Services and/or materials not specifically included in the Summary of Benefits as covered Plan Benefits. 
 Any portion of a charge in excess of the Maximum Benefit Allowance or reimbursement indicated in the Summary of 

Benefits. 
 Plano lenses (lenses with refractive correction of less than ± .50 diopter) 
 Two pairs of glasses instead of bifocals. 
 Replacement of lenses, frames and/or contact lenses furnished under this Plan which are lost, stolen or damaged, 

except at the normal intervals when Plan Benefits are otherwise available. 
 Orthoptics or vision training and any associated supplemental testing. 
 Medical or surgical treatment of the eyes. 
 Prescription and non-prescription medications. 
 Contact lens insurance policies or service agreements. 
 Refitting of contact lenses after the initial (90-day) fitting period. 
 Contact lens modification, polishing or cleaning. 
 Local, state and/or federal taxes, except where MetLife is required by law to pay. 
 Any eye examination or any corrective eyewear required as a condition of employment. 
 Services and supplies received by You or Your Dependent before the Vision Insurance starts for that person. 
 Missed appointments. 
 Services or materials resulting from or in the course of a Covered Person’s regular occupation for pay or profit for 

which the Covered Person is entitled to benefits under any Workers’ Compensation Law, Employer’s Liability Law or 
similar law.  You must promptly claim and notify the Company of all such benefits. 

 Services: (a) for which the employer of the person receiving such services is not required to pay; or (b) received at a 

facility maintained by the Employer, labor union, mutual benefit association, or VA hospital. 
 Services or materials received as a result of disease, defect, or injury due to war or an act of war (declared or 

undeclared), taking part in a riot or insurrection, or committing or attempting to commit a felony. 
 Services and materials obtained while outside the United States, except for emergency vision care. 
 Services, procedures, or materials for which a charge would not have been made in the absence of insurance. 

Highlights 

Broker Commissions included in the rate: Flat 10.00% 
 

Expected Participation: 51% 

Employee Contributions: 100% 

Financial Arrangement: Non-retrospectively Experience Rated 
 

Situs is ALABAMA 
 
 

SIC Code: 9111 

Dependent Child Definition: A Child is covered up to age 26; A student is covered up to age 26. 

This quote assumes the plan is a Section 125 plan. 
 

An Open Enrollment period occurring annually is included 
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Summary of Benefits 

Short Term Disability  
 

Short Term Disability 

Class Description All Active Full Time Employees (30 Hours) 

Weekly Benefit Amount 60% 

Maximum Weekly Benefit $500  

Minimum Weekly Benefit* $20  

Elimination Period Accident – 30 days 

 Sickness – 30 days 

Benefit Duration 22 weeks 

Rehabilitation Incentives 

included in quote 

(details in limitations and definitions) 

Work Incentive 
Rehabilitation Program Incentive 
Family Care Incentive 
Moving Expense Incentive 

* The minimum weekly benefit is subject to overpayment situations and any applicable rehabilitation incentives. 

 
 

Short Term Disability 
Rate per $10 

Of Covered Weekly 
Benefit 

Covered Weekly 
Benefit 

Est Monthly 
Premium 

Est Annual Premium 

STD     

Less than 30 $0.307 $17875.75 $5,480 $65,757 

30-34 $0.292 $16329.79   

35-39 $0.277 $19142.66   

40-44 $0.285 $20534.91   

45-49 $0.322 $16429.92   

50-54 $0.367 $21384.57   

55-59 $0.457 $19894.17   

60-64 $0.555 $13635.12   

65+ $0.630 $5695.68   

Rates are guaranteed from January 1, 2020 - December 31, 2022 (36 months) 
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All Active Full Time Employees 

Limitations and Definitions 

Definition of Disability Due to a Sickness, or as a direct result of accidental injury: 
 the employee is receiving Appropriate Care and Treatment and 

complying with the requirements of such treatment, and  
 is unable to earn more than 80% of their predisability earnings at their 

Own Occupation for any employer. 

Pre-Existing Condition 3/12 

Pre-Existing Condition Limitation  
Pre-existing Condition means a Sickness or accidental injury for which the 
employee: 

• Received medical treatment, consultation, care, or services; or 

• Took prescription medication or had medications prescribed 
  

in the 3 months before insurance or any increase in the amount of insurance 

under the certificate takes effect. 
  

We will not pay benefits, or any increase in benefit amount due to an elected 

increase in the amount of insurance for a Disability that results from a Pre-

existing Condition, if the employee has been Actively at Work for less than 12 

consecutive months after the date their Disability insurance or the elected 

increase in the amount of such insurance takes effect under the certificate. 

Reduction of Benefits: Benefits will be reduced by income and recoveries from certain other sources 

including but not limited to: Social Security disability or retirement benefits 

received or eligible to receive because of Disability; any state, public or 

federal employee retirement or disability plan benefits received or eligible to 

receive because of Disability, including State Teachers Retirement System 

(STRS), Public Employee Retirement System (PERS) or Federal Employee 

Retirement System (FERS); group insurance policies; certain early retirement 

plans; no-fault auto laws; governmental compulsory benefit plan or program; 

other disability programs or plans, sick pay, or other salary continuation; 

Workers’ Compensation benefits; occupational disease laws; maritime 

maintenance and cure; third party recoveries; and unemployment insurance 

laws or programs. 

 
If there is a reasonable basis for You to apply for benefits under the Federal 
Social Security Act, a government compulsory plan or program, or STRS, 
PERS or FERS Benefit Plans or Programs, We expect You to apply for them. 
To apply for Social Security benefits means to pursue such benefits until You 
receive approval from the Social Security Administration, or a notice of denial 
of benefits from an administrative law judge. With respect to benefits under a 
government compulsory plan or program, or STRS, PERS or FERS Benefit 
Plans or Programs, to apply means to pursue such benefits through all 
applicable levels of appeal provided for under such benefit plans or programs. 
 
We will reduce the amount of Your Disability benefit by the amount of Social 
Security benefits, we estimate that You, Your Spouse or child(ren) are eligible 
to receive because of Your Disability or retirement.  We will reduce Your 
Disability benefits by such estimated Social Security benefits starting with the 
first Disability benefit payment coincident with the date You were eligible to 
receive Social Security benefits 
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We will reduce Your Disability benefit by the amount of such government 

compulsory benefit plan or program benefit, or STRS, PERS or FERS benefit 

that We estimate You are eligible to receive, provided that We have the 

reasonable means to make such an estimate. We will start to do this with the 

first Disability benefit payment under this certificate coincident with the date 

You were eligible to receive such government compulsory benefit plan or 

program benefit, or STRS, PERS or FERS benefits under any such plans or 

programs. 

Occupational Benefits: Non-Occupational Coverage 

Definition of Pre-disability Earnings The amount of the employee’s gross salary or wages from his/her employer as 
of the day before his/her disability began.  Pre-disability earnings includes: W2 
Reportable Income. 
 
The term does not include: 

•  The grant, award, sale, conversion, and/or exercise of shares of stock or 

stock options; 

•  The Employer’s contributions on Your behalf to any deferred 

compensation arrangement or pension plan; or 

•  Any other compensation from the Employer. 

  

Work Incentive While disabled and receiving a Weekly Benefit, employees may receive up to 

100% of Pre-disability Weekly Earnings, including family care expense 

reimbursement, Rehabilitation incentive, return-to-work earnings, and other 

income benefits. 

Rehabilitation Incentive 10% increase in the Weekly Benefit if participating in an approved 

Rehabilitation Program. 

Family Care Incentive If the employee works or participates in a Rehabilitation Program while they 

are Disabled, starting with the 4th Weekly Benefit payment, reimbursement 

may be provided for up to $100 per week for eligible Family Care expenses 

incurred by an employee for each eligible family member during the benefit 

period. 

Moving Expense Incentive If the employee participates in a Rehabilitation Program while they are 

Disabled, reimbursement may be provided for expenses incurred in order to 

move to a new residence if recommended as part of the Rehabilitation 

Program. 

Temporary Recovery If the employee returns to Active Work before completing the Elimination 

Period and then becomes Disabled, they will have to complete a new 

elimination period.  If the employee returns to Active Work, after they begin to 

receive Weekly Benefits, for a period of 50 days or less than becomes 

Disabled again due to the same or related condition, they will not have to 

complete a new Elimination Period. 

Continuity of Coverage Provided for groups where this plan will replace an inforce insured plan in 

force on the day immediately preceding the effective date of this plan. 

Organ Donor Benefit 10% increase in the Weekly Benefit if Disability is a result of an Organ 

Transplant Procedure. 
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Exclusions 
 

We will not pay for any Disability caused or contributed to by: 

• War, whether declared or undeclared, or act of war, insurrection, rebellion, or terrorist act; 

• Your active participation in a riot; 

• Intentionally self-inflicted injury; 

• Any injury for which You are entitled to benefits under Workers’ Compensation or a similar law 

• Attempted suicide; or 

• Commission of or attempt to commit a felony. 
We will not pay Short Term Benefits for any Disability caused or contributed to by elective treatment or procedures, such 
as: 

• Cosmetic surgery or treatment primarily to change appearance; 
• Reversal of sterilization; 
• Liposuction; 
• Visual correction surgery; and 
• In vitro fertilization, embryo transfer procedure, or artificial insemination. 

However, pregnancies and complications from any of these procedures will be treated as a Sickness. 
  



 

  

MetLife Cost & Benefits Summary 
9/24/2019 12:40 PM Page 22 of &quot P3046367.1182179. 

 

Short Term Disability Coverage Highlights 

Broker Commissions included in the rate:  Flat 15.00% 
  

 Expected Participation:   38% 
  

 Employee Contributions:   100% 
  

 
  

 Financial Arrangement:  Non-retrospectively Experience Rated 
  

 Situs is ALABAMA 
 

States with Mandated Employees: 
This quote specifically addresses short-term disability coverage that is supplemental to any state mandated benefits and 
does not replace the employer’s responsibility to provide state mandated benefits coverage for non-occupational 
disabilities to their employees in these states: 
STD 
All Active Full Time Employees:   

Actively at Work provision applies 

Taxability:  Post-Tax Payroll Deduction 

Employer FICA Match: MetLife is not the agent for purposes of remitting the Employer share of FICA.  MetLife is not the 
agent for tax remitting, therefore the Employer is responsible for issuing W-2s, remitting and reporting the Employer 
share of FICA, reporting wages and taxes on their Form 941 and state or federal unemployment tax remitting and 
reporting.  If requested, MetLife will automatically withhold and remit federal and state taxes and the employee share of 
FICA from taxable benefit payments.  MetLife will issue the W-2s for taxable benefits using the Employer's name and 
EIN at no charge if requested by the Employer, but we are not the agent, therefore the Employer still retains all the 
responsibilities noted above minus the W-2 responsibility.  If the Employer uses the services of a payroll vendor, they 
should discuss this with the vendor to determine if it will cause any reporting issues. 

Rehabilitation Program Participation: Disability benefit payments will end on the date the employee ceases or refuses to 
participate in a Rehabilitation Program that MetLife requires. 

MetLife has made every effort to quote a plan that matches the substance of the requested plan design to the best of 
our ability, based on the plan documentation made available at the time of quote. The actual language used in the 
contracts will reflect what is filed in the applicable jurisdictions. Our rates are based on the plan design illustrated in this 
Cost & Benefit Summary. 
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Summary of Benefits 

Long Term Disability  
 

Long Term Disability 

Class Description All Active Full Time Employees (30 Hours) 

Monthly Benefit 50% of Pre-disability Earnings 

Maximum Monthly Benefit $5,000.00 

Minimum Monthly Benefit* $100.00 

Elimination Period 180 Days or until the end of the STD Maximum Benefit Period. 

Own Occupation Period 24 months 

Social Security Integration Family Social Security  

Benefit Duration RBD w/ SSNRA 

 The later of Your Normal Retirement Age as defined by Social Security or 
the period shown below:  
 

 Age on Date of 
Your Disability 
less than 60 
60 
61 
62 
63 
64 
65 
66 
67 
68 
69 and over 

 
Benefit Duration 
to age 65 
60 months 
48 months 
42 months 
36 months 
30 months 
24 months 
21 months 
18 months 
15 months 
12 months 

Rehabilitation Incentives 

included in quote 

(details in limitations and definitions) 

Work Incentive 
Rehabilitation Program Incentive 
Family Care Incentive 
Moving Expense Incentive 

Employee Assistance Program Employee Assistance Program is not included. 

Survivor Benefit Included in this quote 

Cost of Living Adjustment Cost of Living Adjustment does not apply. 

*The minimum monthly benefit is subject to overpayment situations and any applicable rehabilitation incentives. 

 
 

Long Term Disability 
Rate per $100 

Of Covered Monthly 

Payroll 

Covered Monthly 
Payroll 

Est Monthly 
Premium 

Est Annual Premium 

Package with Life and Vision $0.203 $3,416,609 $6,936 $83,229 

 

Rates are guaranteed from January 1, 2020 - December 31, 2022 (36 months) 
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Limitations and Definitions 

Definition of Disability Due to a Sickness, or as a direct result of accidental injury: 

• The employee is receiving Appropriate Care and Treatment and 
complying with the requirements of such treatment, and  

  

• During the elimination period and the next 24 months is unable to earn 

more than 80% of pre-disability earnings at their Own Occupation for 

any employer in their National economy, and  

• After such period, is unable to earn more than 60% of their pre-

disability earnings from any employer in their National economy at any 

gainful occupation for which they are reasonably qualified taking into 

account their training, prior education and experience. 

 

Definition of Predisability Earnings The amount of the employee’s gross salary or wages from his/her 
employer as of the day before his/her disability began.  Pre-disability 
earnings includes: W2 Reportable Income.  
 
The term does not include: 

•  The grant, award, sale, conversion, and/or exercise of shares of 

stock or stock options; 

•  The Employer’s contributions on Your behalf to any deferred 

compensation arrangement or pension plan; or 

• Any other compensation from the Employer. 

 

Pre-Existing Condition 3/12 

Pre-Existing Condition Limitation Pre-existing Condition means a Sickness or accidental injury for which 
the employee: 

• Received medical treatment, consultation, care, or services; or 

• Took prescription medication or had medications prescribed 
in the 3 months before insurance or any increase in the amount of 
insurance under the certificate takes effect.   

  

We will not pay benefits, or any increase in benefit amount due to an 
elected increase in the amount of insurance for a Disability that results for 
a Pre-existing Condition, if the employee has been Actively at Work for 
less than 12 consecutive months after the date their Disability insurance 
or the elected increase in the amount of such insurance takes effect 
under the certificate. 
 

Work Incentive While disabled and receiving a Monthly Benefit, employees may receive 
up to 100% of Predisability Monthly Earnings, including family care 
expense reimbursement, Rehabilitation incentive, return-to-work 
earnings, and other income benefits. After the first 24 months following 
the employees return to work, MetLife will reduce the employees Monthly 
Benefit by 50% of the amount the employee earns from working while 
Disabled. 
 

Rehabilitation Incentive 10% increase in the Monthly Benefit if participating in an approved 
Rehabilitation Program. 
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Family Care Incentive If the employee works or participates in a Rehabilitation Program while 
they are Disabled, reimbursement may be provided for up to $400 per 
month for eligible Family Care expenses incurred by an employee for 
each eligible family member during the first 24 months of benefit 
payments. 
 

Moving Expense Incentive Moving Expense Incentive: If the employee participates in a 
Rehabilitation Program while they are Disabled, reimbursement may be 
provided for expenses incurred in order to move to a new residence if 
recommended as part of the Rehabilitation Program. 
 

Temporary Recovery If the employee returns to Active Work before completing the Elimination 
Period and then becomes Disabled again due to the same or related 
condition, a new Elimination Period is not required provided the return to 
full time work is within a period of 60 work days or less.  MetLife will 
count the days worked while Disabled toward the satisfaction of the 
Elimination Period. If the return to Active Work is greater than 60 work 
days, a new Elimination Period is required.  
 
If the employee returns to Active Work, after they begin to receive 
Monthly Benefits, for a period of 180 continuous days or less and 
becomes Disabled again due to the same or related condition, they will 
not have to complete a new Elimination Period. 

Zero Day Residual If the employee continues to meet the Definition of Disability, the 
elimination period may be satisfied during part-time employment. 
 

Survivor Benefit If the employee dies while they are Disabled, a single sum payment 
equal to 3 times the employee's last net Monthly Benefit is made to the 
employee’s survivor.  
 

Continuity of Coverage Provided for groups where this plan will replace an inforce insured plan 
in force on the day immediately preceding the effective date of this plan. 
 

Cost of Living Freeze Cost of Living Freeze is included in this quote. 
 

Waiver of Premium Premium payments for Disabled employees are waived while benefits 
are payable. 
 

Indexing For the purposes of determining whether an employee continues to be 
Disabled and for calculating the Work Incentive, we will add to the 
employee's Pre-disability Earnings an amount equal to the lesser CPI or 
7% 
 

Specific Disabilities  
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Mental or Nervous Disorders or 
Diseases unless due to  

If the employee is Disabled, Disability benefits are limited to a lifetime 
maximum of 24 months. 

Neurocognitive Disorders BiPolar I Disorder will also be limited. 
   Schizophrenia will also be limited. 
    

Combined monthly maximum limitation from date benefits begin with 
other limited conditions: Yes 
 

Chronic Fatigue Syndrome and Related 
Disorders 

If the employee is Disabled, Disability benefits are limited to a lifetime 
maximum of 24 months. 
 
Combined monthly maximum limitation from date benefits begin with 
other limited conditions: Yes 
 

Neuromuscular, Musculoskeletal or 
Soft Tissue Disorder 

If the employee is Disabled, Disability benefits are limited to a lifetime 
maximum of 24 months. 
 
Combined monthly maximum limitation from date benefits begin with 
other limited conditions: Yes 
 

Alcohol, Drug or Substance Abuse or 
Addiction 

If the employee is Disabled, Disability benefits are limited to a lifetime 
maximum of 24 months. 
 
Combined monthly maximum limitation from date benefits begin with 
other limited conditions: Yes 
 

Fibromyalgia If the employee is Disabled, Disability benefits are limited to a lifetime 
maximum of 24 months. 
 
Combined monthly maximum limitation from date benefits begin with 
other limited conditions: Yes 
 

 
 
 
 

 Exclusions 

We will not pay for any Disability caused or contributed to by: 

• War, whether declared or undeclared, or act of war, insurrection, rebellion, or terrorist act; 

• Your active participation in a riot; 

• Intentionally self-inflicted injury; 

• Attempted suicide; or 

• Commission of or attempt to commit a felony. 
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Long Term Disability Coverage Highlights 

Broker Commissions included in the rate:  Flat 15.00% 

 

Expected Participation:  100% 

 

Employee Contributions:  0% 

 

Financial Arrangement(s):  Non-retrospectively Experience Rated 
 

Situs is ALABAMA 

Foreign National(s):  Does Not Apply 
 

Actively at Work provision applies 

Employer FICA Match: MetLife will remit the Employer share of FICA to the Department of Treasury Internal Revenue 
Service as agent on behalf of the Employer.  The Employer must complete and return the executed Agency Agreement 
to MetLife prior to this agreement taking effect.  If requested, MetLife will automatically withhold and remit federal and 
state taxes and the employee share of FICA from taxable benefit payments.  MetLife will automatically produce W-2s 
with MetLife's name and Tax ID and report on our Form 941.  MetLife does not remit state or federal unemployment 
taxes, locality taxes or Virgin Island and Puerto Rico "state" taxes.   
 

This service is only available when the premium contributions are 100% Employer paid.  No portion of premium will be 

permitted to be gathered or paid from employee contributions. 
 

Rehabilitation Program Participation: Disability benefit payments will end on the date the employee ceases or refuses to 

participate in a Rehabilitation Program that MetLife requires. 
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Reductions: Benefits will be reduced by income and recoveries from certain other sources including but not limited to: 

Social Security disability or retirement benefits received or eligible to receive because of Disability; any state, public or 

federal employee retirement or disability plan benefits received or eligible to receive because of Disability, including 

State Teachers Retirement System (STRS), Public Employee Retirement System (PERS) or Federal Employee 

Retirement System (FERS); group insurance policies; certain early retirement plans; no-fault auto laws; governmental 

compulsory benefit plan or program; other disability programs or plans, sick pay, vacation pay, or other salary 

continuation; Workers’ Compensation benefits; occupational disease laws; maritime maintenance and cure; third party 

recoveries; and unemployment insurance laws or programs. 

 

If there is a reasonable basis for You to apply for benefits under the Federal Social Security Act, a government 

compulsory plan or program, or STRS, PERS or FERS Benefit Plans or Programs, We expect You to apply for them. To 

apply for Social Security benefits means to pursue such benefits until You receive approval from the Social Security 

Administration, or a notice of denial of benefits from an administrative law judge. With respect to benefits under a 

government compulsory plan or program or STRS, PERS or FERS Benefit Plans or Programs, to apply means to pursue 

such benefits through all applicable levels of appeal provided for under such benefit plans or programs. 

 

We will reduce the amount of Your Disability benefit by the amount of Social Security benefits, We estimate that You, 

Your Spouse or child(ren) are eligible to receive because of Your Disability or retirement.  We will reduce Your Disability 

benefits by such estimated Social Security benefits starting with the first Disability benefit payment coincident with the 

date You were eligible to receive Social Security benefits 
We will reduce Your Disability benefit by the amount of such government compulsory benefit plan or program benefit, or 
STRS, PERS or FERS benefit that We estimate You are eligible to receive, provided that We have the reasonable 
means to make such an estimate. We will start to do this with the first Disability benefit payment under this certificate 
coincident with the date You were eligible to receive such government compulsory benefit plan or program benefit, or 
STRS, PERS or FERS benefits under any such plans or programs. 

 
MetLife has made every effort to quote a plan that matches the substance of the requested plan design to the best of our 
ability, based on the plan documentation made available at the time of quote. The actual language used in the contracts 
will reflect what is filed in the applicable jurisdictions. Our rates are based on the plan design illustrated in this Cost & 
Benefit Summary. 
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Underwriting Assumptions 

PlanSmart*- PlanSmart is a multifaceted program, offered at no additional cost, which enables you to provide your 
employees with access to a range of financial and retirement education resources through on-site workshops, with 
optional personal consultations and decision-support assistance. 
 
Retirewise - Retirewise is an in-depth program consisting of a four-part series of workshops that deliver objective 
information covering a broad spectrum of retirement issues from Estate Planning to Tax Planning. Each workshop is 
delivered by a locally based financial professional. 
 
Available to those enrolled in Life Insurance coverages: 
 
Delivering the Promise® (DTP) - DTP provides valuable support and assistance at the time of a claim. Specialists 
help beneficiaries and their families identify eligible benefits, file insurance and annuity claims, and identify local 
resources, including grief counseling services and government agencies. 
 
Available to those enrolled in the Basic Life coverage: 
 
Transition Solutions - Transition Solutions is an educational program that provides the support your employees 
need to make informed decisions when faced with a loss or reduction in coverage, for any reason.  In addition to the 
outreach from a qualified professional, MetLife offers a limited record-keeping process for sending standardized 
letters to your employees, notifying them of their coverage continuation and conversion options. 
 
*Certain conditions apply. Please discuss with your MetLife representative to determine if this program is right for 
your company. 

WillsCenter.com: Online will prep service offered through SmartLegalForms, Inc., available to all customers at no 
charge. 

If insurance coverage is provided, it will be governed by the terms and conditions of the insurance policy and applicable 
law.  If administrative services are provided, they are governed by the terms and condition of the administrative 
services agreement and by applicable law. 

If MetLife is requested to duplicate contractual provisions from the prior carrier, such provisions must be compatible 
with all MetLife's standards. 

The quoted rates and or fees are based upon the request received.  If new or additional information in connection with 

this request is provided, MetLife reserves the right to change its quote at any time before the effective date.  After the 

effective date, rate and or fees are subject to the terms and conditions of the policy and or administrative services 

agreement. 

Only those eligible persons residing in the United States may be covered.  Any others must be approved by MetLife. 

NOTICE REGARDING NON-US COVERAGE 

When providing you with information concerning a group insurance policy issued or proposed to your affiliate or 

subsidiary outside the United States by a Metropolitan Life Insurance Company (MLIC) affiliate or by other locally 

licensed insurers that are members of the MAXIS Global Benefits Network (MAXIS GBN), New York insurance law 

requires the person providing the information to be licensed as an insurance broker.  In this capacity, the information 

provided to you will only be on behalf of such insurers and not on behalf of MLIC or any other insurer that is not a 

member of MAXIS GBN.   Please note that while MLIC is a member of MAXIS GBN and is licensed to transact 

insurance business in New York, the other MAXIS GBN member insurers are not licensed or authorized to do business 

in New York.  The group insurance policies they issue are for coverage outside the United States and are governed 

by the laws of the country they were issued in. These policies have not been approved by the New York 

Superintendent of Financial Services, are not subject to all of the laws of New York, and are not protected by the New 

York State Guaranty Fund. 

Some services in connection with the coverage may be performed by our affiliate, MetLife Services and Solutions, 
LLC.  These service arrangements in no way alter Metropolitan Life Insurance Company’s obligations. Coverage will 
continue to be administered in accordance with Metropolitan Life Insurance Company’s policies and procedures. 

SIC Code: 9111 
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U.S. Business Intermediary and Producer Compensation Notice 
Metropolitan Life Insurance Company, herein called MetLife, enters into arrangements concerning the sale, servicing 
and/or renewal of MetLife group insurance and certain other group-related products (“Products”) with brokers, agents, 
consultants, third party administrators, general agents, associations, and other parties that may participate in the sale, 
servicing and/or renewal of such products (each an “Intermediary”). MetLife may pay your Intermediary compensation, 
which may include, among other things, base compensation, supplemental compensation and/or a service fee. 
MetLife may pay compensation for the sale, servicing and/or renewal of products, or remit compensation to an 
Intermediary on your behalf. Your Intermediary may also be owned by, controlled by or affiliated with another person 
or party, which may also be an Intermediary and who may also perform marketing and/or administration services in 
connection with your products and be paid compensation by MetLife. 
 

Base compensation, which may vary from case to case and may change if you renew your products with MetLife, may 
be payable to your Intermediary as a percentage of premium or a fixed dollar amount. MetLife may also pay your 
Intermediary compensation that is based upon your Intermediary placing and/or retaining a certain volume of business 
(number of products sold or dollar value of premium) with MetLife. In addition, supplemental compensation may be 
payable to your Intermediary. Under MetLife’s current supplemental compensation plan (SCP), the amount payable as 
supplemental compensation may range from 0% to 8% of premium. The supplemental compensation percentage may 
be based on one or more of: (1) the number of products sold through your Intermediary during a one-year period; (2) 
the amount of premium or fees with respect to products sold through your Intermediary during a one-year period; (3) 
the persistency percentage of products inforce through your Intermediary during a one-year period; (4) the block 
growth of the products inforce through your Intermediary during a one-year period; (5) premium growth during a one-
year period; or (6) a fixed percentage or sliding scale of the premium for products as set by MetLife. The supplemental 
compensation percentage will be set by MetLife based on the achievement of the outlined qualification criteria and it 
may not be changed until the following SCP plan year. As such, the supplemental compensation percentage may vary 
from year to year, but will not exceed 8% under the current supplemental compensation plan.  
 

The cost of supplemental compensation is not directly charged to the price of our products except as an allocation of 
overhead expense, which is applied to all eligible group insurance products, whether or not supplemental 
compensation is paid in relation to a particular sale or renewal. As a result, your rates will not differ by whether or not 
your Intermediary receives supplemental compensation. If your Intermediary collects the premium from you in relation 
to your products, your Intermediary may earn a return on such amounts. Additionally, MetLife may have a variety of 
other relationships with your Intermediary or its affiliates, or with other parties, that involve the payment of 
compensation and benefits that may or may not be related to your relationship with MetLife (e.g., insurance and 
employee benefits exchanges, enrollment firms and platforms, sales contests, consulting agreements, participation in 
an insurer panel, or reinsurance arrangements). 
 

More information about the eligibility criteria, limitations, payment calculations and other terms and conditions under 
MetLife’s base compensation and supplemental compensation plans can be found on MetLife’s Website at  
www.metlife.com/business-and-brokers/broker-resources/broker-compensation. Questions regarding Intermediary 
compensation can be directed to ask4met@metlifeservice.com, or if you would like to speak to someone about 
Intermediary compensation, please call (800) ASK 4MET. In addition to the compensation paid to an Intermediary, 
MetLife may also pay compensation to your representative. Compensation paid to your representative is for 
participating in the sale, servicing, and/or renewal of products, and the compensation paid may vary based on a 
number of factors including the type of product(s) and volume of business sold. If you are the person or entity to be 
charged under an insurance policy or annuity contract, you may request additional information about the 
compensation your representative expects to receive as a result of the sale or concerning compensation for any 
alternative quotes presented, by contacting your representative or calling (866) 796-1800. 
 

Non-U.S. Coverage 
When providing you with information concerning a group insurance policy issued or proposed to your affiliate or 
subsidiary outside the United States by a MetLife affiliate or by other locally licensed insurers that are members of the 
MAXIS Global Benefits Network (MAXIS GBN), New York insurance law requires the person providing the information 
to be licensed as an insurance broker. In this capacity, the information provided to you will only be on behalf of such 
insurers and not on behalf of MetLife or any other insurer that is not a member of MAXIS GBN. Please note that while 
MetLife is a member of MAXISGBN and is licensed to transact insurance business in New York, the other MAXIS 
GBN member insurers are not licensed or authorized to do business in New York. The group insurance policies they 
issue are for coverage outside the United States and are governed by the laws of the country they were issued in. 
These policies have not been approved by the New York Superintendent of Financial Services, are not subject to all of 
the laws of New York, and are not protected by the New York State Guaranty Fund. 
 

L0419513732[exp0520][All States] 
L0818507932[exp0820][All Territories] 

http://www.metlife.com/business-and-brokers/broker-resources/broker-compensation
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QUOTE AND PLAN DESIGN CONFIRMATION 
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CUSTOMER NAME  Baldwin County Sheriff's Office 
 

 

ELIGIBILITY 

Covered Class(es) Class Description(s) 

Class 1 All Active Full-Time U.S. Employees of the 
Policyholder, classified as Sheriff, Chief Deputy, 
Colonel, Major, Captain, Lieutenant, Sergeant, 
Corporal, Deputy/Officer. 

 

PREMIUM AND FEE INFORMATION 

Annual BTA premium $1,300 per year  

Rate guarantee period Three years 
 

PLAN DESIGN 

Benefit for Class 1 Benefit Amount 

Full Amount $30,000  

   

GENERAL INFORMATION AND UNDERWRITING ASSUMPTIONS 

Situs state for policy Alabama 

Total # of BTA-eligible 
employees 

320 

SOLD effective date January 01, 2020 

Policy anniversary date January 01 

Commissions 0% 

 

COVERED ACCIDENT(S) 
FOR CLASS 1  

COVERED ACCIDENT DESCRIPTION 

Line of Duty Benefits will be paid for a Covered Loss 
sustained while acting in the line of duty.   
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COVERED LOSSES FOR CLASS 1 PERCENTAGE OF FULL AMOUNT 
PAYABLE 

Life  100%  

Hand  100% 

Foot  100% 

Arm  75% 

Leg  75% 

One Eye 100% 

Sight of One Eye  50% 

Thumb & Index Finger of Same Hand 25% 

Speech & Hearing 100% 

Speech or Hearing  50% 

Paralysis of both arms & both legs 100% 

Paralysis of both legs 75% 

Paralysis of the arm & leg on either 
side of the body  

50% 

Paralysis of one arm or leg  25% 

Brain Damage  100% 

Coma  1% monthly up to 60 months 
 

FEATURES     

Exposure to 
the Elements 

MetLife will deem a loss to be the direct result of an accidental 
injury if it results from unavoidable exposure to the elements and 
such exposure was a direct result of the accident.  . 

Presumption 
of Death 

A person will be presumed to have died as a result of an 
accidental injury if the aircraft or other vehicle in which the person 
is traveling disappears, sinks or is wrecked and the person’s body 
is not found within one year of the date the aircraft or vehicle was 
scheduled to have arrived at its destination or, if not a common 
carrier, the date the person was reported missing to the 
authorities.  
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Total Control Account (TCA)     

• Death claim proceeds paid via the TCA Settlement Option - an interest-
bearing account with draft-writing privileges 

• Relieves beneficiaries of the need to make immediate decisions about what 
to do with a lump-sum check, while giving them the flexibility to access funds 
as needed and earn interest on the proceeds as they assess their financial 
situation   

• Provides full and immediate access to the death proceeds 

• Principal and interest earned are guaranteed by the financial strength and 
claims paying ability of the Metropolitan Life Insurance Company 

• Beneficiary receives a draftbook, along with a Customer Agreement and 
other materials describing the Account  

• Unlimited draft writing privileges 

• No charges for processing TCA drafts, no monthly maintenance fees, and no 
charge for ordering additional TCA drafts 

• Accountholders receive periodic statements itemizing account activity and a 
free  Life Advice newsletter   

• Information about the TCA is available electronically through MetLife’s easy 
to use e SERVICE web site 

• Customer Service Representatives specially trained to provide service to 
beneficiaries are available through a special toll-free number 

• At their convenience, Accountholders are able to touch or speak their 
requests into the phone such as, "hear account balance", "get recent 
transactions", and "order drafts." 

 

Subject to state law, and/or group policyholder direction, the TCA is provided for 
all Life and AD&D benefits of $5,000 or more. The TCA is not insured by the 
Federal Deposit Insurance Corporation or any government agency.  The assets 
backing the TCA are maintained in the Metropolitan Life Insurance Company 
(MetLife) general account and are subject to MetLife’s creditors. MetLife bears 
the investment risk of the assets backing the TCA, and expects to receive a 
profit. Regardless of the investment experience of such assets, the interest 
credited to Total Control Accounts will never fall below the guaranteed minimum 
rate. Guarantees are subject to the financial strength and claims paying ability of  
MetLife.  
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DEFINITIONS     

Brain 
Damage 

Means permanent and irreversible physical damage to the brain 
causing the complete inability to perform all the substantial and 
material functions and activities normal to everyday life. Such 
damage must manifest itself within 30 days of the accidental injury, 
require a hospitalization of at least 5 days and persist for 12 
consecutive months after the date of the accidental injury.   

Coma Means a state of deep and total unconsciousness from which the 
comatose person cannot be aroused. Such state must begin within 
30 days of the accidental injury and continue for 7 consecutive days. 
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GENERAL EXCLUSIONS 

NOTE: These exclusions may vary according to state requirements.  For certain 
Covered Accidents, all or parts of one or more exclusions are waived.  
 
We will not pay benefits for any loss caused or contributed to by:  
1 physical or mental illness or infirmity, or the diagnosis or treatment of such 

illness or infirmity;   

2 suicide or attempted suicide;    

3 intentionally self-inflicted injury;    

4 infection, other than infection occurring in an external accidental wound or 
from accidental food poisoning;   

5 participation in Hazardous Activities such as: scuba diving; bungee 
jumping; skydiving; hang gliding; ballooning; drag racing; driving a car fitted 
for competitive racing; aerial hunting; aerial skiing; or travel in an aircraft for 
the purpose of parachuting or otherwise exiting an aircraft while the aircraft 
is in flight except for the purpose of self-preservation; 

6 service in the armed forces of any country or international authority, except 
the United States National Guard; 

7 any nuclear reaction or release of nuclear energy. This includes the 
radioactive, toxic, explosive or other hazardous or contaminating properties 
of radioactive matter; 

8 the emission, discharge, dispersal, release or escape of any solid, liquid or 
gaseous chemical or biological agent; 

9 any incident related to travel in an aircraft:  
a) as a pilot, crew member, flight student or while acting in any 

capacity other than as a passenger; 
b) and parachuting or otherwise exiting from such aircraft while the 

aircraft is in flight except for the purpose of self-preservation; 
c) that does not have a valid Certificate of Airworthiness; 
d) that is not flown by a pilot with a valid license to operate that aircraft; 
e) which is Owned, Leased, Controlled or Chartered by the 

Policyholder;  
f) or device used: 

• for testing or experimental purposes; 

• by or for any military authority for military purposes;  

• for travel or designed for travel beyond the earth’s 
atmosphere; 

• for crop dusting, spraying, or seeding; 

• for fire fighting; 

• for sky diving; 

• for hang gliding; 

• for pipeline or power line inspection; 

• for sky writing; 
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• for aerial photography or exploration; 

• for racing, endurance tests, stunt or acrobatic flying; or 

• for any use which requires a special permit from the Federal 
Aviation Administration. 

 

10 war, whether declared or undeclared; or act of war, insurrection, rebellion 
or riot.    

Exclusion for Intoxication 
We will not pay benefits for any loss if the injured party is intoxicated at the time 
of the incident and is the operator of a vehicle or other device involved in the 
incident. Intoxicated means that the injured person’s blood alcohol level met or 
exceeded the level that creates a legal presumption of intoxication under the 
laws of the jurisdiction in which the incident occurred. 

Exclusion for Commission of a Felony 
We will not pay benefits on behalf of a Covered Person for any loss caused or 
contributed to by the injured party committing or attempting to commit a felony.   

Exclusion for Drugs; Alcohol; Poison; Gas; or Fumes   
We will not pay benefits on behalf of a Covered Person for any loss caused by 
or contributed to by that person’s voluntary intake or use by any means of:   

• any drug, medication or sedative, unless it is: 
a) taken or used as prescribed by a Physician, or  
b) an “over the counter” drug, medication or sedative taken as directed; 

• alcohol in combination with any drug, medication, or sedative; or 

• poison, gas, or fumes.   
 

 
CAVEATS TO BTA QUOTE: 

1. MetLife’s BTA benefits cannot be assigned. 
2. MetLife’s BTA quote does not include an age reduction schedule. 
3. This quote only covers U.S. Employees  
4. MetLife’s BTA benefits cannot be on a standalone basis 
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File #: 19-2153, Version: 1 Item #: BP1

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Vince Jackson, Planning Director
Submitted by: Vince Jackson, Planning Director
______________________________________________________________________

ITEM TITLE
Community Rating System (CRS) Program Re-certification

STAFF RECOMMENDATION
Authorize the Chairman to execute the Annual Community Rating System (CRS) Re-certification
Form.

BACKGROUND INFORMATION

Previous Commission action/date:  October 2, 2018

Background:  Baldwin County has participated in the Community Rating System (CRS) Program
since October 1, 1995.  Re-certification is mandatory every year, and a cycle visit is mandatory every
5 years.  A re-certification form signed by the Commission Chairman is required as part of the re-
certification process.  A copy of the form is attached.

The most recent cycle visit took place during in December 2015 with the result being a Class 7 rating.
Class 7 qualifies flood insurance policyholders for a 15 percent discount in premium costs.  The next
cycle visit will take place in December 2020.

FINANCIAL IMPACT

Total cost of recommendation:  N/A

Budget line item(s) to be used:  N/A

If this is not a budgeted expenditure, does the recommendation create a need for funding?
N/A

LEGAL IMPACT
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Is legal review necessary for this staff recommendation and related documents?
N/A

Reviewed/approved by:  N/A

Additional comments:  N/A

ADVERTISING REQUIREMENTS
..
Is advertising required for this recommendation?  N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:  Commission Administration Office

Action required (list contact persons/addresses if documents are to be mailed or emailed):
Obtain the signature of the Commission Chairman and return re-certification form to the Planning and
Zoning Department.

Additional instructions/notes: Planning and Zoning Department (DJ Hart, CRS Coordinator) - Mail
signed re-certification form, along with required documentation, to the Insurance Services Office in
order to complete the re-certification process.
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Agenda Action Form

File #: 19-2095, Version: 1 Item #: CA1

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Deidra Hanak, Personnel Director
Submitted by: Deidra Hanak, Personnel Director
______________________________________________________________________

ITEM TITLE
Employee Service Award Pins Presentation

STAFF RECOMMENDATION
Make the 2019 Employee Service Pin presentation part of the record.

BACKGROUND INFORMATION

Previous Commission action/date:  N/A

Background:  The Baldwin County Commission along with the Revenue Commissioner and Probate
Judge are pleased to honor its employees for their dedicated service through the presentation of
“Employee Service Award Pins.”

The Service Award pins are awarded to those employees who have served 5 or more years with the
County. The pins are presented in increments of 5, 10, 15, 20, 25, and 30 years of service.

The County employs over 600 individuals of which 71 will be recognized.  These employees
represent over 750 years of service to our County.  Each pin represents a milestone of service and
along with longevity pay and increases in annual leave, the Commission and Elected Officials say
“THANK YOU” for your respective years of service and dedication to the citizens of Baldwin County.

FINANCIAL IMPACT

Total cost of recommendation:  N/A

Budget line item(s) to be used:  N/A

If this is not a budgeted expenditure, does the recommendation create a need for funding?
N/A
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LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
N/A

Reviewed/approved by:  N/A

Additional comments:  N/A

ADVERTISING REQUIREMENTS
..
Is advertising required for this recommendation?  N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:  N/A

Action required (list contact persons/addresses if documents are to be mailed or emailed):
N/A

Additional instructions/notes:  N/A
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 2019 Employee Service Pin Ceremony
750 Years of Service

VIOLETTA SMITH Probate Judge TANZIE SHOOTS Probate Judge

JEANINE WALKER Probate Judge

FELISHA ANDERSON Archives

PAULA JOINER Board of Registrars CYNTHIA LAMBERTH BOR

BRIAN STEWART Building Inspections

KATRINA PANNONE CIS  

KIMBERLEY NELSON Building Inspections CHRIS WELCH CIS  

DAVID BOUTWELL Highway BETTY DRYDEN Council on Aging

LENZY WILLIAMS               BRATS  BETTY CURRY Fairhope Courthouse

JIMBO BROWN Parks  

GARY PETERSON Parks  

RODGER JOHNSON Highway RYAN FORRISTEL JDC

SHARON HUNT Sales Tax PAULETTE JOHNSON JDC

RUDY KENNEDY                JDC AMANDA THWEATT BRATS  

REGINA GIDDENS Probate Judge PATSY GRAHAM BRATS  

ALICE BONNER Accounting BECKY PETERSON BRATS  

WALTER SHIPP Animal Shelter AARON JASSO BRATS  

KELLY CHILDRESS Council on Aging GINA FENDLEY BRATS  

BEVERLY JOHNSON Council on Aging FRANK COLLINS Highway

NICOLE FOSTER Solid Waste MICHAEL ROYSTER Highway

TROY CHILDRESS Solid Waste MICHAEL HOLSTON Highway

SAMUEL WILLIAMS Solid Waste MICHAEL CAMPBELL Highway

SHAUN MOODY Highway

RONALD PIPER Highway

CHARLES STANFORD Solid Waste WILLIE JOHNSON                Highway

JERRY STANFORD Solid Waste DUSTIN THWEATT Highway

AARON FOLEY Solid Waste CRYSTAL WOLFF Highway

JOHN MARINO Accounting JACK RESMONDO Highway

KYNA PHILIPS Council on Aging DOUGLAS WATTS Highway

DANIELLE BRAZWELL Building Inspections BURT JOHNSON Highway

KENNETH BYRD Highway HUNTER SKIPPER Highway

AUDRA MIZE Highway LESLIE PALMER Revenue  

RHONDA WILSON Highway HILLARY SHAW Revenue  

AMANDA CRAWFORD Revenue  

MARCIA WARD Sales Tax

STEPHEN HUGGINS BRATS  EBONY YELDING Sales Tax

SUSAN MCCAW Sales Tax ADRIAN GRAVES Solid Waste 

JAMIE BURKETT Probate Judge JOSEPH DYESS Solid Waste 

MICHELLE LONG Probate Judge MARY PHILLIPS Solid Waste 

ALICIA LASSITTER Solid Waste 

LAUREN THOMPSON Solid Waste 

DILLON SMITH Solid Waste 

5 years

10 years

15 years

20 years

25 years

30 years

35 years
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File #: 19-1958, Version: 1 Item #: CA2

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Felisha Anderson, Archives Director
Submitted by: Felisha Anderson, Archives Director
______________________________________________________________________

ITEM TITLE
Proclamation - Archives Month - October 2019

STAFF RECOMMENDATION
Adopt a Proclamation which proclaims October 2019 as “Archives Month” in Baldwin County,
Alabama, and encourages the public to visit the archives facility in Bay Minette and other archives
and museums throughout the area to discover their collections.

BACKGROUND INFORMATION

Previous Commission action/date:  October 2018

Background:  Each October the Society of American Archives, the Council of State Archivist, and
individual archives around the country celebrate Archives Month.  This is a celebration of archives
and the work of archivists who collect, preserve, care for and make accessible records and
information of importance.  Although, the profession is sometimes overlooked, archives play an
important role in preserving the American story.  Like archivist everywhere, staff of the Baldwin
County Department of Archives and History work daily to maintain Baldwin County’s history and
make it available to the public.

In honor of this celebration, staff invites the community to visit the facility to learn more about the
profession and meet those who help preserve Baldwin County’s story.  Staff would also like to use
this month to remind individuals who possess historical materials to properly care for them so that
they may be of use to future generations.  Finally, staff encourages the public to visit other archives
and museums throughout the area to discover their collections, as well.

Ms. Felisha Anderson, Archives Director will be in attendance to accept the proclamation.

FINANCIAL IMPACT

Total cost of recommendation:  N/A
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Budget line item(s) to be used:  N/A

If this is not a budgeted expenditure, does the recommendation create a need for funding?
N/A

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
N/A

Reviewed/approved by:  N/A

Additional comments:  N/A

ADVERTISING REQUIREMENTS
..
Is advertising required for this recommendation?  N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:  Administration - Have Proclamation signed by
Chairman/Commissioners prior to meeting

Action required (list contact persons/addresses if documents are to be mailed or emailed):
N/A

Additional instructions/notes:  N/A
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BALDWIN COUNTY COMMISSION 

BALDWIN COUNTY, ALABAMA 
 

PROCLAMATION 
 
 PROCLAIMING OCTOBER 2019, AS “ARCHIVES MONTH” IN BALDWIN 
COUNTY, ALABAMA. 
 

WHEREAS, much of our county’s rich and diverse heritage is contained in the 
documents and records created by and for its people; and 

 
WHEREAS, state and local governments, religious and medical institutions, colleges and 

universities, libraries, historical societies, museums, businesses, and families throughout Baldwin 
County have established archives as a means of preserving our written history; and 

 
WHEREAS, these archives collectively contain over 210 years of unique materials, 

ranging from hand-written letters and diaries to typewritten manuscripts, photographs, 
videotapes, and modern electronic data systems; and 

 
WHEREAS, archivists in Alabama are dedicated to responsibly preserving the historical 

word, maintaining records in the public trust, and making those records available for study and 
appreciation whether in a local repository or via the internet; and 

 
WHEREAS, through these archives, future generations of Baldwin County can more 

accurately study the past, learn from the accomplishments of their predecessors, trace their 
ancestors, understand their community’s pride of place, confirm property rights, and maintain 
laws, while celebrating the history of our county. 

 
WHEREAS, October remains an important time to celebrate archives and the work of 

archivists; and 
 

WHEREAS, October has been declared National Archives Month in the United States by 
the Society of American Archivists and the International Council on Archives and it is fitting 
that Baldwin County join in this observation; now therefore 
 

BE IT PROCLAIMED BY THE BALDWIN COUNTY COMMISSION, IN REGULAR 
SESSION ASSEMBLED, that the Baldwin County Commission hereby proclaims October 2019 
as “Archives Month,” in Baldwin County, Alabama, and encourages the public to visit the 
Baldwin County Archives facility and other archives and museums throughout the area. 

 
 
 IN WITNESS WHEREOF, we have hereunto set our 
 Hands and caused the Seal of the County of Baldwin 
 To be affixed at the County Seat in Bay Minette, 
 Alabama, on this 1st day of October 2019. 
 
 
 
 
 ____________________________________ 
 Commissioner, Charles F. Gruber, Chairman   
ATTEST: 
 
 
__________________________________                    
Wayne A. Dyess, County Administrator                           
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File #: 19-2069, Version: 1 Item #: CA3

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Shannon Spivey, Customer Relationships Manager
Submitted by: Adam Scarborough, Assistant CIS Director
______________________________________________________________________

ITEM TITLE
Proclamation - Customer Service Week - October 7-11, 2019

STAFF RECOMMENDATION
Adopt a Proclamation to recognize October 7-11, 2019 as Customer Service Week in Baldwin
County, Alabama.

BACKGROUND INFORMATION

Previous Commission action/date:  N/A

Background:
In 1992, Congress proclaimed Customer Service Week a nationally recognized event, celebrated
annually during the first full week in October.  The official 2019 Customer Service Week theme is
“The Magic of Service” which recognizes that good service is magical and that a kind word or going
above and beyond to help one person can lead to better communities, a better county and can
transform the world.

Shannon Spivey with the CIS Department and Susan Kilby Aaron with the Solid Waste Department
will accept this Proclamation.

FINANCIAL IMPACT

Total cost of recommendation:  N/A

Budget line item(s) to be used:  N/A

If this is not a budgeted expenditure, does the recommendation create a need for funding?
N/A
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LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
N/A

Reviewed/approved by:  N/A

Additional comments:  N/A

ADVERTISING REQUIREMENTS
..
Is advertising required for this recommendation?  N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:  N/A

Action required (list contact persons/addresses if documents are to be mailed or emailed):
N/A

Additional instructions/notes:  N/A
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BALDWIN COUNTY COMMISSION 
BALDWIN COUNTY, ALABAMA 

 
PROCLAMATION 

 
PROCLAIMING OCTOBER 7-11, 2019 AS NATIONAL CUSTOMER SERVICE WEEK IN 

BALDWIN COUNTY, ALABAMA. 
 

WHEREAS, Baldwin County Commission employees use their attentiveness, clear 
communication skills, knowledge of our county, compassion and problem-solving abilities to provide an 
excellent customer experience for everyone they serve; and  
 

WHEREAS, Baldwin County Commission employees represent a wide range of occupations and 
possess a broad array of skills and expertise to serve Baldwin County well; and 
 

WHEREAS, Baldwin County Commission employees are caring and compassionate customer 
service-oriented workers who have our citizens’ and visitors’ best interest at heart; and 
 

WHEREAS, Baldwin County Commission employees strive to provide excellent customer 
service to all of Baldwin County - from the beaches along the Gulf of Mexico, all the way to our North 
Baldwin boundaries, from the Eastern Shore, to the Alabama/Florida line and everywhere in between,  
serving our residents, visitors, and businesses throughout all 2,027 square miles with dedication and 
commitment; and  
  

WHEREAS, in 1992, President George Bush and the Congress designated the first full week in 
October of each year as “National Customer Service Week” and the Commission wishes to recognize the 
Baldwin County Commission employees for their hard work and dedication and encourage all to observe 
this week with appropriate programs and activities; now therefore  
 

BE IT PROCLAIMED BY THE BALDWIN COUNTY COMMISSION, IN REGULAR 
SESSION ASSEMBLED, that we hereby proclaim October 7-11, 2019 as NATIONAL CUSTOMER 
SERVICE WEEK in Baldwin County, Alabama.  

 
  

 
 

IN WITNESS WHEREOF, we have hereunto 
set our hands and caused the Seal of the County 
of Baldwin to be affixed at the County Seat in 
Bay Minette, Alabama, on this the 1st day of 
October 2019. 
 
 
 

                                                                              _____________________________________ 
                                                           Commissioner Charles F. Gruber, Chairman 
                                                            
  
     
 
ATTEST: 
 
 
__________________________________                    
Wayne A. Dyess, County Administrator                                               



Baldwin County Commission

Agenda Action Form

File #: 19-2106, Version: 1 Item #: EA1

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Donna Bryars, Interim Clerk/Treasurer
           Eva Cutsinger, Senior Accountant
Submitted by: Sharon Grant, Accounts Payable Supervisor
______________________________________________________________________

ITEM TITLE
Payment of Bills

STAFF RECOMMENDATION
Pay bills totaling $4,298,496.68 (four million, two hundred ninety-eight thousand, four hundred ninety-
six dollars and sixty-eight cents) with the exception of those vendors Commissioners requested to be
pulled, which are listed in the Baldwin County Accounts Payable Payments.

Of this amount, $1,923,153.00 (one million, nine hundred twenty-three thousand, one hundred fifty-
three dollars) is payable to the Baldwin County Board of Education for its portion of the County Sales
and Use Tax.

BACKGROUND INFORMATION

Previous Commission action/date: N/A

Background: N/A

FINANCIAL IMPACT

Total cost of recommendation: N/A

Budget line item(s) to be used: N/A

If this is not a budgeted expenditure, does the recommendation create a need for funding? N/A

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
N/A

Baldwin County Commission Printed on 9/26/2019Page 1 of 2

powered by Legistar™

http://www.legistar.com/


File #: 19-2106, Version: 1 Item #: EA1

Reviewed/approved by: N/A

Additional comments: N/A

ADVERTISING REQUIREMENTS
..

Is advertising required for this recommendation? N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up: N/A

Individual(s) responsible for follow up: N/A

Action required (list contact persons/addresses if documents are to be mailed or emailed): N/A

Additional instructions/notes: N/A

Baldwin County Commission Printed on 9/26/2019Page 2 of 2

powered by Legistar™

http://www.legistar.com/
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Agenda Action Form

File #: 19-2107, Version: 1 Item #: EA2

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Donna Bryars, Interim Clerk/Treasurer
           Eva Cutsinger, Senior Accountant
Submitted by: Sharon Grant, Accounts Payable Supervisor
______________________________________________________________________

ITEM TITLE
Notification of Interim Payments Approved by Clerk/Treasurer as Allowed Under Policy 8.1
STAFF RECOMMENDATION
Make the attached interim payments made by the Clerk/Treasurer totaling $2,100,747.14 (two million,
one hundred thousand, seven hundred forty-seven dollars and fourteen cents) a part of the minutes.

BACKGROUND INFORMATION

Previous Commission action/date: N/A

Background: N/A

FINANCIAL IMPACT

Total cost of recommendation: N/A

Budget line item(s) to be used: N/A

If this is not a budgeted expenditure, does the recommendation create a need for funding? N/A

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
N/A

Reviewed/approved by: N/A

Additional comments: N/A
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ADVERTISING REQUIREMENTS
..

Is advertising required for this recommendation? N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up: N/A

Individual(s) responsible for follow up: N/A

Action required (list contact persons/addresses if documents are to be mailed or emailed): N/A

Additional instructions/notes: N/A
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Baldwin County Commission

Agenda Action Form

File #: 19-2118, Version: 1 Item #: GA1

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: New
From: Wayne Dyess, County Administrator
Submitted by: Anu Gary, Administration/Records Manager
______________________________________________________________________

ITEM TITLE
Counsel for the Baldwin County Commission (County Attorney) - Considerations Related to Contract
for Services

STAFF RECOMMENDATION
As authorized at Section 6 of Act No. 239 (1931), as amended, approve the execution of a Contract
for Services between the Baldwin County Commission and Stone Crosby, P.C. applicable to the
Baldwin County Commission's appointment/designation of Counsel for the Baldwin County
Commission which position shall be styled as "County Attorney."

The contract shall be effective on October 20, 2019 and shall continue in full force and effect unless
terminated by the Baldwin County Commission or Stone Crosby, P.C., with or without cause, by
giving thirty (30) days written notice of such termination.

BACKGROUND INFORMATION

Previous Commission action/date:  September 20, 2019 - The Contract for County Attorney legal
services with the Law firm of Blackburn, Conner and Taupeka, P.C., was terminated by the
Commission, with a 30-day notice.  The termination date for the current County Attorney Contract for
Services will be effective on October 20, 2019.

Background:  The Baldwin County Commission was established by a 1931 Act of the Alabama
Legislature.  The 1931 Act is considered a local legislative act applicable only to Baldwin County,
Alabama, and is commonly referred to as Act No. 239 (1931), as amended.

Section 6 of Act No. 239 (1931), as amended, provides in pertinent part, as follows:
"The Commission shall have the duty, power, jurisdiction, authority and privilege: .... to employ
counsel for the Commission under such contract as it shall deem advantageous ..."

At this time, the Baldwin County Commission wishes to approve the appointment/designation, as
authorized by Section 6 of Act No. 239 (1931), as amended, of counsel, styled as "County Attorney"
for the Baldwin County Commission.
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FINANCIAL IMPACT

Total cost of recommendation:  TBD

Budget line item(s) to be used:  51975.5154

If this is not a budgeted expenditure, does the recommendation create a need for funding?
N/A

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
A standard Contract for Services for County Attorney.

Reviewed/approved by:  N/A

Additional comments:  N/A

ADVERTISING REQUIREMENTS
..
Is advertising required for this recommendation?  N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:  Administration Department - Obtain signature of Brad
Hicks and County Commission Chairman.  Forward a copy of the contract to Brad Hicks.  Upload
Contract to BCAP, Wayne Dyess as originator.

Action required (list contact persons/addresses if documents are to be mailed or emailed):
N/A

Additional instructions/notes:  N/A
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STATE OF ALABAMA  )  
 
COUNTY OF BALDWIN  ) 
 

 
CONTRACT FOR SERVICES 

 
THIS CONTRACT FOR SERVICES (hereafter the "Contract") is made by and between 

the Baldwin County Commission, the governing body of Baldwin County, Alabama, and a political 
subdivision of the State of Alabama (hereafter the "Baldwin County Commission"),   and   STONE 
CROSBY, P.C. (hereafter  the  "Independent   Contractor"), wherein the Independent Contractor 
agrees to provide and the Baldwin County Commission agrees to accept, in consideration  of the 
mutual covenants contained herein, the terms and services specified within this Contract. 

 
WITNESSETH: 

 
WHEREAS, the Baldwin County Commission was established by a 1931 Act of the 

Alabama Legislature which has been amended by said Alabama Legislature from time-to-time; 
and 

 
WHEREAS, the aforementioned 1931 Act is considered a local legislative act applicable only 

to Baldwin County, Alabama, which is commonly referred to as Act No. 239 (1931), as amended; 
and 

 
WHEREAS, Section 6 of Act No. 239 (1931), as amended, provides, in pertinent part, as 

follows: 
 
The Commission shall have the duty, power, jurisdiction, authority and privilege:  
...to employ counsel for the Commission under such contract as it shall deem advantageous... 

 
WHEREAS, the Baldwin County Commission, during its meeting held on October 1, 2019, 

voted to appoint/designate the Independent Contractor as Counsel for the Baldwin County 
Commission, said position identified as County Attorney; and 
 

WHEREAS, the Independent Contractor is willing to accept said position pursuant to the terms 
set forth herein. 

 
NOW, THEREFORE, in consideration of the mutual covenants and conditions contained herein 

and hereby acknowledged, the Baldwin County Commission and the Independent Contractor agree as 
follows: 
 

Article I. 
 

RECITALS 
 

The above recitals and statements are incorporated as part of this Contract as though fully set 
forth herein. 
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Article II. 
 

DEFINITIONS 
 
With Cause:  A reason exists which may or may not be made public at the sole 

discretion of the Baldwin County Commission. 
 
Without Cause:  At the sole discretion of the Baldwin County Commission and without 
                                     the need for a reason. 
 

Article III. 
 

TERM(S), PERIOD OF APPOINTMENT/DESIGNATION 
AND INDEPENDENT CONTRACTOR 

 
 The Baldwin County Commission appoints the Independent Contractor, and the Independent 
Contractor hereby accepts said appointment as County Attorney for the Baldwin County 
Commission, which appointment shall be as an independent contractor and not as an employee of the 
Baldwin County Commission, said Independent Contractor having no rights under the personnel 
merit system of Baldwin County, Alabama.  The Independent Contractor serves solely at the pleasure 
of the Baldwin County Commission and may be dismissed with or without cause to be determined 
exclusively by the Baldwin County Commission pursuant to this Contract. 
 

The Independent Contractor shall commence performance of said duties, as provided herein, 
upon the effective date of  this Contract, and the Independent Contractor shall complete the adequate 
performance of the said duties and provisions noted herein on a continuing and ongoing basis. 
 

Article IV. 
 

PERIOD OF PERFORMANCE AND NON-BINDING EFFECT 
 

The effective date of this Contract shall be the date when the Chairman of the Baldwin 
County Commission places his signature hereon and shall continue in full force and effect unless 
terminated by the Baldwin County Commission or the Independent Contractor as set forth herein. 
 

Article V. 
 

SCOPE OF SERVICES/ DUTIES 
 

The Independent Contractor shall serve as County Attorney providing legal counsel to the 
Baldwin County Commission. The Baldwin County Commission, and only the Baldwin County 
Commission, shall have supervisory control over the Independent Contractor. 

 
It is expressly understood and agreed that the Independent Contractor will continue to represent 

other clients and parties, and such representation shall not be deemed a breach of this Contract.   
In the event that the Independent Contractor has or perceives a conflict of interest which prohibits 
the Independent Contractor's representation of the Baldwin County Commission in a given matter, 
the Baldwin County Commission shall be entitled to retain other counsel to represent the Baldwin 
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County Commission in such matter.  In the event such a conflict of interest arises, the same shall not 
be deemed a breach of this Contract. 
 

Article VI. 
 

STANDARD OF PERFORMANCE 
 

The Independent Contractor shall perform all such  services  in the  manner  and according to 
the standards observed by an able legal professional of the same skill and level of competence in 
the field within which said Independent Contractor is engaged, subject to all applicable rules and 
regulations. 
 

Article VII. 
 

COMPENSATION, TAXES AND BENEFITS 
 

The Independent Contractor shall  be  paid  an  hourly  rate of  $225/hour  for  work 
performed  by  the  Independent  Contractor  and  each  attorney  within  the  Firm  providing 
services to the Baldwin County Commission.   In addition, the Baldwin County Commission shall 
pay all expenses incurred by the Independent Contractor in providing services to the Baldwin 
County Commission, including, but not limited to, court costs, deposition expenses, travel 
expenses, facsimile charges, postage expenses, telephone expenses, copying charges and outside 
legal or expert expenses.  Said payment shall be due and payable by the Baldwin County 
Commission to the Independent Contractor at the first of each month based on the invoices submitted by 
the Independent Contractor.   For extraordinary services provided by the Independent Contractor, 
including, but not limited to, the issuance of opinion letters for bond issues or other matters beyond 
the normal scope of services contemplated by the Parties, the Independent Contractor shall be 
entitled to additional compensation as agreed upon between the Independent Contractor and the 
Baldwin County Commission. 

 
The Baldwin County Commission shall not be responsible for paying any taxes on the 

Independent Contractor's behalf, and should the Baldwin County Commission be required to do so 
by state, federal, or local taxing agencies, the Independent Contractor agrees to promptly reimburse 
the Baldwin County Commission for the full value of such paid taxes plus interest and penalty, if 
any.    These taxes shall include, but  not be limited to, the following: FICA (Social Security), 
unemployment insurance contributions and income tax. 

 
The Independent Contractor understands and acknowledges that the Independent Contractor 

shall not be entitled to any of the benefits as an employee of the Baldwin County Commission 
including, but not limited to, vacation, sick leave, administrative leave, health insurance, disability 
insurance, retirement, unemployment insurance, workers' compensation and protection of tenure. 

 
Notwithstanding any statement contained in this Contract, nothing herein shall be construed or 

interpreted as affording the Independent Contractor any rights existing under the personnel merit 
system of Baldwin County, Alabama. 
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Article VIII. 
 

TERMINATION 
 
 It is understood that the Independent Contractor works at the sole discretion and the sole 

pleasure of the Baldwin County Commission.  Nothing contained in this Contract shall in any way 
prevent, limit or restrict the right of the Baldwin County Commission to terminate or not renew this 
Contract and to discontinue the services of the Independent Contractor at any time, with or without 
cause, by giving thirty (30) days written notice of such termination. Nothing contained in this 
Contract shall in any way prevent, limit or restrict the right of the Independent Contractor to 
terminate or not renew this Contract and to discontinue the services of the Independent Contractor at 
any time, with or without cause, by giving thirty (30) days written notice of such termination.  In the 
event of termination of this Contract by either Party, the Independent Contractor shall be paid 
compensation and expenses for work performed through and including the date of termination. 
 

Article IX. 
 

REMEDIES NOT EXCLUSIVE 
 

No remedy herein conferred upon or reserved to the Parties under this Contract is intended to 
be exclusive of any other remedy or remedies, and the Parties to this Contract retain each and 
every such remedy, now or hereafter existing at law or in equity or otherwise. 

 
Article X. 

 
SEVERABILITY 

 
If any one or more of the provisions contained herein shall for any reason be held to be 

invalid, illegal or unenforceable in any respect, then such provision or provisions shall be deemed 
severable from the remaining provisions hereof, and such invalidity, illegality or unenforceability 
shall not affect any other remaining provisions hereof. This Contract shall be construed as if such 
invalid, illegal or unenforceable provision had never been contained herein. 
 

Article XI. 
 

ASSIGNMENT 
 

The Independent Contractor shall not assign any rights under this Contract without the 
prior written consent of the Baldwin County Commission, and any attempt to so assign without 
such consent shall be void, without legal effect and shall constitute grounds for termination of the 
Independent Contractor and this Contract.   The retention by Independent Contractor of additional 
counsel to represent the Baldwin County Commission in a given matter shall not be regarded as an 
assignment of rights under this Contract by the Independent Contractor. 

 
 

 
 

Article XII. 
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NO WAIVER OF DEFAULT 

 
No delay or omission of the Parties to this Contract to exercise any right or power arising 

upon the occurrence of any event of default shall impair any such right or power or shall be 
construed to be a waiver of any such default or an acquiescence therein; and, every power and 
remedy given by this Contract to the Parties shall be exercised from time to time and as often as 
may be deemed expedient. 
 

Article XIII. 
 

ENTIRE CONTRACT AND AMENDMENT 
 

In conjunction with the matters considered herein, this Contract contains the entire 
understanding and agreement of the Parties, and there have been no promises, representations, 
agreements, warranties or undertakings by any of the Parties, either oral or written, of any 
character or nature hereafter binding except as set forth herein.  This Contract may be altered, 
amended or modified only by an instrument in writing, executed by the Parties to this Contract 
and by no other means.  Furthermore, this Contract replaces and supersedes any prior Contract for 
Services approved by the Baldwin County Commission and STONE CROSBY, P.C. 
 

Article XIV. 
 

COMPLIANCE WITH THE LAW 
 

The Independent Contractor shall at all times remain in compliance with all Baldwin 
County, State of Alabama and Federal statutes, or other ordinances and regulations now in force 
or which may hereafter be in force with regard to this Contract. 
 

Article XV. 
 

ALABAMA LAW 
 

This Contract shall be deemed to have been made in the State of Alabama and shall be 
governed by and construed in accordance with the laws of the State of Alabama, without giving 
effect to any choice of law provisions arising thereunder.  Any litigation regarding this Contract or 
its contents shall be filed, if in state court, in the Circuit Court of Baldwin County, Alabama, or 
if in federal court, in the United States District Court for the Southern District of Alabama. 
 

Article XVI. 
 

AUTHORITY 
 

All parties to this Contract warrant and represent that they have the power and the authority 
to enter into this Contract in the names, titles and capacities herein stated and on behalf of any 
entities, persons, or firms represented or purported to be represented by such entity(ies), person(s), 
or firm(s) and that all formal requirements necessary or required by any state and/or federal law in 
order to enter into this Contract have been fully complied with. 
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Article XVII. 

 
NOTICES 

 
Any notices to be given under this Contract by either Party, to the other, may  be effected 

either by personal delivery in writing or by registered or certified United States Mail with  postage 
prepaid  and return  receipt requested.  Notices delivered personally shall be deemed communicated 
as of the actual receipt. 
 

Article XVIII. 
 

CAPTIONS 
 

The captions used in connection with the sections of this Contract are for convenience only 
and shall not be deemed or construed or limit the meaning of the language contained in this 
Contract, or be used in interpreting the meanings and provisions of this Contract. 
 

Article XIX. 
 

RULE OF CONSTRUCTION 
 

The Parties hereto acknowledge that each Party and its counsel have had the opportunity to 
review and revise this Contract and that the normal rule of construction to the effect that any 
ambiguities are to be resolved against a drafting party shall not be employed in the interpretation 
of this Contract or any amendments hereto. 
 

BALDWIN COUNTY COMMISSION 
 
 
By:      /  

                                                                               CHARLES F. GRUBER  Date 
As Its: Chairman                         

 
ATTEST:  
 
_________________________________ 
WAYNE DYESS 
As Its: County Administrator 
 

STONE CROSBY, P.C. 
 
By:      /  
       J. BRADFORD BOYD HICKS Date 
Its:  Partner/Attorney 

NOTARY PAGE TO FOLLOW 
 
 



 

 

STATE OF ALABAMA ) 
 
COUNTY OF BALDWIN ) 
 

I,                                                                          ,  a  Notary  Public,  in  and  for  said 
County  in  said  State,  hereby  certify   that CHARLES F. GRUBER, whose  name  as 
Chairman,  and WAYNE DYESS,  whose  name  as County Administrator of  the 
BALDWIN COUNTY COMMISSION, a county commission and political subdivision of 
the State of Alabama, are signed to the foregoing instrument and who are known to me, 
acknowledged  before me on this day that, being informed of the contents of the instrument, 
they, as such officers and with full authority, executed the same voluntarily for and as the 
act of said county commission. 
 
Given under my hand and seal this   day of   , 2019. 
 
 
 
                                

Notary Public, Baldwin County, Alabama 
My Commission Expires:                                               

 
 
 
STATE OF ALABAMA  )  
 
COUNTY OF BALDWIN   ) 
 
I,                                                                       , a Notary Public, in and for said County, in said 
State, hereby certify that J. BRADFORD BOYD HICKS, whose name as Partner/Attorney of 
STONE CROSBY, P.C., is signed to foregoing instrument and  who is known  to me, 
acknowledged  before me on this date, being informed  of the contents of the instrument,  
he executed  the same voluntarily on the day the same  bears date. 
 

Given under my hand and seal this the              day of                                   , 2019. 
 
 
 

      _____________________________________ 
Notary Public, Baldwin County, Alabama 
My Commission Expires:                                               

 



Baldwin County Commission

Agenda Action Form

File #: 19-2163, Version: 1 Item #: IA1

Meeting Type:  BCC Regular Meeting
Meeting Date: 10/1/2019
Item Status: Addendum
From: Deidra Hanak, Personnel Director
Submitted by: Deidra Hanak, Personnel Director
______________________________________________________________________

ITEM TITLE
Approval of Organizational Charts and Position Descriptions

STAFF RECOMMENDATION
Take the following actions:

Departments reporting to Budgeting and Purchasing

1) Approve the updated organizational charts for the Budgeting and Purchasing and the Sales, Use,
and License Tax departments; and

2) Approve the updated position descriptions for: Purchasing Director and Assistant Purchasing
Director; and

Building Inspections

3) Approve the updated organizational chart for the Building Inspections department; and

4) Approve the updated position descriptions for: Building Inspector III, Hazard Mitigation
Coordinator, Office Manager, Office Assistant IV; and

Communications and Information Systems

5) Approve the updated organizational chart for the Communications and Information Systems
department; and

6) Approve the updated position descriptions for: Application and Database Services Manager and
Audio Visual and Teleconference Administrator; and

Emergency Management Agency

7) Approve the updated organizational chart for the Emergency Management Agency; and
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8) Approve the updated position description for Deputy EMA Director; and

Finance and Accounting Department

9) Approve the updated organizational chart for the Finance and Accounting Department; and

10) Approve the updated position description for the Chief Compliance Officer; and

Highway Departments

11) Approve the updated organizational charts for the Highway Departments; and

12) Approve the updated position descriptions for: Master Mechanic, Mechanic II, Operations Support
Specialist I (Administration), Operations Support Specialist I (Maintenance Barn), Operations Support
Specialist I (Traffic Operations), Traffic Control Technician I (Stripe Crew Option), Traffic Control
Technician II (Sign Option), Traffic Control Technician II (Stripe Crew Option), Traffic Control
Technician III (Sign Option), Traffic Control Technician III (Stripe Crew Option), Traffic Control
Technician IV (Signal Crew Option), and Traffic Control Technician IV (Stripe Crew Option).

Juvenile Detention Center

13) Approve the updated organizational chart for the Juvenile Detention Center; and

14) Approve the updated position descriptions for: Detention Technician, Detention Worker I,
Detention Worker II, Administrative Support Specialist IV; and

Personnel

15) Approve the updated organizational chart for the Personnel Department; and

16) Approve the updated position description for Employee Relations and Training Administrator; and

Probate

17) Approve the updated organizational chart for the Probate Office; and

18) Approve the updated position descriptions for: Deputy Chief Clerk, License Revenue
Administrator, License Revenue Manager, License Revenue Officer I, License Revenue Officer II,
Probate Court Administrator III, Recording Officer, and Administrator of Motor Vehicle, Tags, and
License; and

Revenue Commission

19) Approve the updated organizational chart for the Revenue Commission; and
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20) Approve the updated position descriptions for: Administrator of Assessments, Administrator of
Collections, Assessment Support Technician I, II, Specialist I and II, Assistant Chief Appraiser, and
Chief Clerk of Collections; and

Solid Waste

21) Approve the updated organizational chart for the Solid Waste Departments; and

22) Approve the updated position descriptions for: Chief Administrative Assistant (Administration),
Chief Administrative Assistant (Maintenance), Senior Billing Account Specialist - Compliance/Debt,
Solid Waste Driver III/Trainer, Mechanic II, and Master Mechanic.

Departments Reporting to Commission Administration

23) Approve the updated organizational charts for: Commission Administration, Animal Control,
Archives and History, Council on Aging, Planning and Zoning, Parks, BRATS, and Building
Maintenance department; and

24) Approve the updated position descriptions for: Administrative Services Manager, Assistant
Administrative Services Manager, Administrative Support Specialist II, Administrative Support
Specialist IV, and Commission Executive Assistant; and

25) Approve the updated position descriptions for: Animal Shelter Manager, Animal Control Officer,
Animal Control Technician, Animal Placement Specialist, Animal Resource Supervisor, Office
Assistant III, Office Manager, Senior Animal Control Officer, and Senior Animal Control Technician;
and

26) Approve the updated position descriptions for: Archives Specialist and Director of Archives and
History/Special Historic Project Coordinator; and

27) Approve the updated position descriptions for: Director of Transportation, Mechanic II, and
Customer Service Representative I; and

28) Approve the updated position descriptions for: Administrative Support Specialist IV, Case
Manager, Case Worker, and Council on Aging Coordinator; and

29) Approve the updated position descriptions for: Horticulturist, Landscape Technician I, Landscape
Technician II, Mechanic II, and Parks Supervisor; and

30) Approve the updated position descriptions for: Office Administrator, Permit/Subdivision
Coordinator, and Senior Planner.

BACKGROUND INFORMATION

Previous Commission action/date:   These actions correspond with the approval of the Fiscal Year
2019-2020 Budget changes approved during the September 20, 2019 Regular Meeting. The
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Personnel Director respectfully requests that the above recommendations are approved.

Background:  N/A

FINANCIAL IMPACT

Total cost of recommendation:   N/A

Budget line item(s) to be used:   N/A

If this is not a budgeted expenditure, does the recommendation create a need for funding?   N/A

LEGAL IMPACT

Is legal review necessary for this staff recommendation and related documents?
N/A

Reviewed/approved by:  N/A

Additional comments:   N/A

ADVERTISING REQUIREMENTS
..

Is advertising required for this recommendation?   N/A

If the proof of publication affidavit is not attached, list the reason: N/A

FOLLOW UP IMPLEMENTATION

For time-sensitive follow up, select deadline date for follow up:  N/A

Individual(s) responsible for follow up:  Personnel

Action required (list contact persons/addresses if documents are to be mailed or emailed):   N/A

Additional instructions/notes:  N/A
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D’OLIVE JR, HARRY

 
Probate Judge

 Judge
 115

MOTT, EDWARD DEAN

Probate Judge
Chief Clerk Probate

603
Grade AE-10

GILES, ELAINE H

Probate Judge
Court Administrator III

155
Grade EC-6

CHANCE, TAMMY D

Probate Judge
Court Administrator II

2040
Grade I

LONG, MARY M

Probate Judge
Court Administrator I

469
Grade H

VICKREY, JOIE L

Probate Judge
Court Administrator II

4085
Grade I

WALKER, JEANINE

Probate Judge
Court Administrator I

3091
Grade H

PEDEN, SARA

 
Deputy Chief Clerk Probate

1094
Grade EC-9

WHITE, MARY K

Probate Judge
Public Records Administrator

164
Grade I

SHARKEY, MARIA E

Probate Judge - Fairhope
License Revenue Administrator

3057
Grade J

THOMPSON, SUSAN

Probate Judge – Bay Minette
License Revenue Administrator

162
Grade J

HAWSEY, CAROL R

Probate Judge - Foley
License Revenue Administrator

157
Grade J

WILLIAMS, AMY B

Probate Judge - Robertsdale
License Revenue Administrator

481
Grade J

SMITH, JODIE M

Probate Judge
Senior Administrative Assistant

923
Grade I

SMITH, VIOLETTA

Probate Judge
Elections Coordinator

4083
Grade J

Probate Judge
Deputy Chief Clerk - Training

4086
Grade EC-08

Approved 09/18/2018
Proposed Changes

Probate Judge
Admin of Motor Vehicles, Tags, 

& Licenses
5484

Grade EC-10



WHITE, MARY K

Probate Judge
Public Records Administrator

164
Grade I

BIDWELL, ASHLEY

 
Recording Officer

635
Grade G

HARVEY, SHANNON

 
Recording Officer

560
Grade G

HUTTO, JEANETTE

 
Recording Officer

1078
Grade G

GRAY, LORA D

 
Public Records Manager

321
Grade H

PARMER, SHERRI 

 
Recording Officer

579
Grade G

PUGH, PAMELA 

 
Recording Officer

3084
Grade G

WILLIAMS, LISA

 
Recording Officer

380
Grade G

LUDKE, SALLY

 
Recording Officer

309
Grade G

BAS, AMANDA

 
License Revenue Officer I

5368
Grade G

SHARKEY, MARIA E

Probate Judge - Fairhope
License Revenue Administrator

3057
Grade J

THOMPSON, SUSAN

Probate Judge – Bay Minette
License Revenue Administrator

162
Grade J

HAWSEY, CAROL R

Probate Judge - Foley
License Revenue Administrator

157
Grade J

WILLIAMS, AMY B

Probate Judge - Robertsdale
License Revenue Administrator

481
Grade J

BURKETT, JAIME

 
License Revenue Officer II

732
Grade H

DAVIS, PAMELA 

 
License Revenue Officer II

494
Grade H

GIDDENS, REGINA 

 
Recording Officer

(Robertsdale)
5208

Grade G

TILL, CYNTHIA 

 
License Revenue Manager

158
Grade I

MILSTID, BRANDY

 
License Revenue Officer I

3083
Grade G

 
License Revenue Officer I

3085
Grade G

BROWN, CANDICE

 
License Revenue Officer I

3052
Grade G

HOLT, REBEKAH

 
License Revenue Officer I

3053
Grade G

GULSBY, MARILYN 

 
License Revenue Manager

550
Grade I

DARBY, RONICA

 
License Revenue Officer II

1079
Grade H

MCBRIDE, KATHY

 
License Revenue Officer II

(Fairhope)
797

Grade H

SIBLEY, JANICE

 
License Revenue Officer II

568
Grade H

TAYLOR, HEATHER

 
License Revenue Officer II

626
Grade H

WESTERFIELD, ZAN

 
License Revenue Officer I

2097
Grade G

ARD, KIMBERLY

 
License Revenue Officer I

992
Grade G

STACEY, CHRISTINA 

 
License Revenue Officer II

683
Grade H

BUCK, JOEI 

 
License Revenue Officer I

5325
Grade G

DAY, LYNN H

 
License Revenue Officer I

840
Grade G

MCMILLAN, JEANNE 

 
License Revenue Officer I

3051
Grade G

MCREYNOLDS, CARLETTA

 
License Revenue Officer I

3054
Grade G LASSITTER, ANDREA

 
License Revenue Officer II

2073
Grade H

SALYERS, DEANA 

 
License Revenue Manager

5150
Grade I

KENSER, LINDA

 
License Revenue Officer I

3017
Grade G

BENTON, JULIE

 
License Revenue Officer I

3055
Grade G

BELL, CYNTHIA 

 
 

Recording Officer
(Foley)
5217

Grade G 

GOTTLER, ANGELA

 
License Revenue Officer II

384
Grade H

HAUPT, MELISSA

 
License Revenue Officer II

578
Grade H

SHOOTS, TANZIE

 
License Revenue Officer II

161
Grade H

MASON, TAMMY 

 
License Revenue Manager

3056
Grade I

GRAVES, TAMATHA

 
License Revenue Officer I

2092
Grade G

ALLEN, SUSAN

 
License Revenue Officer II

606
Grade H

MOONEY, KELLY

 
License Revenue Officer I

757
Grade G

WHEELER, BRENDA 

 
License Revenue Officer II

156
Grade H

WILSON, JENNIFER

 
License Revenue Officer I

3050
Grade G

WILSON, DEBORAH 

 
License Revenue Officer II

460
Grade H

Approved 09/18/2018 – Proposed Changes

CHATWOOD, KIM

 
License Revenue Officer I

5411
Grade G



For Approval 10/01/2019 

POSITION DESCRIPTION 
 
Title:    Administrator of Motor Vehicle, Tags, and Licenses 
 
Departments:   Probate 
 
Job Analysis:   October 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 

 
Relationships 

 
Reports to:   Probate Judge 
 
Subordinate Staff: Probate Office personnel assigned to motor vehicles, tags, and 

licenses. 
 
Internal contacts:  Employees of Probate Office 
 
External Contacts: General Public, Attorneys; Elected Officials and staff from other 

Counties, Cities and States; various State Agencies; Alabama 
Department of Revenue, Ad Valorem Tax Division, Motor 
Vehicles Division, Title Sections, Personalized Tag Division, 
Mandatory Liability Insurance Division, Sales Tax Division, Sales, 
Use & Business Tax Division, Vital Statistics, Marine Police 
Division, Department of Conservation and Natural Resources, 
Alabama Department of Public Safety 

 
Status:    Classified/Exempt (EC-10) 
 

Job Summary 
 
Supervises, assigns and reviews work of office staff assigned to motor vehicles, tags, and 
licenses divisions.  Prepares and maintains records, reports and correspondence.  Performs 
various other tasks as required. 
 

Job Domains 
 

A. The Administrator shall have the following powers 
 

1.  All jobs assigned by the Probate Judge.  
 

B. Office Management 
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1. Interview and select new staff members. 
2. Supervise, assign and review work of office staff. 
3. Explain department policies and regulations to office staff. 
4. Maintain records of absences, vacations, etc. 
5. Maintain communication with office staff. 
6. Assist with delivery of tags/office supplies to satellite offices. 

 
Knowledge, Skills, and Abilities 

 (Any item with an asterisk will be taught on the job.) 
 
1. Verbal skills to communicate effectively with office staff, attorneys and general public. 
2. Math skills to perform basic mathematical operations. 
3. Writing skills to clearly and neatly complete forms, reports, etc. 
4. Reading skills to read and understand codes, regulations and policies. 
5. Knowledge of county, state and federal rules, policies and regulations. 
6. Ability to establish and maintain effective working relationships with subordinates, 

supervisors, other employees, general public. 
7. Ability to give clear and concise instructions to the staff. 
8. Ability to supervise an office staff. 
9. Ability to exercise good judgment in making decisions in accordance with department 

policies and procedures. 
10. Ability to operate office machines such as copy machine, calculator, computer. 
11. Knowledge of filing systems. 
12. Knowledge of Driver License Manual, Code of Alabama, Acts of Legislature. 
 

Physical Characteristics 
(In cases of physical handicap, reasonable accommodations will be made.) 

 
1. See well enough to read manuals and written instructions. 
2. Hear well enough to respond to verbal communication and to talk on the telephone. 
3. Speak well enough to answer questions in a polite and courteous manner. 
4. Body movement or mobility to stand, lift, bend and move. 
5. Physical tolerance to work under stress due to constant contact with the public. 
 

Other Characteristics 
 

1. Be willing to travel to attend workshops, conferences, seminars, etc., out of town as needed. 
2. Be willing to work overtime, non-standard hours or weekends to complete work within 

specific time period. 
3. Related experience is desirable. Master’s degree in business, human resources management 

public administration or related field is required.  
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POSITION DESCRIPTION 
 
Title:    Deputy Chief Clerk 
 
Departments:   Probate 
 
Job Analysis:   May 2007, Oct 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 

 
Relationships 

 
Reports to: Chief Clerk, dotted line to Administrator of Motor Vehicles, Tags, 

and Licenses  
 
Subordinate Staff:  Probate Office personnel (All Departments) 
 
Internal contacts:  Members of Probate Office 
 
External Contacts: General Public, Members of other County office, Attorneys, 

Members of law Enforcement offices, Members of State 
Department of Revenue and other offices. 

 
Status:    Classified/Exempt (EC-9) 
 

Job Summary 
 
Supervises, assigns and reviews work of office staff.  Prepares and maintains records for Probate 
Office and Probate Court.  Prepares reports and correspondence.  Utilizes a computer for 
research of state laws and accesses records in records room as needed. by computer IBM 
terminal and researches laws of the state.  Performs various other tasks as required. 
 

Job Domains 
 

A. The Deputy Chief Clerk shall have the following powers 
 

1. Perform all accounting functions; prepares reports for daily, monthly and annual work for 
all Probate Departments. 

2. All jobs assigned by Chief Clerk and Probate Judge. 
 
B. Office Management 
 

1. Interview and select new staff members. 
2. Supervise, assign and review work of office staff. 
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3. Explain department policies and regulations to office staff. 
4. Maintain records of absences, vacations, etc. 
5. Maintain communication with office staff. 

 
Knowledge, Skills, and Abilities 

 (Any item with an asterisk will be taught on the job.) 
 
1. Verbal skills to communicate effectively with office staff, attorneys and general public. 
2. Math skills to perform basic mathematical operations. 
3. Writing skills to clearly and neatly complete forms, reports, etc. 
4. Reading skills to read and understand codes, regulations and policies. 
5. *Knowledge of county rules, policies and regulations. 
6. Ability to establish and maintain effective working relationships with subordinates, 

supervisors, other employees, general public. 
7. Ability to give clear and concise instructions to the staff. 
8. Ability to supervise an office staff. 
9. Ability to exercise good judgment in making decisions in accordance with department 

policies and procedures. 
10. Ability to operate office machines such as copy machine, calculator, typewriter, P. C. and 

laser printers.  
11. Knowledge of filing systems. 
12. Knowledge of Driver License Manual, Code of Alabama, Acts of Legislature. 
 

Physical Characteristics 
(In cases of physical handicap, reasonable accommodations will be made.) 

 
1. See well enough to read manuals and written instructions. 
2. Hear well enough to respond to verbal communication and to talk on the telephone. 
3. Speak well enough to answer questions in a polite and courteous manner. 
4. Body movement or mobility to stand, lift, bend and move. 
5. Physical tolerance to work under stress due to constant contact with the public. 

 
Other Characteristics 

 
1. Be willing to travel to attend workshops, conferences, seminars, etc., out of town as needed. 
2. Be willing to work overtime, non-standard hours or weekends to complete work within 

specific time period. 
 

Minimum Qualifications 
 
1. Minimum of ten (10) years related experience is desirable, 4-year college degree, equivalent, 

or both. 
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POSITION DESCRIPTION 
 
Title:    License Revenue Administrator 
 
Departments:   Probate 
 
Job Analysis:   May 2007, October 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 

 
Relationships 

 
Reports to:   Chief Clerk, Administrator of Motor Vehicles, Tags, and Licenses 
 
Subordinate Staff: License Revenue Manager, License Revenue Officer I, License 

Revenue Officer II  
 
Internal contacts:  Probate employees, Revenue Commissioner Employees and other  
    County Employees. 
 
External Contacts: General Public, Attorneys; Elected Officials and staff from other 

Counties, Cities and States; various State Agencies; Alabama 
Department of Revenue, Ad Valorem Tax Division, Motor 
Vehicles Division, Title Sections, Personalized Tag Division, 
Mandatory Liability Insurance Division, Sales Tax Division, Sales, 
Use  & Business Tax Division, Vital Statistics, Marine Police 
Division, Department of Conservation and Natural Resources, 
Alabama Department of Public Safety 

 
Status: Classified/Non-Exempt (J)  
 

Job Summary 
 
Highly skilled individual with an exemplary attitude and the initiative to manage the Probate 
License Department; supervises and evaluates License Revenue Managers, License Revenue 
Officer I and License Revenue Officer II.  Employee follows established policy and procedures 
and guidelines in performance of duties.  Must ensure that all employees are cross-trained and 
have the capability of performing other duties in someone’s absence.  Assigns job 
responsibilities accordingly.  Have the capability of setting job priorities to ensure proficiency of 
job performance.  Performs and maintains other office duties including accounting as required 
for daily operation of the office.  Performs periodic audit of worked perform to ensure proper 
supporting documentation and procedures meet the requirements set forth by various State 
Agencies.  Help resolve any matters either by telephone or in person that may come up during 
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the course of daily events.  Works non-standard hours and willing to take on any additional 
responsibilities and assignments as requested. 
 

Job Domains 
A. Office Management: 
 

1. Responsible for supervision of License Revenue Manager, License Revenue Officer I and 
License Revenue Officer II. 

2. Responsible for employees following policy, procedures and guidelines set forth by 
Probate Judge. 

3. Responsible for setting job priorities, when necessary, to ensure the overall work flow of 
office. 

4. Responsible for maintaining adequate supplies and inventory for the daily function of 
office.  

5. Compile daily reports to balance monies collected and make daily deposits. 
6. Maintains time and attendance records for office.  
7. Schedules annual, personal and sick leave.  
8. Prepares evaluations for all employees in department. 
9. Promotes additional training for employees. 

 
B. License Issuance: 
 

1. Motor Vehicle: 
Responsible for training of employees so that they become familiar with: 
 
a. Programs setup by Delta Ingenuity Computer Systems. 
b. All tax and municipal codes for Baldwin County; to ensure the proper ad valorem tax 

is collected. 
c. The different ad valorem tax assessment percentage rates; to ensure the proper 

assessed values are calculated. 
d. State Laws and Regulations as setup by the Alabama Department of Revenue 

concerning the issuance of motor vehicle registrations. 
e. The different specialized tags available and which specialized tags cannot be issued 

without proper documentation retention needed to meet the requirements setup by the 
Alabama Department of Revenue. 

f. The issuance of commercial vehicle tags that require the consideration of certain 
restrictions and documentation. 

g. Proper documentation that must be kept for transactions so that the State Laws, Rules 
and Regulations are maintained to meet the requirements of the Alabama Department 
of Revenue and the State Department, Examiners of Public Accounts. 

h. The issuance of title applications so that the proper documentation is surrendered to 
the Alabama Department of Revenue. 

i. The Rules and Regulations concerning the issuance of temporary tags. 
j. The Rules and Regulations concerning the collection of state, county and municipal 

sales and use tax and supporting documentation retention required to meet the 
requirements for the Department of Public Accounts. 
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k. The Rules and Regulations required by the Alabama Department of Revenue to issue 
credit vouchers. 

 
2. Boat Registration: 

Responsible for the training of employees so that they become familiar with: 
 
a. Programs setup by Delta Ingenuity Computer Systems 
b. The fees associated with the different classifications of vessels. 
c. The Rules and Regulations concerning the collection of state, county and municipal 

sales and use tax and supporting documentation retention needed to meet the 
requirements of the State Department, Examiners of Public Accounts. 

  
3. Business License: 

Responsible for the training of employees so that they become familiar with: 
 

a. Programs setup by Delta Ingenuity computer Systems. 
b. The fees associated with the issuance of various privilege licenses.  
c. The Rules and Regulations concerning the issuance of state and county privilege 

license. 
 

4. Marriage License: 
Responsible for the training of employees so that they become familiar with: 
 
a. Programs setup by Delta Ingenuity Computer Systems. 
b. Rules, Regulations and Laws concerning the issuance of marriage license for 

individuals who are divorced or require special documentation. 
c. The fees associated with the issuance of marriage license, ceremonies and certified 

copies. 
 

5. Hunting and Fishing License: 
Responsible for the training of employees so that they become familiar with: 
 

a. Programs setup by Delta Ingenuity Computer Systems. 
b. Rules, Regulations and Laws concerning the issuance of various hunting and fishing privilege license to 

Alabama residents and non-residents. 
c. Rules, Regulations and Laws concerning the issuance of various hunting and fishing privilege license 

for individuals who require proving residency. 
 

6. Manufactured Home Registration: 
Responsible for the training of employees so that they become familiar with: 
 
a. Programs setup by Delta Ingenuity Computer Systems. 
b. All municipal tax codes. 
c. All classifications of manufactured homes. 
d. Rules, Regulations and Laws concerning the registration of manufactured  

homes and retention of proper documentation. 
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e. Rules, Regulations and Laws concerning the collection of state sales tax and the 
retention of proper documentation. 

f. The issuance of title applications and proper documentation that must be surrendered 
to the State Department of Revenue. 

 
7. Driver License: 

Responsible for the training of employees so that they become familiar with: 
 
a. Programs setup by the Alabama Department of Public Safety. 
b. Rules, Regulations and Laws concerning the issuance of driver license renewals, 

State Issued ID and replacement driver license.  
c. Documentation needed to apply for replacement driver license. 

 
Knowledge, Skills, and Abilities 

(Any item with an asterisk will be taught on the job.) 
 
1. Communication skills to convey to the public clear and concise explanations of the Alabama 

Department of Revenue Rules, Regulations and Laws and any county or Inter Office policy 
and procedures in a courteous and tactful manner. 

2. Math skills to compute correctly any fees due the state, county or municipalities. 
3. Skills to clearly define any State or County Rules and Regulations adhere to by this office 

and the daily routine correspondence from the public. 
4. *Considerable knowledge of State Rules, Regulations and Laws concerning the issuance of 

various licenses. 
5. *Ability to deal with public in all matters. 
6. *Knowledge of County rules, regulations, policies and procedures. 

 
Other Characteristics 

 
1. Experience in working with the public. 
2. Willing to travel out of county as needed. 
3. Willing to work non-standard hours. 
4. Willing to provide own automobile. 

 
Minimum Qualifications 

 
1. Possess a high school diploma or its equivalent. 
2. Experience required, 3 years preferred. 
3. Possess a valid driver’s license. 
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POSITION DESCRIPTION 
 
Title:    License Revenue Manager 
 
Department:   Probate 
 
Job Analysis:   May 2007, October 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 

Reports to: Chief Clerk,  Administrator of Motor Vehicles, Tags, and 
Licenses, License Revenue Administrator 

 
Subordinate Staff: License Revenue Officer I, License Revenue Officer II in absence 

of License Revenue Administrator  
 
Internal contacts:  Probate employees, Revenue Commissioner Employees and other  
    County Employees. 
 
External Contacts: General Public, Attorneys; Elected Officials and staff from other 

Counties, Cities and States; various State Agencies; Alabama 
Department of Revenue, Ad Valorem Tax Division, Motor 
Vehicles Division, Title Sections, Personalized Tag Division, 
Mandatory Liability Insurance Division, Sales Tax Division, Sales, 
Use  & Business Tax Division, Vital Statistics, Marine Police 
Division, Department of Conservation and Natural Resources, 
Alabama Department of Public Safety 

 
Status:    Classified/Non-Exempt (I) 
 

Job Summary 
 
Highly skilled individual with an exemplary attitude and the initiative to manage the Probate 
License Department; supervises and evaluates License Revenue Officer I and License Revenue 
Officer II.  Employee follows established policy and procedures and guidelines in performance 
of duties.  Must ensure that all employees are cross-trained and have the capability of performing 
other duties in someone’s absence.  Assigns job responsibilities accordingly.  Have the capability 
of setting job priorities to ensure proficiency of job performance.  Performs and maintains other 
office duties including accounting as required for daily operation of the office.  Performs 
periodic audit of worked perform to ensure proper supporting documentation and procedures 
meet the requirements set forth by various State Agencies.  Help resolve any matters either by 
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telephone or in person that may come up during the course of daily events.  Works non-standard 
hours and willing to take on any additional responsibilities and assignments as requested. 
 

Job Domains 
A. Office Management: 
 

1. Responsible for assisting in supervision of License Revenue Officer I and License 
Revenue Officer II. 

2. Responsible for employees following policy, procedures and guidelines set forth by 
Probate Judge. 

3. Responsible for setting job priorities, when necessary, to ensure the overall work flow of 
office. 

4. Responsible for maintaining adequate supplies and inventory for the daily function of 
office. 

5. Compile daily reports to balance monies collected and make daily deposits. 
6. Maintains time and attendance records for office. 
7. Schedules annual, personal and sick leave. 
8. Prepares evaluations for all employees in department. 
9. Promotes additional training for employees. 

 
B. License Issuance: 
 

1. Motor Vehicle: 
Responsible for training of employees so that they become familiar with: 

a. Programs setup by Delta Ingenuity Computer Systems. 
b. All tax and municipal codes for Baldwin County; to ensure the proper ad valorem tax is 

collected. 
c. The different ad valorem tax assessment percentage rates; to ensure the proper assessed 

values are calculated. 
d. State Laws and Regulations as setup by the Alabama Department of Revenue 

concerning the issuance of motor vehicle registrations. 
e. The different specialized tags available and which specialized tags cannot be issued 

without proper documentation retention needed to meet the requirements setup by the 
Alabama Department of Revenue. 

f. The issuance of commercial vehicle tags that require the consideration of certain 
restrictions and documentation. 

g. Proper documentation that must be kept for transactions so that the State Laws, Rules 
and Regulations are maintained to meet the requirements of the Alabama Department 
of Revenue and the State Department, Examiners of Public Accounts. 

h. The issuance of title applications so that the proper documentation is surrendered to the 
Alabama Department of Revenue. 

i. The Rules and Regulations concerning the issuance of temporary tags. 
j. The Rules and Regulations concerning the collection of state, county and municipal 

sales and use tax and supporting documentation retention required to meet the 
requirements for the Department of Public Accounts. 
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k. The Rules and Regulations required by the Alabama Department of Revenue to issue 
credit vouchers. 

 
2. Boat Registration: 

Responsible for the training of employees so that they become familiar with: 
a. Programs setup by Delta Ingenuity Computer Systems.  
b. The fees associated with the different classifications of vessels. 
c. The Rules and Regulations concerning the collection of state, county and municipal 

sales and use tax and supporting documentation retention needed to meet the 
requirements of the State Department, Examiners of Public Accounts. 

  
3. Business License: 

Responsible for the training of employees so that they become familiar with: 
a. Programs setup by Delta Ingenuity computer Systems. 
b. The fees associated with the issuance of various privilege licenses. 
c. The Rules and Regulations concerning the issuance of state and county privilege 

license. 
 

4. Marriage License: 
Responsible for the training of employees so that they become familiar with: 
a. Programs setup by Delta Ingenuity Computer Systems. 
b. Rules, Regulations and Laws concerning the issuance of marriage license for 

individuals who are divorced or require special documentation. 
c. The fees associated with the issuance of marriage license, ceremonies and certified 

copies. 
 

5. Hunting and Fishing License: 
Responsible for the training of employees so that they become familiar with: 
a. Programs setup by Delta Ingenuity Computer Systems. 
b. Rules, Regulations and Laws concerning the issuance of various hunting and fishing 

privilege license to Alabama residents and non-residents. 
c. Rules, Regulations and Laws concerning the issuance of various hunting and fishing 

privilege license for individuals who require proving residency. 
 

6. Manufactured Home Registration: 
Responsible for the training of employees so that they become familiar with: 
a. Programs setup by Delta Ingenuity Computer Systems. 
b. All municipal tax codes. 
c. All classifications of manufactured homes. 
d. Rules, Regulations and Laws concerning the registration of manufactured homes and 

retention of proper documentation. 
e. Rules, Regulations and Laws concerning the collection of state sales tax and the 

retention of proper documentation. 
f. The issuance of title applications and proper documentation that must be surrendered 

to the State Department of Revenue. 
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7. Driver License: 
Responsible for the training of employees so that they become familiar with: 
a. Programs setup by the Alabama Department of Public Safety. 
b. Rules, Regulations and Laws concerning the issuance of driver license renewals, 

State Issued ID and replacement driver license. 
c. Documentation needed to apply for replacement driver license. 

 
Knowledge, Skills, and Abilities 

(Any item with an asterisk will be taught on the job.) 
 
1. Communication skills to convey to the public clear and concise explanations of the Alabama 

Department of Revenue Rules, Regulations and Laws and any county or Inter Office policy 
and procedures in a courteous and tactful manner. 

2. Math skills to compute correctly any fees due the state, county or municipalities. 
3. Skills to clearly define any State or County Rules and Regulations adhere to by this office 

and the daily routine correspondence from the public. 
4. *Considerable knowledge of State Rules, Regulations and Laws concerning the issuance of 

various licenses. 
5. *Ability to deal with public in all matters. 
6. *Knowledge of County rules, regulations, policies and procedures. 

 
Other Characteristics 

 
1. Experience in working with the public. 
2. Willing to travel out of county as needed. 
3. Willing to work non-standard hours. 
4. Willing to provide own automobile. 

 
Minimum Qualifications 

 
1. Possess a high school diploma or its equivalent. 
2. Experience required, 1-2 years preferred. 
3. Possess a valid driver’s license. 
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POSITION DESCRIPTION 
 
Title:    License Revenue Officer I 
 
Department:   Probate 
 
Job Analysis:   May 2007, January 2011, October 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 

 
Relationships 

 
Reports to: Chief Clerk, Administrator of Motor Vehicles, Tags, and Licenses, 

License Revenue Administrator  
 
Subordinates: None 
 
Internal contacts:  Probate employees, Revenue Commissioner Employees and other  
    County Employees. 
 
External Contacts: General Public, Attorneys; Elected Officials and staff from other 

Counties, Cities and States; various State Agencies; Alabama 
Department of Revenue, Ad Valorem Tax Division, Motor 
Vehicles Division, Title Sections, Personalized Tag Division, 
Mandatory Liability Insurance Division, Sales Tax Division, Sales, 
Use & Business Tax Division, Vital Statistics, Marine Police 
Division, Department of Conservation and Natural Resources, 
Alabama Department of Public Safety 

 
Status: Classified/Non-Exempt (G) 
 

Job Summary 
 
A motivated individual with an exemplary attitude and the initiative to take on any additional 
responsibilities and assignments as requested.  Employee follows established policy and 
procedures and guidelines in performance of duties.  Have the capability of setting job priorities 
to ensure proficiency of job performance.  Performs and maintains other office duties including 
accounting as required for daily operation of the office.  Help resolve any matters, either by 
telephone or in person that may come up during the course of daily events.  Work non-standard 
hours. 
 

Job Domains 
 

A. Office Management: 
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1. Provides staff support to the License Revenue Administrator and License Revenue 

Manager. 
2. Responsible for following policy, procedures and guidelines set forth by Probate 

Judge. 
3. Compile daily reports to balance monies collected. 
4. Responsible for setting job priorities. 

 
B. License Issuance: 
 

1. Motor Vehicle: 
Responsible for becoming familiar with: 
a. Programs setup by Delta Ingenuity Computer Systems. 
b. All tax and municipal codes for Baldwin County; to ensure the proper ad valorem tax 

is collected. 
c. The different ad valorem tax assessment percentage rates; to ensure the proper 

assessed values are calculated. 
d. State Laws and Regulations as setup by the Alabama Department of Revenue 

concerning the issuance of motor vehicle registrations. 
e. The different specialized tags available and which specialized tags cannot be issued 

without proper documentation retention needed to meet the requirements setup by the 
Alabama Department of Revenue. 

f. The issuance of commercial vehicle tags that require the consideration of certain 
restrictions and documentation. 

g. Proper documentation that must be kept for transactions so that the State Laws, Rules 
and Regulations are maintained to meet the requirements of the Alabama Department 
of Revenue and the State Department, Examiners of Public Accounts. 

h. The issuance of title applications so that the proper documentation is surrendered to 
the Alabama Department of Revenue. 

i. The Rules and Regulations concerning the issuance of temporary tags. 
j. The Rules and Regulations concerning the collection of state, county and municipal 

sales and use tax and supporting documentation retention required to meet the 
requirements for the Department of Public Accounts. 

k. The Rules and Regulations required by the Alabama Department of Revenue to issue 
credit vouchers. 

 
2. Boat Registration: 

Responsible for becoming familiar with: 
a. Programs setup by Delta Ingenuity Computer Systems 
b. The fees associated with the different classifications of vessels. 
c. The Rules and Regulations concerning the collection of state, county and municipal 

sales and use tax and supporting documentation retention needed to meet the 
requirements of the State Department, Examiners of Public Accounts. 

 
3. Business License: 

Responsible for becoming familiar with: 
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a. Programs setup by Delta Ingenuity Computer Systems. 
b. The fees associated with the issuance of various privilege licenses. 
c. The Rules and Regulations concerning the issuance of state and county privilege license. 

 
4. Marriage License: 

Responsible for becoming familiar with: 
a. Programs setup by Delta Ingenuity Computer Systems. 
b. Rules, Regulations and Laws concerning the issuance of marriage license for 

individuals who are divorced or require special documentation. 
c. The fees associated with the issuance of marriage license, ceremonies and certified 

copies. 
 

5. Hunting and Fishing License: 
Responsible for becoming familiar with: 
a. Programs setup by Delta Ingenuity Computer Systems. 
b. Rules, Regulations and Laws concerning the issuance of various hunting and fishing 

privilege license to Alabama residents and non-residents. 
c. Rules, Regulations and Laws concerning the issuance of various hunting and fishing 

privilege license for individuals who require proving residency. 
 

6. Manufactured Home Registration: 
Responsible for becoming familiar with: 
a. Programs setup by Delta Ingenuity Computer Systems. 
b. All municipal tax codes. 
c. All classifications of manufactured homes. 
d. Rules, Regulations and Laws concerning the registration of manufactured homes and 

retention of proper documentation. 
e. Rules, Regulations and Laws concerning the collection of state sales tax and the 

retention of proper documentation. 
f. The issuance of title applications and proper documentation that must be surrendered 

to the State Department of Revenue. 
 

7. Driver License: 
Responsible for becoming familiar with: 
a. Programs setup by the Alabama Department of Public Safety. 
b. Rules, Regulations and Laws concerning the issuance of driver license renewals, State 

Issued ID and replacement driver license. 
c. Documentation needed to apply for replacement driver license. 

 
Knowledge, Skills and Abilities 

(Any item with an asterisk will be taught on the job.) 
 
1. Communication skills to convey to the public clear and concise explanations of the Alabama 

Department of Revenue Rules, Regulations and Laws and any county or Inter Office policy 
and procedures in a courteous and tactful manner. 

2. Math skills to compute correctly any fees due the state, county, or municipalities. 
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3. Skills to clearly define any State or County Rules and Regulations adhere to by this office 
and the daily routine correspondence from the public. 

4. *Considerable knowledge of State Rules, Regulations and Laws concerning the issuance of 
various licenses. 

5. *Ability to deal with public in all matters. 
6. *Knowledge of County rules, regulations, policies and procedures. 

 
Other Characteristics 

 
1. Experience in working with the public. 
2. Willing to travel out of county as needed. 
3. Willing to work non-standard hours. 
4. Willing to provide own automobile. 

 
Minimum Qualifications 

 
1. Possess a high school diploma or its equivalent. 
2. Experience required, 1 year preferred. 
3. Possess a valid driver’s license. 
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POSITION DESCRIPTION 
 
Title:    License Revenue Officer II 
 
Department:   Probate 
 
Job Analysis:   May 2007, January, 2011, October 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 

 
Relationships 

 
Reports to: Chief Clerk, Administrator of Motor Vehicles, Tags, and Licenses, 

License Revenue Administrator  
 
Subordinates: None 
 
Internal contacts:  Probate employees, Revenue Commissioner Employees and other  
    County Employees. 
 
External Contacts: General Public, Attorneys; Elected Officials and staff from other 

Counties, Cities and States; various State Agencies; Alabama 
Department of Revenue, Ad Valorem Tax Division, Motor 
Vehicles Division, Title Sections, Personalized Tag Division, 
Mandatory Liability Insurance Division, Sales Tax Division, Sales, 
Use  & Business Tax Division, Vital Statistics, Marine Police 
Division, Department of Conservation and Natural Resources, 
Alabama Department of Public Safety 

 
Status: Classified/Non-Exempt (H) 
 

Job Summary 
 
A motivated individual with an exemplary attitude and the initiative to take on any additional 
responsibilities and assignments as requested.  Employee follows established policy and 
procedures and guidelines in performance of duties.  Have the capability of setting job priorities 
to ensure proficiency of job performance.  Performs and maintains other office duties including 
accounting as required for daily operation of the office.  Help resolve any matters, either by 
telephone or in person that may come up during the course of daily events.  Work non-standard 
hours. 
 

Job Domains 
A. Office Management: 
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1. Provides staff support to the License Revenue Administrator and License Revenue 
Manager. 

2. Responsible for following policy, procedures and guidelines set forth by Probate Judge. 
3. Compile daily reports to balance monies collected. 
4. Responsible for setting job priorities. 

 
B. License Issuance: 
 

1. Motor Vehicle: 
Responsible for becoming familiar with: 

a. Programs setup by Delta Ingenuity Computer Systems. 
b. All tax and municipal codes for Baldwin County; to ensure the proper ad valorem tax is 

collected. 
c. The different ad valorem tax assessment percentage rates; to ensure the proper assessed 

values are calculated. 
d. State Laws and Regulations as setup by the Alabama Department of Revenue 

concerning the issuance of motor vehicle registrations. 
e. The different specialized tags available and which specialized tags cannot be issued 

without proper documentation retention needed to meet the requirements setup by the 
Alabama Department of Revenue. 

f. The issuance of commercial vehicle tags that require the consideration of certain 
restrictions and documentation. 

g. Proper documentation that must be kept for transactions so that the State Laws, Rules 
and Regulations are maintained to meet the requirements of the Alabama Department 
of Revenue and the State Department, Examiners of Public Accounts. 

h. The issuance of title applications so that the proper documentation is surrendered to the 
Alabama Department of Revenue. 

i. The Rules and Regulations concerning the issuance of temporary tags. 
j. The Rules and Regulations concerning the collection of state, county and municipal 

sales and use tax and supporting documentation retention required to meet the 
requirements for the Department of Public Accounts.  

k. The Rules and Regulations required by the Alabama Department of Revenue to issue 
credit vouchers. 

 
2. Boat Registration: 

Responsible for becoming familiar with: 
a. Programs setup by Delta Ingenuity Computer Systems.  
b. The fees associated with the different classifications of vessels. 
c. The Rules and Regulations concerning the collection of state, county and municipal 

sales and use tax and supporting documentation retention needed to meet the 
requirements of the State Department, Examiners of Public Accounts. 

 
3. Business License: 

Responsible for becoming familiar with: 
a. Programs setup by Delta Ingenuity Computer Systems. 
b. The fees associated with the issuance of various privilege licenses. 
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c. The Rules and Regulations concerning the issuance of state and county  privilege 
license. 

 
4. Marriage License: 

Responsible for becoming familiar with: 
a. Programs setup by Delta Ingenuity Computer Systems. 
b. Rules, Regulations and Laws concerning the issuance of marriage license for 

individuals who are divorced or require special documentation. 
c. The fees associated with the issuance of marriage license, ceremonies and certified 

copies. 
 

5. Hunting and Fishing License: 
Responsible for becoming familiar with: 
a. Programs setup by Delta Ingenuity Computer Systems. 
b. Rules, Regulations and Laws concerning the issuance of various hunting and  

fishing privilege license to Alabama residents and non-residents. 
c. Rules, Regulations and Laws concerning the issuance of various hunting and fishing 

privilege license for individuals who require proving residency. 
 

6. Manufactured Home Registration: 
Responsible for becoming familiar with: 
a.  Programs setup by Delta Ingenuity Computer Systems. 
b. All municipal tax codes. 
c. All classifications of manufactured homes. 
d. Rules, Regulations and Laws concerning the registration of manufactured homes and 

retention of proper documentation. 
e. Rules, Regulations and Laws concerning the collection of state sales tax and the 

retention of proper documentation. 
f. The issuance of title applications and proper documentation that must be surrendered 

to the State Department of Revenue. 
 

7. Driver License: 
Responsible for becoming familiar with: 
a. Programs setup by the Alabama Department of Public Safety. 
b. Rules, Regulations and Laws concerning the issuance of driver license renewals, 

State Issued ID and replacement driver license. 
c. Documentation needed to apply for replacement driver license. 
 

Knowledge, Skills, and Abilities 
(Any item with an asterisk will be taught on the job.) 

 
1. Communication skills to convey to the public clear and concise explanations of the Alabama 

Department of Revenue Rules, Regulations and Laws and any county or Inter Office policy 
and procedures in a courteous and tactful manner. 

2. Math skills to compute correctly any fees due the state, county or municipalities. 
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3. Skills to clearly define any State or County Rules and Regulations adhere to by this office 
and the daily routine correspondence from the public. 

4. *Considerable knowledge of State Rules, Regulations and Laws concerning the issuance of 
various licenses. 

5. *Ability to deal with public in all matters. 
6. *Knowledge of County rules, regulations, policies and procedures. 

 
Other Characteristics 

 
1. Experience in working with the public. 
2. Willing to travel out of county as needed. 
3. Willing to work non-standard hours. 
4. Willing to provide own automobile. 

 
Minimum Qualifications 

 
1. Experience required, 1 year preferred. 
2. Possess a valid driver’s license. 
3. Possess a high school diploma or its equivalent. 
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POSITION DESCRIPTION 
 
Title:    Probate Court Administrator III  
 
Department:   Probate  
 
Job Analysis:   May 2007, June 2009, October 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 

Reports To:   Probate Judge, Chief Clerk 
 
Subordinate Staff:  Court Administrators I and II 
 
Internal Contacts:  Members of Probate Office 
 
External Contacts: Attorneys and staff, County Officials and staff, Law Enforcement 

Officials and staff, other Career Professionals and General Public 
 
Status:    Classified/Exempt (EC-6) 
 

Job Summary 
 

Prepares and maintains court records for Probate Office and Probate Court.  Prepares reports, 
correspondence and legal documents.  Researches records of record room, IBM terminal, 
attorney general’s opinions and laws of the state that relate to all matters in Probate Court.  
Schedules court hearings and meetings.  Available to answer questions from attorneys, other 
career professionals and general public.  Employees in this class seldom need supervision from 
their elected or appointed supervisors.  Works closely with the Judge in scheduling events and 
hearings.  Performs various other tasks as assigned. 
 

Job Domains 
 

A. The Probate Court Administrator shall have the following powers and performs the following 
duties: 

 
1. Prepares and manages a caldron of court cases and legal documents in relation to estates, 

guardianship, conservatorships, condemnations, establishment of cemeteries, transfer of 
liens to bonds, partition of lands, tax deeds, adoptions, name changes, commitments, 
legitimations, and various other court cases.  This includes legal document preparation, 
coordinating Judge’s calendar with attorneys, and preparing court files for recordation. 
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2. Prepares billing and receipts money.  Balances daily receipts.  Responsible for receipting 
and directing the disbursement of the Fiduciary Account relating to court cases. 

3. Helps other probate court administrators in receiving, processing and filing legal 
documents; preparing and issuing legal documents; computing, collecting, accounting for 
and disbursing court costs fees, etc.; preparation of monthly and annual reports; monitors 
compliance with orders of the Court; reviews papers and legal documents prepared by 
other probate court administrators and attorneys for compliance with court rules and 
Alabama law. 

4. Reviews the work of other court employees, pointing out errors and discrepancies and 
giving instructions as necessary to correct those discrepancies; assists with training of 
new employees, assists in interviewing of potential employees.  Confers with attorneys, 
judges, district attorneys and interested parties regarding questions concerning court 
rules, procedures, and matters of law, etc.; reviews and processes the more complex 
complaints, pleadings, motions and order, etc. 

5. Any other duties assigned by Probate Judge. 
 
B. Office Management duties and responsibilities include: 
 

1. Assist with interview of new staff member. 
2. Delegate and review work of other court staff. 
3. Explain department policies and regulations to other court staff. 
4. Maintain Effective Communication with other office Staff. 
5. Assist Judge in training court Staff. 
6. Supervisory responsibility of Court Administrators I and II. 

 
Knowledge, Skills, and Abilities 

(Any item with an asterisk will be taught on the job.) 
 
1. Verbal skills to communicate effectively with office staff, attorneys and general public. 
2. Math skills to perform basic mathematical operations. 
3. Writing skills to clearly and neatly complete forms, reports, legal documents, etc. 
4. Reading skills to read and understand codes, regulations and policies. 
5. *Knowledge of county rules, policies and regulations. 
6. Ability to establish and maintain effective working relationships with other court staff, 

supervisors, other employees, general public and attorneys. 
7. Ability to give clear and concise instructions to the staff. 
8. Ability to exercise good judgment in making decisions in accordance with department 

policies and procedures. 
9. Ability to operate office machines such as copy machine, calculator, typewriter, P.C., and 

laser printers. 
10. Knowledge of filing systems. 
11. Knowledge of Code of Alabama, Acts of Legislature and Attorney General’s opinions. 
 

Physical Characteristics 
 

1. See well enough to read manuals and written instructions. 
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2. Hear well enough to respond to verbal communication and talk on the telephone. 
3. Speak well enough to answer questions in a polite and courteous manner. 
4. Body movement or mobility to stand, lift, bend and move. 

 
Other Characteristics 

  
1. Be willing to travel to attend workshops, conferences, seminars, etc. out of town as needed. 
2. Be willing to work overtime, non-standard hours or weekends to complete work within 

specific time period. 
3. Be willing to be reached by telephone after hours and on weekends. 
 

 
Minimum Qualifications 

 
1. Minimum of 5 years’ experience is desirable 
2. 4-year college degree or equivalent experience and training to perform the duties of the 

position. 
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POSITION DESCRIPTION 
 
Title:    Public Records Officer II   Recording Officer 
 
Department:   Probate 
 
Job Analysis:   May 2007, October 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 

 
Relationships 

 
Reports to: Chief Clerk, Public Records Administrator and Public Records 

Manager 
 
Subordinate Staff:  Public Records Officer I   
 
Internal contacts:  Probate employees, Revenue Commissioner Employees and other  
    County Employees. 
 
External Contacts: General Public, Attorneys; Elected Officials and staff of other 

Counties, Cities and States; various State Agencies; Alabama 
Department of Archives and History, Alabama Secretary of State, 
Alabama Attorney General; Baldwin County Archives. 

 
Status: Classified/Non-Exempt (G) 
 

Job Summary 
 
A motivated individual who is responsible for the complex clerical collecting, indexing and 
recording activities of the Baldwin County records for official business and historical research.  
The Public Records Officer II Recording Officer is responsible for accepting and indexing of 
public records.  This is difficult and responsible work requiring the performance of complex 
clerical operations.  This requires the ability to maintain effective working relationships with 
court officials, attorneys, title researchers and the general public. 
 

Job Domains 
 

1. Collects, indexes and records legal and related documents. 
2. Examines documents for legal compliance. 
3. Computes fees.  Collects mortgage tax, deed tax…etc. 
4. Verifies amounts received and balances accounts. 
5. Cashiers, indexes, scans documents to be recorded. 
6. Prepares, issues and collects for all certified copies of recorded documents. 
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7. Advises and assist the public in the use of index files and microfilmed records. 
8. Answers telephone and directs calls as needed. 
9. Prepares forms to be sent to the Secretary of State for Incorporations. 
10. Establishes and maintains effective working relationships with the general public, attorneys, 

title researchers and other employees. 
11. Provides staff support to Public Records Manager and Public Records Administrator. 
12. Ability to respond to difficult or unusual questions that require the research of laws or 

procedures. 
13. Ability to handle difficult or angry taxpayers. 

 
Knowledge, Skills, and Abilities 

 
1. Ability to operate various office machines. 
2. Ability to operate two computer monitors at the same time. 
3. Ability to assist the public in their research efforts in finding historical records. 
4. Ability to multitask. 
5. Ability to make arithmetical computations and tabulations accurately and with reasonable 

speed. 
6. Ability to learn assigned tasks readily and to make decisions. 

 
Other Characteristics 

 
1. Willing to work overtime as necessary. 
2. Be willing to assist the general public in their efforts to find historical documents when they 

do not have any details. 
3. Skill to operate computer keyboard or typewriter. 
4. Ability to make change accurately when handling cash. 
 

Minimum Qualifications 
 

1. Possess a high school diploma or equivalent. 
 



HOWELL, MICHAEL E

Building Inspections
Building Official

421
Grade AE-10

BRAZWELL, DANIELLE 

Building Inspections
Office Assistant IV

5470
Grade F

DESROSIERS, CLAUDE J

Building Inspections
Building Inspector III

135
Grade L

HOLMAN, FREDERICK

Building Inspections
Deputy Building Official

138
Grade EC-8

ANGLE, WILLIAM

Building Inspections
Building Inspector III

403
Grade L

NELSON, KIMBERLEY J

Building Inspections
Hazard Mitigation Coordinator

347
Grade I

STEWART, JEFFREY

Building Inspections
Building Inspector III

5344
Grade L

THOMLEY, TAMMY R

Building Inspections
Office Manager

5472
Grade G

Approved 04/16/2019
Proposed Changes

MADISON, ROBERT

Building Inspections
Building Inspector III

5378
Grade L

WATERS, FABIA 

Building Inspections
Office Assistant IV

5471
Grade F
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POSITION DESCRIPTION 

Title:    Building Inspector III 

Department:   Building Inspection  

Job Analysis:   December 1986, September 2011, October 2019 

Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 

 
Relationships 

Reports to:   Building Official 

Subordinate Staff:  None 

Internal Contacts:  Members of Building Inspection Department, County Commission, 
    County Employees 

External Contacts:  Contractors, General Public 

Status:    Classified/Non-Exempt (L) 

Job Summary 

Inspects buildings to insure compliance with the International Building Codes and other 
building, construction codes and ordinances.  Compliance is ordered when deficiencies or 
infractions are discovered.  Explains and interprets codes, ordinances, etc., as requested.   

Job Domain 

A. Site Inspections 
 

1. Make inspections of old & new building structures, swimming pools, other structures to 
ensure that they meet approved plans, building, fire and other applicable codes and 
ordinances. 

2. Require corrections to be made when deficiencies are discovered. 
3. Assist builders and owners in determining how such corrections may be made to achieve 

code conformance. 
4. Inspect old and dangerous structures which may be subject to condemnation especially 

for fire and safety hazards. 
5. Check sites of demolished buildings for compliance to county requirements. 
6. Make assigned inspections of a residence including foundation, roof, chimneys, floors, 

walls, etc., write detailed report of findings. 
7. Notify owners and tenants of violations both verbally and in writing. 
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8. Inspect for life safety compliance and structural compliance (single family dwellings 
only). 

 
B. Office Duties 

 
1. Consult with and advise persons concerning constructural matters. 
2. Explain and interpret codes, specifications, trade publications, etc., as required. 
3. Maintain daily log of inspections performed. 
4. Review and study building codes, revisions, directives, etc. 

 
C. Plan Review & Evaluation 

 
1. Review plans for compliance with electrical, mechanical, plumbing and building codes, 

as needed. 
 

D. Miscellaneous 
 

1. Provide information on building requirements in the field and by telephone. 
2. Perform area surveillance for unpermitted building construction. 
3. Responsible for routine maintenance on county vehicle. 
4. Make inspections on Mobile Homes including tie-down, electrical connection, sewer 

hookup, in compliance with applicable codes. 
5. Inspect temporary electric installation for compliance with Utility Companies 

requirement. 
6. Two years trade school or college course work in the building and construction trades 

and/or considerable related experience. 

Knowledge, Skills, and Abilities 
 

1. Skills to communicate effectively at all levels with all persons involved in the building 
trades. 

2. Math skills to compute square footage, cost of permits, electrical, mechanical, plumbing 
requirements. 

3. Skills to communicate effectively with general public and various government agencies. 
4. Reading skills to understand building codes, construction reports, plans, blueprints, etc. 
5. Good knowledge of all types of building construction materials and methods and stages of 

construction at which possible violations and defects may be most easily observed and 
corrected. 

6. Good knowledge of International Building codes, local building codes and related laws and 
ordinances. 

7. Ability to detect structural and other faults and to appraise for quality of construction and 
physical depreciation. 

8. Ability to read and interpret plans and compare them with construction in progress. 
9. Ability to determine inspection priorities when appropriate. 
10. Ability to establish and maintain effective working relationships with builders, owners, 

contractors and public. 
11. Ability to suggest modifications which will bring structures into code compliance. 
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12. Ability to work independently and to make decisions requiring technical discretion and 
judgment. 

 
Minimum Qualifications 

 
1. Must possess a valid driver’s license. 
2. Must be willing to travel throughout the County and on technical trips. 
3. Must be certified by the International Building Codes within one (1) year after appointment. 
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POSITION DESCRIPTION 

Title:    Hazard Mitigation Coordinator 

Department:   Building Inspection 

Job Analysis:   11/1998, 08/2005, 09/2011, 05/2012, 10/2019 

Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 

 
Relationships 

 
Reports to:   Building Official, Deputy Building Official 

Subordinate Staff:  Office Manager, Office Assistant IV  

Internal Contacts:  Members of Building Inspection Department, County Employees 

External Contacts  Building Contractors, Architects, Surveyors, General Public 

Status:    Classified/Non-Exempt (I) 

Job Summary 

Administers Baldwin County Coastal Program, Baldwin County Hazard Mitigation Grant 
Program, processing grant applications for funds to elevate/acquire properties in the FEMA 
designated flood zones.  Review and process ICC (Increased Cost of Compliance) letters for 
flood damaged properties. Damage Assessment Coordinator prepares Damage Assessment 
paperwork from the County and Municipalities for the EMA Director after a Hurricane event.  
Supervises the Office Manager and Office Assistant IVs. Maintains inventory of supplies, 
Assistant to the Building Official. 

Job Domain 

A. Hazard Mitigation Grant Program 
 
1. Receive applicant information (bids, survey, elevation certificate, TBM) to prepare 

application for Hazard Mitigation. 
2. Send correspondence to several agencies for compliance in program, use USGS maps to 

indentify project area. 
3. Run FEMA benefit cost module for cost effectiveness. 
4. Compile information and forward to State EMA. 
5. Document progress of approved projects, by photos and field work. 
6. Coordinate with State Mitigation Officer on mitigation measures. 
7. Attend closing for acquisitions purchased by County. 
8. Assist FEMA in viewing current and proposed projects within Baldwin County. 
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9. Assist public with NFIP (National Flood Insurance Program) and FEMA information. 
10. Maintain current FEMA FIRM maps 
11. Attend workshops and/or conferences regarding Mitigation. 
 

B. Coastal Program 
 
1. Assist public with flood zone determinations. 
2. Coordinate with Coastal Inspector on areas to monitor. 
3. Prepare monthly, quarterly and annual reports for ADEM and County Treasurer. 
4. Assist public on compliance with coastal regulations. 

 
 

C. Managerial 
 
1. Supervise OAIV in Foley office and OAIII in Fairhope Office. 
2. Maintain office supply inventory. 
3. Assist public on all office related procedures, requirements, etc. 
4. Maintains personnel vacation calendar, approves time cards. 
5. Schedule meetings for the Baldwin County Building Code of Appeals, Baldwin County 

Flood Damage Prevention Ordinance Board of Adjustment, compile the minutes for each 
board meeting. 

6. Schedule meetings and appointments for Building Official. 
7. Assist Building Official and Building Inspectors as needed. 
8. Prepare and figure plan review fees and building permit fees for large commercial 

projects.  
 

D. Damage Assessment 
 
1. Coordinate with local municipalities prior to storm season to establish procedures for 

reporting damage after a storm event. 
2. Coordinate and outline areas with Tax Assessors office on areas to assess after the storm 

event. 
3. Compile IA (Individual Assistance) and PA (Public Assistance) reports received from 

municipalities & unincorporated areas and report to FEMA. 
4. Attend workshops and/or conferences that pertain to Damage Assessment. 
5. Report all findings to the EMA Director. 

 
E. Miscellaneous 

 
1. Receive, open and sort incoming mail. 
2. Issue Building, Plumbing, Electrical and HVAC permits, when needed 
3. Assist Courthouse Coordinator, as time allows. 

Minimum Qualifications 

1. Must have a valid driver’s license. 
2. Must be willing to travel throughout Baldwin County and on technical trips. 
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POSITION DESCRIPTION 

Title:    Office Assistant IV 

Department:   Building Inspection 

Job Analysis:   November 2011, October 2019 

Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 

Relationships 

Reports to: Building Official, Hazard Mitigation Coordinator 

Subordinate Staff:  None 

Internal Contacts:  Members of Building Inspection Department, County Employees 

External Contacts:  Building Contractors, Architects, Surveyors, General Public 

Status:    Classified/Non-Exempt (F) 

Job Summary 

Greet public, answers questions concerning construction, refers code questions to Building 
Inspectors, issues building, electrical, HVAC, plumbing permits, maintain filing system, perform 
file searches when needed. 

Job Domain 

A. Permitting 
 
1. Issue all building, electrical, HVAC & plumbing permits, to licensed contractors. 
2. Verify that contractors are state licensed, if not give appropriate information. 
3. Make copy of building permits issued, for public review. 
4. Maintain a running list of all permits issued for each month. 
5. Maintain filing system, purge files and perform file searches when needed. 
6. Schedule daily inspections. 
7. Issue Certificate of Occupancies 

 
B. Accounting 

 
1. Maintain journal sheets on a daily basis. 
2. Make sure journal sheets, permits and money collected all match. 
3. Make bank deposits on a daily basis. 
4. Compile month end permits, IR-OR report, all permit total should match. 
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C. Flood Determinations 
 

1. Provide flood determinations to the general public, a copy of each determination goes to 
Office Administrator for the CRS Program (Community Rating System). 

2. Elevation Certificates when received for a job file, make sure all information is correct, 
make a copy and give to the Office Administrator for the CRS program. 

3. Maintain and organize FEMA flood maps (FIRM’s). 
 

D. Miscellaneous 
 

1. Use of a two-way radio system. 
2. Able to type and use computer. 
3. Greet and assist public with general construction questions. 
4. Answer telephone. 
5. Receive, open and sort incoming mail. 
6. Assist Building Official, Building Inspectors or Office Administrator, when needed. 

Minimum Qualifications 

1. Must have a valid driver’s license. 
2. Must be willing to travel throughout Baldwin County. 
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POSITION DESCRIPTION 

Title:    Office Manager 

Department:   Building Inspection 

Job Analysis:   October 2019 

Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 

Relationships 
 

Reports to:   Building Official, Hazard Mitigation Coordinator 

Subordinate Staff:  None 

Internal Contacts:  Members of Building Inspection Department, County Employees 

External Contacts:  Building Contractors, Architects, Surveyors, General Public 

Status:    Classified/Non-Exempt (G) 

Job Summary 

Greet public, answers questions concerning construction, refers code questions to Building 
Inspectors, issues building, electrical, HVAC, plumbing permits, maintain filing system, perform 
file searches when needed. 

Job Domain 

A. Permitting 
1. Issue all building, electrical, HVAC & plumbing permits, to licensed contractors. 
2. Verify that contractors are state licensed, if not give appropriate information. 
3. Make copy of building permits issued, for public review. 
4. Maintain a running list of all permits issued for each month. 
5. Maintain filing system, purge files and perform file searches when needed. 
6. Schedule daily inspections. 
7. Issue Certificate of Occupancies 

 
B. Accounting 

1. Maintain journal sheets on a daily basis. 
2. Make sure journal sheets, permits and money collected all match. 
3. Make bank deposits on a daily basis. 
4. Compile month end permits, IR-OR report, all permit total should match. 
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C.  Bookkeeping 
 
1. Responsible for all Monthly bookkeeping for department. 
2. Responsible for compiling Monthly Reports for department 

 
D. Flood Determinations 

 
1. Provide flood determinations to the general public, a copy of each determination goes to 

Hazard Mitigation Coordinator for the CRS Program (Community Rating System). 
2. Elevation Certificates when received for a job file, make sure all information is correct, 

make a copy and give to the Hazard Mitigation Coordinator for the CRS program. 
3. Maintain and organize FEMA flood maps (FIRM’s). 

 
E. Miscellaneous 

 
1. Use of a two-way radio system. 
2. Able to type and use computer. 
3. Greet and assist public with general construction questions. 
4. Answer telephone. 
5. Receive, open and sort incoming mail. 
6. Assist Building Official, Building Inspectors or Hazard Mitigation Coordinator, when 

needed. 

Other Characteristics 

1. Must have a valid Alabama driver’s license. 
2. Must be willing to travel throughout Baldwin County. 

 



PEACOCK, BRIAN T

CIS Department
CIS Director

133
Grade AE-10

DOERR, TIMOTHY D

 
Systems Engineer

4077
Grade EC-9

SCARBOROUGH, ADAM R

 
Asst CIS Director/CHR Oper Off

2078
Grade EC-9

KUEHL, JASON T

 
Telecom & System Services 

Manager
5320

Grade EC-9

DAVIS, TRENTON D

 
Telephony Administrator

986
Grade EC-8

RAYBORN, TYLER

 
Network Administrator

985
Grade EC-8

LUNDY, LANA

 
Senior Systems Analyst

130
Grade EC-8

MCILWAIN, KENNETH 

 
GIS Manager

2090
Grade EC-9

PANNONE, KATRINA

 
Senior Systems Analyst

5160
Grade EC-8

PROPST, GRACE

 
Senior Systems Analyst

5004
Grade EC-8

FAIL, JONATHAN M

 
Informations Systems Manager

405
Grade EC-9

GARCIA, NESTOR JR

 
Systems Administrator

983
Grade EC-8

FREEMAN, CASEY

 
Operation Supp. Specialist II

5294
Grade H

BARR, JOSHUA

 
Communications Tech III

5212
Grade L

ELKORDI, AHMED

 
Communications Tech III

5147
Grade L

SMITH, JAMES

 
Communications Tech III

835
Grade L

TEAGUE, JORDAN

 
Communications Tech III

5295
Grade L

WELCH, CHRISTOPHER

 
A/V & Teleconference 

Administrator
5477

Grade EC-8

WILKERSON, WAYDE 

 
Database Administrator

5161
Grade EC-8

SPIVEY, SHANNON L

 
Customer Relationship Manager

988
Grade EC-8

 
Customer Service Rep II

3066
Grade H

ETHERIDGE, COURTNEY 

 
Customer Service Rep I

146
Grade G

KEY, DEBORAH K

 
Customer Service Rep I

940
Grade G

MASON, JILL R

 
Customer Service Rep I

1023
Grade G

EDMONDS, DAVID

 
Software Developer

3068
Grade EC-7

SCOZZAFAVA, LORNA 

 
Customer Service Rep II

3067
Grade H

SHOOK, AMY M

 
Customer Service Rep I

148
Grade G

WESSLER, DAVID E

 
Business Manager

987
Grade EC-7
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AGERTON, KATHY J

 
Knowledgebase/Multi-Media Coordinator

5418
Grade J

NIX, WILLIAM

 
Physical Security Admin.

5417
Grade EC-8

 
Application/Database Svc Mgr

5478
Grade EC-9



For Approval 10/01/2019 BC Commission Meeting 
 

POSITION DESCRIPTION 
 
Title:    Application & Database Services Manager 
 
Department:   Communications & Information Systems 
 
Job Analysis:   October 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 
Reports To: CIS Director or Assistant CIS Director as determined by current 

requirements and defined by current Organizational Chart.  
 
Subordinate Staff:  Senior System Analysts, Software Developer, Database   
                                                Administrator and other CIS employees defined by the 
                                                  Current Department Organizational Chart 
 
Internal Contacts: Commissioners, County Administrator, Department Heads, All 

Other County Staff 
 
External Contacts:  Vendors, Representatives from other Agencies 
 
Status:    Classified/Non-Exempt (EC-9) 
 

Job Summary 
 
The Application & Database Manager will supervise and coordinate the analysis, evaluation, 
development, testing, and implementation of complex application and database needs for the 
Baldwin County Commission and other various agencies. Oversee the analysis of user needs and 
make recommendation of software. Provide highly responsible and complex support to Director. 
 

Job Domains 
                       
A. Project Management  
 

1. Assume management responsibility for the analysis, evaluation, development, testing and 
implementation of complex application and database structure. Develop project time lines 
and identify project tasks and procedures.   

2. Plan, direct, coordinate and review the work plan for application development staff. 
Assign work activities, projects and programs. Review and evaluate work products, 
methods and procedures. Meet with subordinate staff to identify and resolve problems. 

3. Prepare various documentation including project reports, process and user manuals, 
presentations, strategic and technical plans and other related information on assigned 
application analyses. 
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4. Prepare time and cost estimates for completing projects. 
5. Prepare and present project progress reports for management. Identify problems and 

issues and recommend solutions. 
6. Ensures project management process is in place, provide resource management and 

ensure quality and timely solutions.  
 
B. Systems Analysis and Design  

 
1. Manage and participate in the development and implementation of goals, objectives, 

policies and priorities for assigned programs.  
2. Analyze business systems to determine effectiveness. Identify inadequacies, inefficiencies 

and problems and recommend solutions. Develop system specifications.  
3. Meet and negotiate with vendors regarding software and hardware procurement and 

maintenance as it relates to job domain. Ensure compliance with contract specifications. 
Consult with vendors regarding system functionality. 

4. Review proposed system software for compliance with applicable quality assurance 
standards before acquisition or implementation. 

5. Coordinate system analysis and application development activities through direct and 
indirect staff. Directs development teams in the areas of scheduling, technical direction, 
future planning and standard development practices.  

6. Participate in budgeting and capital equipment processes and quality improvement 
activities for the development organization. 

7. Responsible for business strategy and planning to ensure the IT Applications & Database 
Group has the appropriate resources, budget and tools to provide the highest level of 
customer service. Ensure appropriate resources are available to respond to customer 
inquiries/issues. 

8. Define and implement procedures for releasing products throughout the whole product life 
cycles. 

9. Have a strong understanding of information systems, business processes, the key drivers 
and measures of success for the business and the short- and long-term direction of the 
business and technology. Ensures that the design and integration of proposed system, 
software leads to the development and growth of the business through effects use of 
technology. 

10. Assist the IT organization in defining and implementing its business plan and goals to 
support the strategy and goals of the organization. Responsible for working with IT 
functional/departmental executives and business leaders to create the overall business plan 
for IT. 

11. Perform other related duties as directed. 
 
C. Systems Administration, Maintenance and Operations  

 
1. Implement system changes through automation, process change, management solutions 

and training. 
2. Conduct diagnostic investigations of program errors and implement or recommend 

solutions or methodologies for resolution. 
3. Assist in determining project delivery and deployment dates for new product releases, feature 

and maintenance releases and regular corrective services or service pack releases. 
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4. Develop risk management procedures, business continuance scenarios, contingency and 
disaster recovery plans for central and distributed systems and networks to maintain 
operations during downtime and/or major disasters. Identifies and makes recommendations 
regarding critical points of failure. Develops and implements policies and procedures for 
business continuance and disaster recovery plans. Proactive in building processes to 
minimize/eliminate downtime. 

5. Responsible for developing enterprise content management strategy to enable efficient 
organization and management of documents, records, web content, other digital media 
information shared internally for workforce productivity improvement and knowledge 
management purposes. 

6. Understand the strategic direction of the enterprise and the supporting IT systems and 
architectures. Maintain knowledge of emerging technological trends and utilize this 
knowledge to educate management on opportunities to build better IT solutions that support 
and drive business decisions. Assist in the definition of the architecture and technology needs 
of the organization based on new and emerging technologies, and establish priorities and 
strategies consistent with business goals and economic viability. 

7. Responsible for managing the definition, implementation and integration of quality principles 
and processes into the design and development of software and IT processes. Ensures that 
quality methods and procedures are executed. Ensures that products, applications, and 
systems are in compliance with established quality standards that meet customer 
requirements or needs. Analyze best-in-class processes, understands the interaction and 
relationship of business operations, operating systems, and network processes. 

8. Responsible for researching, developing, and implementing testing methods and procedures. 
Ensure that products meet the highest quality standards. Monitors and reports on defects. 

 
D. Supervisory 
 

1. Perform daily supervisor duties for all subordinates. 
2. Establish and communicate priorities and timelines with subordinates. 
3. Hold regular meetings with subordinates to ensure effective communication of policies and 

procedures 
4. Participate in the employee interview/selection process. Train, evaluate and communicate 

with subordinates. Provide or coordinate training. Work with employees to correct 
deficiencies.  

5. Prepare and present staff reports and other necessary correspondence. 
6. Responsible for assembling project plans and teamwork assignments, directing and 

monitoring work efforts on a daily basis, identifying resource needs, performing quality 
reviews; and escalating functional, quality, timeline issues appropriately. Responsible for 
tracking key project milestones and adjusting project plans and/or resources to meet the 
needs of customers. Coordinates communication with all areas of the department that impact 
the scope, budget, risk, and resources of the work effort being managed. 

 
Knowledge, Skills, and Abilities 

1. Operational characteristics of a variety of computer platforms and operating systems. 
2. Operational characteristics, services and activities of an information systems and analysis 

program. 
3. Principles and practices of application software installation and support 
4. Principles and practices of computer science and information systems 
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5. Principles and practices of application development and troubleshooting 
6. Principles and practices of project management and administration 
7. Principles and practices of supervision and training 
8. Methods and techniques used in the installation, administration, monitoring, upgrading and 

problem resolution of central application software systems 
9. Basic budgeting, contracting, purchasing practices, policies and procedures 
10. Principles and procedures of quality assurance and security related to complex, large 

computer systems and applications 
11. Research, analyze, and evaluate new service delivery methods and techniques 
12. Communicate clearly and concisely, both orally and in writing 
13. Establish and maintain effective working relationships with both internal and external 

contacts 
14. Oversee and participate in the management of software applications and information systems 

analysis 
15. Develop project time lines and identify project tasks and procedures 
16. Ability to analyze and assess the technological needs of multiple agencies and departments 
17. Ability to negotiate vendor contracts and ensure compliance with specifications 
18. Recommend, design, implement, install and maintain large, complex computer software 

applications  
19. Define complex problems, collect data, establish facts, draw valid conclusions and prepare 

corrective actions and appropriate reports 
20. Manage customer relations and expectations 
21. Utilize automated project management tools and provide advanced project management 

services 
22. Implement quality assurance and security procedures for application and database services 

 
Other Characteristics 

 
1. Must be willing to travel and stay overnight as required. 
2. Must be willing to work nonstandard hours, including weekends and overtime. 
3. Must be willing to attend additional training, skills development, and other self improvement 

courses as deemed necessary by supervisor. 
 

Minimum Qualifications 
 

1. Should possess a bachelor’s degree from a recognized college or university in Computer Science, 
Information Technology or a closely related field. Or a combination of education and experience 
equivalent to these requirements.  

2. Should have a minimum of four (4) years’ experience as a System Analyst, Database 
Administrator, System Engineer, or other similar position that demonstrates leadership and 
technical capabilities in a multisite distributed environment.  

3. Must possess Microsoft MCSE Certification, additional certifications beneficial. 
4. Must have experience designing, engineering, and managing Storage Area Networks. 
5. Must have experience designing, engineering, and managing Microsoft Hyper-V Servers.  
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POSITION DESCRIPTION 
 

Title:    Audio Visual and Video Teleconferencing Administrator 
 
Department:   Communications & Information Systems 
 
Job Analysis:   October 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive. The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 
Reports To: Assistant CIS Director or CIS Director as determined by current 

requirements and defined by current Organizational Chart.  
 
Subordinate Staff:  None 
 
Internal Contacts: Commissioners, County Administrator, Department Heads, All 

Other County Staff 
 
External Contacts:  Vendors, Representatives from other Agencies 
 
Status:    Classified/Exempt (EC-8) 

 
Job Summary 

 
Provides coordination and overall direction for the County’s audio visual, video teleconferencing 
and video production infrastructure. This individual is responsible for all phases of development, 
implementation and maintenance of the County’s audio visual and video teleconferencing 
equipment.  This individual also leads all video production events and maintains production 
equipment. This individual has no direct subordinates but could supervise other CIS Staff on a 
project basis. 
  

Job Domains 
 

A. Project Management 
 

1. Develop project implementation plans and budget. 
2. Coordinate internal and external resources during implementation of project with 

emphasis on keeping project on schedule and within budget. 
3. Develop reports and presentations. 

 
B. Systems Analysis and Design 
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1. Maintain overall audio visual, video teleconferencing and video production/streaming 
equipment. 

2. Perform needs analysis and documentation for all systems. 
3. Research and determine best solution(s) to meet defined needs. 
4. Develop bid specifications for equipment, software and services as required. 
5. Develop standards to maintain seamless interface to all systems.  
6. Collaborate with architects and engineers to ensure plans meet the specifications needed 

for system installation and/or modification. 
7. Provide expert analysis and decisions on functions associated with software and hardware 

configuration of the system(s). 
 

C. Systems Administration, Maintenance and Operations 
 

1. Develop and implement system backup, disaster recovery, and integrity plans for all 
systems. 

2. Develop security plans (physical and systems based) for all systems. 
3. Administer user security for all systems. 
4. Develop and implement maintenance plans on all systems. 
5. Perform capacity planning and performance monitoring on all systems and network. 
6. Coordinate and provide supervision as required for all field service work done by 

technicians and other CIS personnel. 
7. Coordinate installation and maintenance service performed by outside service providers. 
8. Perform maintenance and upgrades to servers and related devices as required and 

maintain all service contracts for equipment. 
9. Maintain inventory of systems. 
10. Ensure industry and departmental standards are enforced pertaining to wiring, labeling, 

naming conventions, methods and documentation. 
11. Schedule and participate in video teleconferencing and video production events as 

needed. 
12. Conduct and/or coordinate user training classes as required. 
13. Coordinate with internal/external departments/agencies to provide video production 

needs. 
 

Knowledge, Skills and Abilities 
 
1. Thorough knowledge of basic electronic diagnosis and repair. 
2. Thorough knowledge of computer server operating systems and computer networks. 
3. Thorough knowledge of desktop computer systems and computer peripheral equipment. 
4. Thorough knowledge of video switching devices, media converters, wall monitors/televisions 

and video control devices. 
5. Thorough knowledge of video teleconferencing equipment, Cisco TelePresence experience 

considered a plus. 
6. Thorough knowledge of video production equipment and streaming media. 
7. Thorough knowledge of TCP/IP. 
8. Thorough knowledge of Local and Wide Area data routing communications. 
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9. Good knowledge of network systems including switches, routers, firewalls, wireless access 
points and other related systems. 

10. Good knowledge of premise wiring and fiber for video, voice and data communications. 
11. Some knowledge of outside plant wiring and fiber for video, voice and data communications. 
12. Good knowledge of project management principles, including budgeting. 
13. Ability to plan and organize work to set priorities and meet deadlines.  
14. Ability to relate highly technical issues and respond to questions at a layman's level of 

understanding. 
15. Ability to communicate effectively, both orally and in writing. 
16. Ability to establish and maintain effective working relationships with department heads and 

other employees. 
17. Ability to supervise the work of others. 
 

Other Characteristics 
 
1. Must be willing to travel and stay overnight as required. 
2. Must be willing to work nonstandard hours, including weekends. 
3. Must be willing to attend additional training, skills development and other self-improvement 

courses as deemed necessary by supervisor. 
 

Minimum Requirements 
 

1. Possess an Associate degree or technical certificate from a recognized college, university, or 
technical school in Communications, Electronics, Information Technology or a closely 
related field.  Or combination of education and experience equivalent to these requirements. 

2. Minimum of one (2) years’ experience as a Communications Technician III or similar 
position that demonstrates leadership and technical capabilities in a multi-site distributed 
environment. 

3. Should possess A+ Certification or equivalent experience. 
4. Should possess Network+ Certification or equivalent experience. 
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POSITION DESCRIPTION   
   
Title:                                Administrative Support Specialist IV 
 
Department:                         Baldwin County Regional Juvenile Detention Center   
   
Job Analysis:             October 2019  
   
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included.   
   

  Relationships   
   
Reports to:                              JDC Director   
   
Subordinate Staff:     None 
   
Internal Contacts:           All department employees and county employees, appropriate    
            county agencies,   
   
External Contacts:                  General Public, Juvenile Court Judge, Juvenile Probation Officers, 

Attorneys, Law Enforcement Personnel, County Commission, 
other Governmental agencies and personnel; appropriate 
companies and agencies concerning supplies and materials for the 
center.    

   
Status:                            Classified/Non-Exempt (J) 
     

Job Summary   
   
This work is conducted at the Baldwin County Regional Juvenile Detention Center with integrity 
and in a positive and professional manner. An employee in this position is highly responsible for 
supervision involving the care, custody and control of juvenile population and the facilitating 
and/or co-facilitating of the educational sessions. Work also involves supervising subordinates, 
clerical functions associated with housing, preparing monthly reports of expenditures and request 
for payment to State Child Nutrition Programs, understanding juvenile behavior and 
performance of security tasks, which includes but is not limited to intervening in altercations to 
ensure the safety of both the juvenile and fellow staff members. All work is performed in 
accordance with local, state and federal guidelines under the direct supervision of the Alabama 
Department of Youth Services. All employees shall comply with all applicable DYS regulations 
and standards.   
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Job Domains   
   

A. Typing and Stenography   
   

1. Types correspondence for the Director, as requested.   
2. Attends meetings as directed by the JDC Director and takes notes.   

   
B. Filing and Records Management   
   

1. Files correspondence and maintains records for the Director and Center. Maintains 
personnel files and reviews for department. 

2. Keeps files on accident reports and forwards the documents to the appropriate 
department.   

3. Maintains files for all required documentation.   
4. Maintains office and cleaning supply inventory and prepares requisitions, while 

searching for competitive pricing for such; for all inventory. 
5. Coordinates receiving vouchers with purchase orders and maintains all records. 
6. Assists with scheduling of outside agencies.   

      
C. Reception and Referral   
   

1. Answers all incoming calls and directs them to the appropriate staff.   
2. Handles all incoming traffic and directs to the appropriate staff.   
3. Schedules appointments.   

   
D. Operations Responsibilities   
   

1. Coordinates operations of the workplace facility, if applicable or as requested by the 
Director. 

2. Coordinates receiving vouchers with purchase orders.   
3. Maintains all records of purchasing and receiving.   
4. Works with accounts payable department and purchasing to correct any problems with 

accounts.   
5. Processes employee time in Kronos.   
6. Maintains an accounting of all leaves, absences, etc.   
7. Responsible for juveniles correspondence   
8. Assist with scheduling outside agencies  
9. Responsible for maintaining office supplies 
10. Prepares agenda action items and performs follow up tasks as required.  
11. Other Assigned Duties   

      
E. Bookkeeping   
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1. Process expense and travel vouchers for department.   
2. Other bookkeeping may be assigned.   
3. Compiles Department of Youth Services population report and secure custody report. 
4. Maintains weekly population reports and ensures such reports are transmitted to the Chief 

Probation Officer.  
5. Compile and maintain meal production records for State Nutrition. Reconcile all payments 

from Child Nutrition to assure accuracy. Assist Child Nutrition Auditor with necessary 
documentation. 

6. Prepares Social Security Report monthly and coordinates with the prisoner reporting 
system.   

7. Prepares billing for juvenile housing with other Counties.  
8. Assists in maintaining the Department of Youth Services standards files for yearly audit; 

ensuring all data is up to date and included within each file. 
9. Assists in maintaining the Prison Rape Elimination Act standards files and ensuring all 

data is up to date and included within each file.    
    

    Knowledge, Skills, and Abilities   
   
1. Skills to communicate effectively with office staff and general public.   
2. Math skills to perform basic mathematical operations.   
3. Skills to prepare correspondence and reports.   
4. Knowledge of basic bookkeeping procedures.   
5. A good working knowledge of English, grammar, composition and spelling.   
6. A good working knowledge of general office practices and procedures.   
7. Skills to read, understand and compile printed reports.   
8. Knowledge of filing procedures.   
9. Knowledge of general office operations and procedures.   
10. Knowledge of county policies and procedures.   
11. Writing skills to neatly and clearly complete forms, records and reports.   
12. Ability to operate office machines such as calculator, computer, copy machine, fax machine 

and typewriter.   
13. Knowledge of Internet Explorer and Outlook Express.   
14. Knowledge of Microsoft Word, Excel, and Power Point.  
15. Ability to follow written and oral instructions. 

   
Other Characteristics 

 
1. Willing to work overtime when necessary.   
2. Maintain a positive and friendly disposition. 
3. Ability to work under stress of recurring deadlines.  

4. Establish and maintain cooperative working relationships with those in the course of work. 
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Minimum Requirements 
   
1. Seven (7) years’ experience in secretarial related work.   
2. Must have a valid driver’s license and be insurable by the County’s insurance guidelines. 

3. Willing to submit to background checks to include Department of Public Safety, criminal and 
DHR central registry. 

4. Be willing to attend educational courses for advanced training. 

5. Willing to work non-standard hours when necessary.   
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POSITION DESCRIPTION   
   
Title:                              Detention Technician   
   
Department:                            Baldwin County Regional Juvenile Detention Center   
   
Job Analysis:  October 2004, October 2005, Sept 2013, Sept 2016, Oct 2019 
   
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included.   
   

Relationships   
   
Reports to:                            Detention Worker II   
   
Subordinate Staff:                None   
   
Internal Contacts:           Co-workers and juveniles, Detention Coordinator and Director   
   
External Contacts:           General Public, Law Enforcement Personnel, Juvenile Probation 

Officers   
   
Status:       Classified/Non-Exempt (H)   
   

Job Summary   
   
This work is conducted at the Baldwin County Regional Juvenile Detention Center with integrity 
and in a positive and professional manner. An employee in this position is highly responsible for 
supervision involving the care, custody and control of juvenile population and the facilitating 
and/or co-facilitating of the educational sessions. Work also involves supervising subordinates, 
clerical functions associated with housing, understanding juvenile behavior and performance of 
security tasks, which includes but is not limited to intervening in altercations to ensure the safety 
of both the juvenile and fellow staff members.   All work is performed in accordance with local, 
state and federal guidelines under the direct supervision of the Alabama Department of Youth 
Services. All employees shall comply with all applicable DYS regulations and standards.   
   
This is an entry level position.  It is a training position that allows a newer staff to be involved in 
multiple aspects of the operations, in order to expedite learning and judgment when relating with 
juveniles and the public.       

   



Approved 09/20/2016 BC Commission Meeting   For Approval 10/01/2019 

    

Job Domains   
   

1. Follow the chain of command.   
2. Supervision of juveniles:   Be aware and willing to assist with all necessary supervision of 

juveniles.    
a. Maximum supervision—eye to eye, arms distance away, must be prepared to intervene if 

the situation requires it to ensure the safety of all.   
b. Close supervision—seeing them at all times, hearing them at all times, able to talk to 

them.   
c. Medium supervision—being able to hear the residents at all times and be able to reach 

them within 5 seconds.   
d. Minimum supervision—knowing where the residents are at all times, be able to reach 

them within 10 – 15 seconds.   
3. Ensuring and understanding that all the rules of the facility are followed at all times, this 

includes, but is not limited to, intervening in altercations to ensure the safety of both the 
juvenile and fellow staff members.  Keeping up with the BMS point, escorting a resident to 
his/her room for rule violation, documentation, and informing supervisors of any and all 
situations.      

4. Keeping the facility clean:  Clothes for juveniles, room area, dayroom area, kitchen, 
classrooms, hall, all restrooms and all of the Administration, taking out trash, any other areas 
or directives given by supervisor(s).   

5. Admissions:  Files, showers, issuing clothes, assigning rooms, going over rules of the facility, 
search of youth on admission, documentation of resident’s possessions.   

6. Discharge:  Make sure resident receives all personal property, check to see if resident turns in 
all issued clothing, check to see if room/cell meets security check, prepare to transfer of 
resident for discharge to legal guardian.   

7. Meals (pick-up and feeding):  Driving vehicle, receiving and transporting food, serving 
meals, cleaning up kitchen, monitor meal and refrigerator temperatures.   

8. Showers:  Giving personal effects, observing and supervising showers, washing, folding, and 
storing clothes in proper place.   

9. Administer medications, when needed   
10. Monitor and check the building to ensure there is no security issues.   
11. All employees should comply with all applicable DYS regulations and standards.   
12. Miscellaneous:   

a. Bed checks every 15 minutes.   
b. Isolation rooms check every 5 minutes.   
c. Checking doors for security.   
d. Filling out proper logs and forms.   
e. Answering phones.   
f. Aiding the JDC nurse with transportation of youth to doctor.   
g. Supervision in classroom.   

13. Any other duties assigned by the supervisor and/or Director.    
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Knowledge, Skills and Abilities 
   

1. Ability to follow instructions and given attention to detail.   
2. Ability to complete tasks correctly and on time.   
3. Skills in use of routine office equipment including computer proficiency and electronic 

correspondence.   
4. Writing skills to clearly and neatly complete reports, forms and log book entries.   
   

Other Characteristics   
   

1. Willing and able to work a variety of shifts up to and including overtime.    
2. Willing and able to work directly with some times violent, physically handicapped, mentally 

ill, physically, intellectually, and emotionally challenged juveniles, caring for and ensuring 
their basic needs are met.   

3. Undergo a 40 hour initial training of various topics, i.e. First Aid and CPR, policies and 
procedures, BMS, master control, Crisis Prevention Intervention, suicide prevention.   
   

Physical Characteristics 
 
1. Ability to administer emergency medical aid and CPR. 
2. At a minimum, ability to walk 1.5 miles in thirty (30) minutes or less. 
3. At a minimum, stand for four (4) consecutive hours in order to observe the juveniles in any 

setting. 
4. Drag, lift and pull a minimum of fifty (50) pounds for twenty (20) feet or more, unassisted.  
5. Ability to rapidly respond, which may include: sprinting, jogging and running to maintain 

safety of residents and staff.  
6. Bend, kneel and squat repeatedly as needed. 
7. Ability to engage in a variety of aerobic and anaerobic activities with youth for up to thirty 

(30) minutes at a time.  
8. Vision that can adequately supervise juveniles in a variety of light settings. 
9. Facilitate and participate in a variety of stretching activities that could enhance physical 

ability and to avoid injury.  
10. Hear disturbances, alarms, voice tones and warnings from a variety of distances.  

 
Minimum Qualifications   

1. Must have a high school diploma or GED, preference will be given to applicants with a 
college degree.    

2. Must have a valid driver’s license and be insurable by the County’s insurance guidelines. 

3. Willing to submit to background checks to include Department of Public Safety, criminal and 
DHR central registry.   
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  POSITION DESCRIPTION   
   
Title:     Detention Worker I   
   
Department:                            Baldwin County Regional Juvenile Detention Center   
   
Job Analysis:              October 2004, October 2005, Sept 2016, Oct 2019   
   

Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included.   
   

  Relationships   
   
Reports to:                              Detention Worker II   

Subordinate Staff:             None   

Internal Contacts:                 Co-workers and juveniles, Detention Coordinator and Director   

External Contacts:                  General Public, Law Enforcement Personnel, Juvenile Probation 

Officers   

Status:                           Classified/Non-Exempt (I)   

Job Summary 
   
This work is conducted at the Baldwin County Regional Juvenile Detention Center with integrity 
and in a positive and professional manner. An employee in this position is highly responsible for 
supervision involving the care, custody and control of juvenile population and the facilitating 
and/or co-facilitating of the educational sessions. Work also involves supervising subordinates, 
clerical functions associated with housing, understanding juvenile behavior and performance of 
security tasks, which includes but is not limited to intervening in altercations to ensure the safety 
of both the juvenile and fellow staff members.   All work is performed in accordance with local, 
state and federal guidelines under the direct supervision of the Alabama Department of Youth 
Services. All employees shall comply with all applicable DYS regulations and standards.   

   
  Job Domains   

   
1. Follow the chain of command.   
2. Supervision of juveniles:   

a. Maximum supervision - eye to eye, arms distance away, must be prepared to 
intervene if the situation requires it to ensure the safety of all.   

b. Close supervision - seeing them at all times, hearing them at all times, able to talk to 
them.   
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c. Medium supervision—being able to hear the residents at all times and be able to 
reach them within 5 seconds.   

d. Minimum supervision—knowing where the residents are at all times, be able to reach 
them within 10 – 15 seconds.   

3. Ensuring that all the rules of the facility are followed at all times, this includes, but is not 
limited to, intervening in altercations to ensure the safety of both the juvenile and fellow staff 
members.  Keeping up with the BMS point, escorting a resident to his/her room for rule 
violation, documentation, and informing supervisors of any and all situations.   

4. Keeping the facility clean:  Clothes for juveniles, room area, dayroom area, kitchen, 
classrooms, hall, all restrooms and all of the Administration, taking out trash, any other areas 
or directives given by supervisor(s).   

5. Admissions:  Files, showers, issuing clothes, assigning rooms, going over rules of the 
facility, search of youth on admission, documentation of resident’s possessions.   

6. Discharge:  Make sure resident receives all personal property, check to see if resident turns 
in all issued clothing, check to see if room/cell meets security check, prepare to transfer of 
resident for discharge to legal guardian.   

7. Meals (pick-up and feeding):  Driving vehicle, receiving and transporting food, serving 
meals, cleaning up kitchen, monitor meal and refrigerator temperatures.   

8. Showers:  Giving personal effects, observing and supervising showers, washing, folding, and 
storing clothes in proper place.   

9. Administer medications, when needed   
10. To monitor and check the building to ensure there is no security issues.   
11. All employees should comply with all applicable DYS regulations and standards.   
12. Miscellaneous:   

a. Bed checks every 15 minutes.   
b. Isolation rooms check every 5 minutes.   
c. Checking doors for security.   
d. Filling out proper logs and forms.   
e. Answering phones.   
f. Aiding the JDC nurse with transportation of youth to doctor.   
g. Supervision in classroom.   

13. Any other duties assigned by the supervisor and/or Director.    
     

Knowledge, Skills and Abilities   
   

1. Must be able to follow instructions and given attention to detail.   
2. Must be able to complete tasks correctly and on time.   
3. Skills in use of routine office equipment.   
4. Writing skills to clearly and neatly complete reports, forms and log book entries.   
   

  Other Characteristics   
   

1. Willing  and able to work a variety of shifts up to and including overtime    
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2. Willing and able to work directly with some times violent, physically handicapped, mentally 
ill, physically, intellectually, and emotionally challenged juveniles, caring for and ensuring 
their basic needs are met.   

3. Undergo a 40-hour initial training of various topics, i.e. First Aid and CPR, policies and 
procedures, BMS, master control, Crisis Prevention Intervention, suicide prevention.   

 
Physical Characteristics 

 
1. Ability to administer emergency medical aid and CPR. 
2. At a minimum, ability to walk 1.5 miles in thirty (30) minutes or less. 
3. At a minimum, stand for four (4) consecutive hours in order to observe the juveniles in any 

setting. 
4. Drag, lift and pull a minimum of fifty (50) pounds for twenty (20) feet or more, unassisted.  
5. Ability to rapidly respond, which may include: sprinting, jogging and running to maintain 

safety of residents and staff.  
6. Bend, kneel and squat repeatedly as needed. 
7. Ability to engage in a variety of aerobic and anaerobic activities with youth for up to thirty 

(30) minutes at a time.  
8. Vision that can adequately supervise juveniles in a variety of light settings. 
9. Facilitate and participate in a variety of stretching activities that could enhance physical 

ability and to avoid injury.  
10. Hear disturbances, alarms, voice tones and warnings from a variety of distances.  

Minimum Qualifications 
 

1. Must have a high school diploma or GED, preference will be given to applicants with a 
college degree.    

2. Must have a valid driver’s license and be insurable by the County’s insurance guidelines. 
3. Submit background checks to include Department of Public Safety, criminal and DHR 

central registry.   
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  POSITION DESCRIPTION   
   
Title:                                       Detention Worker II   
   
Department:                            Baldwin County Regional Juvenile Detention Center   
   
Job Analysis:               October 2001, March 2009, May 2011, Sept 2016, Oct 2019  
   
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included.   
     

Relationships   
   
Reports to:                    Detention Coordinator and JDC Director   

Subordinate Staff:                   Detention Worker I and Detention Technician  

Internal Contacts:           Co-workers and juveniles   

External Contacts:                  General Public, Law Enforcement Personnel, Juvenile Probation 

Officers   

Status:                            Classified/Non-Exempt (J)   

   
Job Summary   

   
This work is conducted at the Baldwin County Regional Juvenile Detention Center with integrity 
and in a positive and professional manner. An employee in this position is highly responsible for 
supervision involving the care, custody and control of juvenile population and the facilitating 
and/or co-facilitating of the educational sessions. Work also involves supervising subordinates, 
clerical functions associated with housing, understanding juvenile behavior and performance of 
security tasks, which includes but is not limited to intervening in altercations to ensure the safety 
of both the juvenile and fellow staff members.   All work is performed in accordance with local, 
state and federal guidelines under the direct supervision of the Alabama Department of Youth 
Services. All employees shall comply with all applicable DYS regulations and standards.   

     
Job Domains   

A. Supervision   
   

1. It is imperative that the DW II possess and maintain a high level of integrity, be a 100% 
team player, and possess and maintain a highly positive attitude.   

2. Converse with juveniles, parents or guardians, staff and other agencies and departments.   
3. Aid the JDC nurse with transportation of youth to doctor, aid in ensuring supervision in 

the classroom.    
4. Administer medications, when needed   
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5. Supervision of detention workers.   
6. Maintain a positive healthy environment in which to work.   
7. In the absence of the Detention Coordinator and the JDC Director, become senior 

supervisor and is responsible for integrity of program, safety, and security of residents 
and staff.   

8. Supervise juvenile visitation and ensure compliance with JDC regulations.   
9. One on one counseling with juveniles, when needed   
10. Help the Director maintain ACA standards that are audited once a year by the State.   
11. Investigate all incidents involving staff and/or juveniles and make reports to the 

Detention Coordinator.   
12. Notify Detention Coordinator if a major incident occurs and make necessary reports.   
13. Ensure documentation is done on current shift and done accurately.   
14. Monitor all disciplinary actions taken by staff toward residents to ensure proper and 

appropriate discipline for the offense.   
15. To keep the Detention Coordinator informed about matters involving personnel.   
16. To monitor and check the building to ensure there is no security issues.   
17. Ensure the shifts are covered with the proper staff to resident ratio and appropriate 

gender staffs are on duty when an employee calls in sick.    
18. Ensure that all DW I positions are filled before leaving assigned shift. Either require a 

DW I to work over or call in a substitute to cover the position.   
19. When calling in sick or any other reason, a substitute must be acquired and, if possible, 

in place before leave will be granted. Leave will be granted on a case by case basis.   
20. Maintain clear and positive communications with staff under their supervision to ensure 

that they understand their job tasks.   
21. To complete all assigned duties given by the Detention Coordinator and/or the Director.   

     
Knowledge, Skills and Abilities   

   
1. Must possess and demonstrate appropriate counseling and organizational skills.    
2. Skills in use of routine office equipment.   
3. Writing skills to clearly and neatly complete reports, forms and log book entries.   
   

Other Characteristics   
   
1. Possess, maintain and display integrity, team work, and positive attitude at all times.   
2. Willing and able to work any and all shift hours.   
3. Undergo a 40-hour initial training of various topics, i.e.  First aid and CPR, policies and 

procedures, BMS, master control, PIT, Crisis Prevention Intervention, suicide prevention.   
4. Willing to work overtime, weekends and holidays. Participate in the “On Call” procedure to 

ensure meeting required staff ratios.    
5. Willing to work directly with some times violent, physically handicapped, mentally ill, 

physically, intellectually, and emotionally challenged juveniles, caring for and ensuring their 
basic needs.   

6. Willing to be on call.   
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7. Ensure that all DW I positions are filled before leaving assigned shift. Either require a DW I 
to work over or call in a substitute to cover the vacant position.   

8. Submit background checks to include Department of Public Safety, criminal and DHR 
central registry.   

9. Willing  and able to work a variety of shifts up to and including overtime    
10. Willing and able to work directly with sometimes violent, physically handicapped, mentally 

ill, physically, intellectually, and emotionally challenged juveniles, caring for and ensuring 
their basic needs are met.   

   
Physical Characteristics   

   
1. Administer emergency medical aid and CPR   
2. Be able to walk (at a minimum) 1.5 miles in 30 minutes or less   
3. At a minimum, Stand for four consecutive hours in order to observe the juveniles in any 

setting   
4. Drag, Lift and pull a minimum of 50lbs for 20 feet or more.    
5. Must be able to rapidly respond, which may include sprinting, jogging, running to maintain 

safety of residents and staff.    
6. Bend, kneel and squat repeatedly as needed   
7. Ability to engage in a variety of aerobic and anaerobic activities with youth for up to 30 

minutes at a time.    
8. Good Vision that can adequately supervise juveniles in a variety of light settings   
9. Facilitate and participate in a variety of stretching activities that could enhance physical 

ability and to avoid injury.    
10. Can hear disturbances, alarms, voice tones and warnings from a variety of distances.    

   
Minimum Requirements 

 
1. Preference given to a 4-year college degree in related field.    
2. Must have a minimum of two (2) years’ experience working with adolescents.   
3. Must have a valid driver’s license and be insurable by the County’s insurance guidelines. 

 



HANAK, DEIDRA

 
Personnel

Personnel Director
124

Grade AE-10

BONNER, BO

 Personnel
Assistant Personnel Director

4091
Grade EC-8 

CREENSHAW, ANDREA

 Personnel
Workers Comp Coordinator

5415
Grade J

VAUGHN, BRITTANY

 Personnel
Benefits Specialist

5455
Grade H

STRONG, KEN

 Personnel
Risk Manager

4074
Grade EC-8

YOUNCE, ANTHONY

 Personnel
Safety Coordinator

4075
Grade J 

Approved 08/06/2019
Proposed Changes

PEACOCK, HOLLY

Personnel
Admin Support Specialist I

5456
Grade G

 Personnel
Employee Relations/Training Coord.

5482
Grade EC-7 
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POSITION DESCRIPTION 
 

Title:    Employee Relations and Training Administrator 
 
Department:   Personnel Department 
 
Job Analysis:   10/2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 

 
Relationships 

 
Reports To:   Personnel Director 
 
Subordinate Staff: None 
 
Internal Contacts: County Employees, County Administrator, County Commission, 

and other Elected Officials 
 
External Contacts: General Public, Training Organizations 
 
Status: Classified/Exempt (EC-7) 
 

Job Summary 
 
The Employee Relations and Training Administrator develops, administers, or coordinates 
training programs for various departments and employees within the Baldwin County 
Commission. This role is responsible for analyzing training needs, developing curriculum and 
delivering courses to include computer-based training, new employee orientation, and on-site 
training sessions.  This position works with each department to develop specific training to meet 
their identified needs by examining growth, current technology and future requirements. This 
position coordinates training schedules and evaluates applicable outside training resources.   
 
Additionally, this position acts as a liaison to help investigate and resolve conflict in the 
workplace. The Employee Relations and Training Administrator must have great interpersonal 
skills and be able to build relationships with employees, while exercising good judgment and 
problem-solving skills to resolve conflicts.  
 

Job Domains 
 

Training and Development 
 
1. Conduct new employee orientation.  
2. Develop and implement managerial and new supervisor training. 
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3. Identify organizational goals to assess training needs for new and existing employees. 
4. Research, design, and/or purchase training programs to meet needs based on assessments. 
5. Plan and develop training programs by analyzing job performance requirements and 

operational problems. 
6. Identify internal and external training programs to address competency gaps. 
7. Develop or coordinate curriculum needed to train employees on a variety of topics including 

computer programs and personnel policies. 
8. Develop, implement, administer, and/or maintain a Training Management System.  
9. Schedule and coordinate all internal training with managers and supervisors – schedule 

location, date/time, materials, and attendance. 
10. Coordinate off site training opportunities for employees. 
11. Market available training opportunities to employees by designing, developing, and 

distributing training schedules, brochures, and other communication. 
12. Facilitate learning through a variety of delivery methods including classroom instruction, on-

site training sessions, computer-based training, and on the job coaching. 
13. Assess course outcomes and effectiveness through participant and supervisory feedback. 
14. Maintain training tracking process: track, document, and communicate certification 

completion to recipients and management. 
15. Preserve training records accordingly. 
16. Monitor required certifications, re-certifications and licenses. 
17. Research training suppliers and materials as needed – including details, cost comparison, and 

timelines. 
 
Employee Relations 
 
1. Assist in formulating Personnel policies and objectives for the County regarding employee 

relations. 
2. Determine and recommend employee relations practices necessary to establish a positive 

employer-employee relationship and promote a high level of employee morale, health, and 
productivity. 

3. Assist in conducting investigations when employee complaints or concerns are brought forth. 
4. Assist in resolving conflict in the workplace. 
5. Assist managers with implementing performance improvement processes with non-

performing employees. 
6. Assist in guiding managers regarding employment progressive disciplinary actions. 
7. Assist departments in interviewing applicants for hire/promotions. 
 

Knowledge, Skills, and Abilities 
 

1. Leadership skills to effectively direct employees while in a training class environment and 
ability to properly evaluate comprehension and application of subject material. 

2. Knowledge of departmental policies and procedures and ability to apply them to work related 
problems. 

3. Ability to communicate professionally with all levels of employees. 
4. High-level of effective interpersonal communication skills, both written and verbal. 
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5. Excellent written and oral communication skills are necessary to produce and deliver quality 
training programs. 

6. Knowledge of Windows, Power Point, Word, Excel, and SharePoint related to the design, 
development and delivery of training programs. 

7. Must have strong problem analysis and problem-solving skills. 
8. Strong multitasking, attention to detail, and organizational skills. 
9. Knowledge of personnel functions and practices. 
10. Ability to work with confidential information. 
11. Skills to complete various forms, records and general correspondence. 
12. Knowledge of state and federal laws that pertain to personnel activities. 
13. Ability to work independently. 
14. Knowledge of general office procedures. 
 

Other Characteristics 
 

1. Must be able to react positively to constant change and help lead the way forward to include 
new developments in training targeted to both new and existing employees.  

2. Strong desire to assist in the development of employee skills to provide a path for 
advancement and individual success. 

3. Be willing to travel to attend workshops, conferences, seminars, etc., out of town as needed. 
4. Be willing to work overtime, non-standard hours or weekends to complete work within 

specific time period. 
 

Minimum Requirements 
 

1. Bachelor’s degree in Education, Public Administration, Management, or related field and a 
minimum of three (3) years of responsible managerial or administrative experience; or a 
combination of training and experience equivalent to these requirements. 

2. Experience in providing both hands-on and verbal communication training. 
3. Experience in investigating and resolving conflict within a work environment. 
4. Working knowledge of existing governmental labor laws including Equal Employment 

Opportunity (EEO), the Americans With Disabilities Act (ADA), and the Family and 
Medical Leave Act (FMLA).  

5. Must possess a valid driver’s license and be insurable by the County’s vehicle insurance 
standards. 

 
 

 



FAUST, TEDDY J JR

Revenue Commission
Revenue Commissioner

 
104 

HILL, SUSAN B

Revenue Commission
Chief Administrative Assistant

172
Grade I

SCHWARTZ, WANDA

Revenue Commission
Custodian

544
Grade E

JONES, KAREN A

Revenue Commission
Administrator of Collections

152
Grade EC-8

LINDSEY, WALTER B

Reappraisal
Chief Appraiser

123
Grade AE-10

GODWIN, JANET L

Reappraisal
Administrator of Mapping

184
Grade EC-8

Reappraisal
Chief Administrative Assistant

5306
Grade I

DOMINY, CANDICE A

Reappraisal
Real Property Appraisal Supervisor

5302
Grade EC-8

HALL, ROSEMARIE

Reappraisal
Appraisal Clerk Coordinator

2067
Grade EC-7

MCDILL, KARON W

Reappraisal
Real Property Appraisal Supervisor

5303
Grade EC-8

Reappraisal
Personal Property Administrator

461
Grade EC-7

Reappraisal
Commercial Appraiser

4004
Grade L

Revenue Commission
Chief Clerk Revenue

179
Grade AE-10

WALZ, BRENDA J

Revenue Commission
Administrator of Assessments

170
Grade EC-8

Approved 04/03/2018
Proposed

HARVILLE, CYNTHIA

Reappraisal
Real Property Appraisal Supervisor

5406
Grade EC-8

Reappraisal
Assistant Chief Appraiser

5516
Grade EC-9



JONES, KAREN A

Revenue Commission
Administrator of Collections

152
Grade EC-8

ADAMS, TIFFANY

Revenue Commission
Collections Support Technician II

5510
Grade H

CRAWFORD, AMANDA

Revenue Commission
Collections Support Technician I

790
Grade G

EARLS, ELLEN

Revenue Commission
PT Collections Support Tech Specialist

PT34
Grade H

HODGES, LINDA S

Revenue Commission
Collections Support Technician II

5285
Grade H

HOMAN, DEBORAH J

Revenue Commission
Collections Bookkeeper

3078
Grade I

REID, LINDA E

Reappraisal
PT Collections Switchboard Operator

PT20
Grade G

SHAW, HILLARY

Revenue Commission
Collections Support Technician I

5002
Grade G

TRAWICK, BRENDA D

Revenue Commission
Collections Support Technician II

476
Grade H

WELCH, JENNIFER

Revenue Commission
Collections Support Technician I

5323
Grade G
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Revenue Commission
Revenue Commissioner
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PLATO, HEATHER

Revenue Commission
Collections Support Technician II

5511
Grade H
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Revenue Commission
Chief Clerk Revenue

179
Grade AE-10



WALZ, BRENDA J

Revenue Commission
Administrator of Assessments

170
Grade EC-8

AYRES, JONI

Revenue Commission
Assessment Support Technician I

912
Grade G

COMETTI, ANGELA R

Revenue Commission
Assessment Specialist I

5512
Grade I

COX, MANELL P

Revenue Commission
Assessment Specialist I

5513
Grade I

HENDERSON, BETTY

Revenue Commission
Assessment Specialist I

165
Grade I

abolish

Revenue Commission
Assessment Support Technician I

5281
Grade H

JOHNSTON, DORA T

Revenue Commission
Assessment Specialist I

169
Grade I

abolish

Revenue Commission
Assessment Supervisor

5218
Grade J

FAUST, TEDDY J JR

Revenue Commission
Revenue Commissioner

 
104 
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HARRIS, EDITH M

Revenue Commission
Assessment Specialist II

5514
Grade J

REEVES, EMILY E

Revenue Commission
Assessment Specialist II

5515
Grade J

Revenue Commission
Chief Clerk Revenue

179
Grade AE-10



GODWIN, JANET L

Reappraisal
Administrator of Mapping

184
Grade EC-8

Reappraisal
Mapping Supervisor

183
Grade M

Reappraisal
Mapping Support Technician I

5338
Grade G

Reappraisal
Mapping Support Technician I

5339
Grade G

Reappraisal
Mapper I

5141
Grade I

LUNDY, DONNA K

Reappraisal
Mapper II

2007
Grade J

Reappraisal
Mapper I

4094
Grade I

DENSON, TRACI

Reappraisal
Mapping Support Specialist

5142
Grade H

WATTERS, MARY E

Reappraisal
Imaging Coordinator

4095
Grade H

WALTON, HELEN

Reappraisal
Imaging Specialist I

5328
Grade G

Reappraisal
Imaging Specialist I

5003
Grade G

PALMER, MELISSA

Reappraisal
Mapper II

5347
Grade J

FAUST, TEDDY J JR

Revenue Commission
Revenue Commissioner
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LINDSEY, WALTER B

Reappraisal
Chief Appraiser

123
Grade AE-10

Reappraisal
Mapper III

5372
Grade K

GILL, PAMELA K

Reappraisal
Mapper II

5373
Grade J
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CAPRARA, DANYELL

Reappraisal
Mapping Support Specialist

5450
Grade H

Reappraisal
Assistant Chief Appraiser

5516
Grade EC-9

abolish

Reappraisal
Mapper/Satelitte Asst

909
Grade H



HALL, ROSEMARIE

Reappraisal
Appraisal Clerk Coordinator

2067
Grade EC-7

COFFMAN, TONYA M

Reappraisal
Real Property Specialist I

5321
Grade H

abolish

Reappraisal
Real Property Support Tech Specialist

4097
Grade H

HADLEY, LINDA S

Reappraisal
Real Property Support Technician

968
Grade G

MITCHELL, TAARIN

Reappraisal
Real Property Support Technician

967
Grade G

LINDSEY, WALTER B

Reappraisal
Chief Appraiser

123
Grade AE-10

FAUST, TEDDY J JR

Revenue Commission
Revenue Commissioner

 
104 

Approved 04/03/2018
Proposed Changes

Reappraisal
Assistant Chief Appraiser

5516
Grade EC-9

create

Reappraisal
Real Property Specialist II

5521
Grade I



MCDILL, KARON W

Reappraisal
Real Property Appraisal Supervisor

5303
Grade EC-8

 
Real Property Appraiser Trainee

5335
Grade I

 
Real Property Analyst I

181
Grade L

 
Real Property Appraiser I

5349
Grade J

ROSE, CHARLES

 
Real Property Appraiser Trainee

5332
Grade I

 
Real Property Appraiser Trainee

5334
Grade I

PALMER, LESLIE

 
Real Property Appraiser I

5348
Grade J

HODGES, SHERRY L

 
Real Prop Current Use Analyst

381
Grade K

JONES, SANDRA B

 
Real Property Sales Analyst

177
Grade J

OWEN, ROBERT B JR

 
Real Property Analyst I

996
Grade L 

HESTER, JASON

 
Real Property Appraiser Trainee

5333
Grade I

 
Real Property Appraiser Trainee

5299
Grade I

 
Real Property Appraiser Trainee

5300
Grade I

DOMINY, CANDICE A

Reappraisal
Real Property Appraisal Supervisor

5302
Grade EC-8

HINOTE, BARBARA J

 
Real Property Sales Analyst

4006
Grade J

MAGEE, CRYSTAL V

 
Real Property Appraiser I

751
Grade J

Title change

 
Real Property Analyst I

5305
Grade L

CHESHIRE, SEAN

 
Real Property Appraiser I

4099
Grade J

STANFORD, ALISON 

 
Real Property Appraiser II

5345
Grade K

CARAWAY, DEANNA 

 
Real Property Analyst I

3014
Grade L

BOYINGTON, MATTHEW

 
Real Property Analyst I

1037
Grade L

 
Real Property Appraiser Trainee

5309
Grade I

FAUST, TEDDY J JR

Revenue Commission
Revenue Commissioner
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LINDSEY, WALTER B

Reappraisal
Chief Appraiser

123
Grade AE-10

GILL, MARGARETTE

 
Real Property Appraiser I

5374
Grade J

 
Real Property Appraiser I

5375
Grade J

Approved 05/07/2019
Proposed Changes

HARVILLE, CYNTHIA 

Reappraisal
Real Property Appraisal Supervisor

5406
Grade EC-8

 
Real Property Appraiser Trainee

5407
Grade I

CLARK, LYNZIE E

 
Real Property Appraiser I

5448
Grade J

BELL, CHRISTOPHER

 
Real Property Appraiser I

5449
Grade J

Reappraisal
Assistant Chief Appraiser

5516
Grade EC-9

GILLIKIN, G “CHIP”

 
Real Property Appraiser I

5517
Grade J

MCINTOSH, JONATHAN

 
Real Property Appraiser I

5518
Grade J

HARPER, MELISSA

 
Real Property Appraiser I

5519
Grade J

THOMLEY, S. AARON

 
Real Property Appraiser I

5520
Grade J



Reappraisal
Personal Property Administrator

461
Grade EC-7

HICKS, SONIA

Reappraisal
Personal Property Appraiser III

1039
Grade J

DORMAN, ANGELA

Reappraisal
Personal Property Support Tech I

5405
Grade H

KIPER, DEBORAH F

Reappraisal
Personal Property Specialist

734
Grade H

RALEY, ELIZABETH L

Reappraisal
Asst Admin Personal Property

5346
Grade J

YOUNG, LADONNA S

Reappraisal
Personal Property Specialist

1038
Grade H

FAUST, TEDDY J JR

Revenue Commission
Revenue Commissioner
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LINDSEY, WALTER B

Reappraisal
Chief Appraiser

123
Grade AE-10

Approved 12/18/2018
Proposed

Reappraisal
Personal Property Appraiser Trainee

5412
Grade G

DOYLE, ANN

Reappraisal
Personal Property Appraiser Trainee

5440
Grade G

Reappraisal
Assistant Chief Appraiser

5516
Grade EC-9
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                                                    POSITION DESCRIPTION 
 
Title:    Administrator of Assessment 
 
Department:   Revenue Commission 
 
Job Analysis:    Sept 2010, Aug 201, Sept 2014, Sept 2017, Oct 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
 
                                                                 Relationships 
 
Reports To:   Revenue Commissioner, Chief Clerk of Collections 
 
Subordinate Staff: Assessment Supervisor, Assessment Support Tech I, II, III & 

Specialist 
 
Internal Contacts:  Members of Revenue Commissioner’s Office 
 
External Contacts:  General Public, Various State Agencies 
    Revenue Commission, other County Offices 
 
Status:    Classified/Exempt (EC-8) 
 
                                                              Job Summary 
 
Work involves supervising subordinate employees and/or providing the combination of 
advanced secretarial assistance, personnel assistance, and administrative assistance. 
 
Positions in this class are distinguished from Support Tech and Specialist by being delegated a 
greater range of supervisory responsibility over subordinates or by the highly varied and variable  
nature of the work.  Positions may be distinguished by combination of confidential and  
sensitive assignments performed on behalf of higher-ranking officials or the Administrator  
of Assessing. 
 
Assesses real property, personal property, corporations, and mineral rights.  Prepares various  
records such as assessment sheets, change forms, current use applications, etc.  Makes copies of  
records, forms, etc. upon request.  Assists public with research activities.  Transfers and posts 
data regarding assessments, current use, changes in land value, etc..  Enters changes in 
information into computer and reviews data for errors.  Files and maintains change forms, 
assessments, property record cards, etc..   Answers telephone, routes calls, relays messages, 
greets visitors, and provides assistance and/or information. 
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                                                                  Job Domains 
 
A. Supervision 
 

1. Supervise, review, and assign work of office assistants. 
2. Train personnel in assessing and clerical work. 
3. Maintain department personnel files and reviews. 
4. Train new employees.   
5. Organize work flow to meet time schedules. 

 
B. Assessing 
 

1. Enter requests, current use applications, summer home applications, homestead 
exemption forms and other related forms into computer. 

2. Assess any new deeds that have been recorded in the Probate office, assess corporations, 
mineral rights, personal property. 

3. Verify assessments, map reviews and property ownership, check description and date of 
deed.  If in prior owners name, determine parcel number by computer. 

4. Assess parcel to grantee, determine if homestead is needed and what type, check summer 
home or current use and determine correct classification.   

5. Enter correct type of homestead. 
6. Determine if parcel mapped wrong by checking point of beginning on deed and work 

with mapper to correct error. 
7. Enter requests, explain who needs the information and give all necessary information so 

appraiser or mapper understands. 
8. If error has been made, post correction to abstract. 
9. Make photostatic copies of various documents such as letters of disability, assessments, 

abstracts, GEO printouts, death certificates and wills, etc., and write receipts. 
10. Look-up taxpayers taxes as requested. 
11. Show the public, title workers, etc., the records and how to use them. 
12. Receive and make copies of registration on mobile homes in order to remove them from 

tax bills. 
13. Post tax sale redemptions to assessments. 

 
C. Electronic Data Processing 
 

1. Review all assessment sheets to insure all necessary information has been entered 
accurately in computer. 

2. Verify any changes in land value, description, improvements, ownership, etc., from 
appraisal to assessment. 

3. Review assessments for exemptions, class and signature. 
4. Post various data such as descriptions of improvements and appraised value, current use, 

summer homes, correct ownership, dimensions, section, township, range, Board of 
Equalization values, etc.. 

5. Key in new parcels into computer. 
6. Assign new account numbers and post account numbers. 
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7. Enter changes of ownership, property description, address and exemptions. 
8. Prepare supplements and credits. 
9. Review data for errors. 
10. Make any address changes. 
11. Determine if parcel sold to State or individual; if taxes sold to individual, make sure tax 

bill is issued. 
 
D. Filing 
 

1. Assemble and file assessments, affidavits, change forms in alphabetical order. 
2. File change forms, property record cards in geographical order. 
3. File affidavits to assessment sheets. 

 
E. Reception and Referral 
 

1. Answer telephone, route calls, relay messages, provide information. 
2. Greet visitors, route to particular office or individual, provide assistance and/or 

information. 
 

Knowledge, Skills, and Abilities 
                                  (Any item with an asterisk will be taught on the job) 
 
1. Verbal skills to communicate effectively with general public, co-workers, and supervisors. 
2. Math skills to calculate taxes based on formula and to perform other basic mathematical 

operations. 
3. Writing skills to neatly and clearly complete forms, records, and reports. 
4. Reading skills to understand legal documents, maps, wills, etc. 
5. Ability to operate office machines such as calculator, CRT terminal, copy machine. 
6. Knowledge of general office procedures. 
7. *Knowledge of filing systems. 
8. *Knowledge of county policies and procedures. 
9. Knowledge of state and county tax laws. 
10. Ability to exercise independent judgment. 
 
                                                        Physical Characteristics 
 
              (In cases of physical handicap, reasonable accommodations will be made) 
 
1. See well enough to read fine print and numbers without error or transposition. 
2. Hear well enough to respond to verbal communication. 
3. Speak well enough to communicate in a clear, polite, and courteous manner. 
4. Body movement or mobility to bend, lift, stand, or move. 
5. Strength to lift heavy books. 
6. Stamina to stand on feet during long periods of time. 
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Other Characteristics 
 
1. Must be willing to work overtime to complete work within specified period of time. 
2. Be willing to travel within the county to Satellite offices as job requires and to attend various 

workshops, training sessions, etc. 
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POSITION DESCRIPTION 
 
Title:    Administrator of Collections 
 
Department:   Revenue Commission 
 
Job Analysis:   September 2010, August, 2011, October 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
 
                                                                 Relationships 
 
Reports To:   Revenue Commissioner, Chief Clerk of Collections 
 
Subordinate Staff: Collections Support Technician I, II, Specialist, Bookkeeper, 

Switchboard Operator 
 
Internal Contacts:  Members of Revenue Commissioner’s Office 
 
External Contacts:  General Public 
 
Status:    Classified/Exempt (EC-8) 
 

Job Summary 
 
Supervises and trains office staff and manages daily operations of Collection Department.   
Prepares and maintains various financial records and reports.   Prepares work procedures and 
office policies.   Maintains audit control over accounting of funds charged for collection.  Assist 
Revenue Commissioner with final settlement and other annual reports. 
 

Job Domains 
                                                         
A. Supervision 
 

1. Supervise, assign, and review work of office staff. 
2. Explain department policies, procedures, and regulations to office staff. 
2. Establish and maintain effective working relationships with office staffs and general 

public. 
3. Train personnel as required in collection and disbursement of taxes. 

 
B. Accounting and Financial Management 
 

1. Maintain audit control over accounting of funds charged for collection. 
2. Assist auditor in the annual audit. 
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3. Maintain banking records of deposits and disbursements made monthly. 
4. Make annual tax settlement with state tax comptroller. 
5. Prepare and maintain various financial and accounting records and reports. 
6. Oversee bank deposits and reconciliation of bank statements to ledgers and cashbook. 
7. Make remittances to various agencies as required by law. 
8. Maintain time cards, attendance records, and complete payroll data for departmental 

personnel. 
 
C. Miscellaneous 
 

1. Prepare work procedures and office policies. 
2. Explain tax laws and procedures and advise taxpayers concerning tax problems. 
2. Perform other functions as required in the operation of the office. 

 
Knowledge, Skills, and Abilities                                                         

                                   (Any item with an asterisk will be taught on the job) 
 
1. Skills to communicate effectively with subordinates and general public. 
2. Math skills to compute taxes based on a formula and to perform basic mathematical 

operations. 
3. Skills to prepare correspondence and reports. 
4. Skills to read and understand Alabama revenue codes, legal documents, tax laws, and 

regulations, etc. 
5. Ability to establish and maintain effective working relationships with subordinates and 

supervisor. 
6. Thorough knowledge of current state laws, local laws, Attorney General’s opinions, policies 

and practices governing property assessment and property tax collection. 
7. Working knowledge of business methods, principles and practices. 
8. Knowledge of accounting and auditing principles and methods and their application to 

commercial accounting systems. 
9. Skills in establishing and maintaining effective public relations with particular reference to 

handling controversial matters tactfully. 
10. Ability to supervise and train small office staff. 
11. Ability to explain provisions of laws and regulations clearly. 
12. Ability to work independently and to exercise good judgment in making decisions in 

accordance with department policies and procedures. 
 
                                                         Other Characteristics 
                                                       
1. Graduation from a four-year college with major coursework in accounting or business 

administration is desirable. 
2. Experience in governmental accounting with emphasis in the field of ad valorem and taxation 

is desirable. 
3. Must be willing to work overtime to complete work within a specified period of time. 
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POSITION DESCRIPTION 
 
Title:    Assessment Support Technician I, II, Specialist I, II 
 
Department:   Revenue Commission 
 
Job Analysis:     09/2010; 08/2011; 06/2014, 09/2014, 10/2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 
Reports To:   Assessment Supervisor Administrator of Assessments 
 
Internal Contacts:  Revenue Commission Office Staff 
 
External Contacts:  General Public, Attorneys, Title and Real Estate Companies, 
    Members of other County Departments; Various State Agencies 
 
Status:    Classified/Non-Exempt:  I (G), II (H), Specialist (I), Specialist II (J) 
 

Job Summary 
 
Prepares various records such as requests, current use applications, etc. Makes copies of records, 
forms, etc., upon request.  Assists public with research activities.  Assists Collections as needed, 
(i.e. calculate taxes).  Transfers and posts data regarding assessments, current use, changes in 
land value, etc.  Enters changes of information into computer and reviews data for errors.  Files 
and maintains change forms.  Types various correspondence, records, reports, etc. Prepares and 
makes bank deposits.  Files daily reports, bank deposits, etc..Collects tax payments and issues 
receipts.  Assesses deeds, assigns homestead.  Conducts research as requested. Answers 
telephone, routes calls, relays messages, greets visitors and provides assistance and/or 
information.  

(Responsibilities will vary according to job classification and location) 
 

Job Domains 
A. Assessing 
 

1. Prepare assessment sheets, change forms, current use applications, summer home 
applications, homestead exemption forms and other related forms. 

2. Assess any new deeds that have been recorded in the Probate office; assess corporations, 
mineral rights and personal property. 

3. Verify assessments, map reviews and property ownership, check description and date of 
deed.  If in prior owner’s name, go to mapping department and get parcel number. 

4. Assess parcel to grantee; determine if homestead is needed and what type.  Check 
summer home or current use and determine correct classification.  Calculate correct type 
of homestead. 
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5. Determine if parcel is mapped to correct error. 
6. Write parcel error change; explain who needs the information and give to all. 
7. If error has been made, post correction to abstract. 
8. Make photo static copies of various documents such as: letters of disability, assessments, 

abstracts, GEO printouts, death certificates and wills, etc., and write receipts. 
9. Calculate a taxpayer’s taxes as requested. 
10. Calculate current use values. 
11. Post redemptions when a parcel has been redeemed. 
12. Show the public, title workers, etc., the records and how to use them. 

 
B. Electronic Data Processing 
 

1. Review all assessment sheets to insure all necessary information has been entered 
accurately on assessment. 

2. Review assessments for exemptions, class and signature. 
3. Post various data such as description of improvements and appraised value, current use, 

summer homes, correct ownership, dimensions, section, township, range, Board of 
Equalization values, etc. 

4. Key new parcels into computer. 
5. Assign new account numbers and post account numbers. 
6. Enter changes of ownership, property description, address and exemptions. 
7. Prepare supplements and credits. 
8. Review data for errors. 
9. Post accounts paid and enter into computer daily. 
10. Perform searches of property by name and parcel numbers. 
11. Post assessments in computer. 

 
C. Accounting and Financial Management 

 
1. Check-up and balance collections in ledger daily. 
2. Prepare and make bank deposits. 
3. Collect cash and checks and issue receipts, compute interest and penalties when 

applicable. 
 
D. Clerical 

 
1. File daily reports, bank deposits. 
2. Type various correspondence, envelopes, etc.. 
3. Map legal descriptions on deeds and compare with abstracts. 

 
E. Filing 
 

1. Assemble and file assessments, affidavits and change forms in alphabetical order. 
2. File change forms, property record cards in geographical order. 
3. File affidavits to assessment sheets. 
4. Attach homestead exemptions to assessment. 

 
F. Reception and Referral 
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1. Answer telephone, route calls, relay messages and provide information. 
2. Greet visitors, route to particular office or individual, provide assistance and/or 

information. 
 

Knowledge, Skills and Abilities 
   (Any item with an asterisk will be taught on the job) 
 
1. Verbal skills to communicate effectively with general public, co-workers, and supervisors. 
2. Math skills to calculate taxes based on formula and to perform other basic mathematical 

operations. 
3. Writing skills to neatly and clearly complete forms, records and reports. 
4. Reading skills to understand legal documents, maps, wills, etc. 
5. Ability to operate office machines such as calculator, CRT terminal, copy machine. 
6. Knowledge of general office procedures. 
7. *Knowledge of filing systems. 
8. *Knowledge of county policies and procedures. 
9. Knowledge of state and county tax laws. 
10. Ability to exercise independent judgement. 
 
     Physical Characteristics 

(In cases of physical handicap, reasonable accommodation will be made) 
 
1. See well enough to read fine print and numbers without error or transposition. 
2. Hear well enough to respond to verbal communication. 
3. Speak well enough to communicate in a polite and courteous manner. 
4. Body movement or mobility to bend, stand, move or lift. 
5. Strength to lift heavy books. 
6. Stamina to stand on feet during long periods of time. 
 

Other Characteristics 
 

1. Must be willing to work non-standard hours as necessary. 
2. Be willing to travel within the county to Satellite offices as job requires and to attend various 

workshops, training sessions, etc. 
 

Minimum Requirements 
 
1. High School diploma or equivalent for Level I required.   
2. Valid driver’s license required. 
          Advancement 
 
The advancement from Level I, II, III, Specialist I, II will be determined on: 
 
1. Experience on the job. 
2. Educational courses pertaining to job.  
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POSITION DESCRIPTION 
 
Title:       Assistant Administrator of Real Property Appraisal  

(Assistant Chief Appraiser) 
 
Department:     Revenue Commission 
 
Job Analysis:     January 2011, October 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 
Reports To:     Administrator of Real Property Appraisal (Chief Appraiser) 
 
Subordinate Staff: All other employees of the Appraisal Department 
     
Internal Contacts:    All Members of Revenue Commissioner’s Office 
 
External Contacts:    Taxpayers, Taxpayer Representatives, Real Estate Agents, 
        Real Estate Appraisers, Title Companies, Attorney’s,  

Other County Departments, Alabama Department of Revenue 
 
Status:       Classified/Exempt (EC-9) 
 

Job Summary 
 
Under the administrative direction of the Chief Appraiser, the Assistant Administrator of Real 
Property Appraisal (Assistant Chief Appraiser) assists in supervising the work of Real Property 
Appraisers, and supporting staff assigned to the Appraisal Department.  The Assistant 
Administrator of Real Property Appraisal (Assistant Chief Appraiser) assists in conducting ratio 
studies, index studies and land value studies. As a salaried-exempt employee, the Assistant 
Administrator or Real Property Appraisal (Assistant Chief Appraiser) will be expected to work 
more than forty (40) hour weeks when deadlines and special projects entail additional hours to 
complete required work.  
 

Job Domain 
 
A. Office Management  
 

Supervises, assigns, and reviews work of Real Property Appraisers.  Trains appraisers in 
appropriate practices and procedures.  Explains department policies and procedures to 
new staff members. Assists appraisers with problems in performance of their duties.  
Ensures office equipment is maintained.  Resolves problems with taxpayers as needed. 
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B. Research and Analysis  
 

Conducts ratio and land studies.  Submits reports of studies to the Alabama Department 
of Revenue for approval.  Defends appraisals before the Board of Equalization and 
Courts.  Conducts hearing with taxpayers.  Conducts review audits, telephone audits, 
physical inspection audits, detailed on-site audits, and detailed desk audits.  Conducts the 
notice and appeals process. 

 
C. Ad Valorem Tax Appraisal 
  
 Directs implementation plan requiring all property subject to Ad Valorem taxation  
 to be appraised at its current fair and reasonable market value.  Updates appraisals 
 appropriately upon receiving change forms.  Transposes a variety of information 
 to ensure completeness and accuracy of records.  Computes tax figure changes  
 when an acreage change has occurred.  Communicates information to taxpayers  
 and explains ramifications of appraisals.  Completes appraisal forms.   Types and 
 mails letters concerning appraisals.  Enters necessary changes in appraisal books. 
 
D. Miscellaneous  
 
 Applies current use for acreage appraisals by calculating current use based on land  
 values according to class it may be assigned..  Writes current use values on each 
 eligible appraisal and keys them into computer.  Completes and/or updates Parcel  
 Error Change forms.  Reads deeds and locates parcels on tax map using legal  
 description and various city or county locator township maps.  Locates and reads 
 deed indexes, mortgage records, will books, and various recorded materials located  
 in the Probate Office.  Prints “error” sheets and corrected appraisal sheets.  Files 
 error and corrected appraisal sheets appropriately.  Assists public examiners 
 by answering questions and/or furnishing data upon request. 
 

Knowledge, Skills, and Abilities 
 

1. Knowledge of mathematics to include addition, subtraction, multiplication, division 
and percentages as needed to compile construction costs data, measure buildings, 
calculate property record cards, calculate land and building areas, market values, 
assessed values and taxes. 

2. Knowledge of current laws, methods, procedures and practices of real property 
appraisal as outlined in the Alabama Real Property Appraisal Manual. 

3. Knowledge of departmental regulations, policies and procedures. 
4. Knowledge of various assessment procedures, tax laws, files, forms, and computations. 
5. Knowledge of modern office management and supervision. 
6. Knowledge of real estate appraisal, personal property appraisal, and ownership mapping. 
7. Knowledge of building construction costs. 
8. Knowledge of Probate Judge’s office concerning deeds, mortgages, and covenants. 
9. Skilled in English, math and spelling. 
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10. Ability to communicate in writing to include proper usage of English, grammar, 
11. Punctuation, spelling, and business writing to prepare letters, memoranda, reports and 

forms. 
12. Ability to communicate orally with individuals such as co-workers, taxpayers, taxpayer 

agents, government officials and attorneys in order to obtain and provide information. 
13. Ability to read and comprehend maps, records, deeds, financial reports, and other 

correspondence. 
14. Ability to file documents and records. 
15. Ability to establish and maintain effective working relationships with taxpayers 

and co-workers. 
16. Ability to direct the work of subordinate support and appraisal personnel performing 

a variety of clerical and appraisal functions. 
17. Ability to receive and resolve complaints and questions from the public. 
18. Ability to operate standard office equipment including calculator, fax machine, and 

copier. 
19. Ability to operate a computer and software such as database, spreadsheets, and word 

processing as needed to analyze and compile data. 
20. Ability to operate field mapping and appraisal equipment. 
21. Ability to operate a motor vehicle. 

  
 Other Characteristics 
  

1. Must be certified as an Alabama Certified Appraiser (Real Property Track) through the 
state Property Tax Education and Certification program.  Must be 21 years of age.  The 
Assistant Administrator of Real Property (Assistant Chief Appraiser) will be required to 
work in office conditions as well as outdoors. 

 
Educational Requirements 

 
1. Must possess a high school diploma and recommend at least two years of college level 

courses in business administration, accounting, taxation, law, property valuation or 
related fields.  

2. Prior appraisal training and experience will be considered in lieu of college education.   
3. Five (5) years practical appraisal experience involving extensive commercial, industrial, 

apartment, farm and residential type properties, using all recognized approaches to value.   
4. Consideration will be given for the successful completion of certain courses offered by 

IAAO, Appraisal Institute, or other recognized appraisal organizations.   
5. Must possess a valid Alabama driver’s license.   
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POSITION DESCRIPTION 
 
Title:    Chief Clerk of Collections 
 
Department:   Revenue Commission 
 
Job Analysis:     February 2000, October 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 
Reports To:   Revenue Commissioner 
 
Subordinate Staff:  All Employees within the Department 
 
Internal Contacts:  Administrative Coordinators and Other 
    Members of the Revenue Commissioner’s Office 
 
External Contacts:  Department Heads, Elected Officials, Attorney’s 
    Taxpayers, Mortgage Companies, Business Owners 
 
Status:    Appointed/Exempt (AE-10) 
 

Job Summary 
 
Employee in this position will have ultimate authority in the absence of the official.  Will be 
competent and knowledgeable of all office policies, procedures, laws and regulations governing 
the department.  Duties are composed of a wide array of administrative and technical functions 
relating to the operation of the department. 
 

Job Domains 
 

1. Evaluates performance reviews, recommends disciplinary action and assists in the hiring 
process.  Assists and recommends change in the budgeting process.   

2. Conducts equipment and personnel needs analysis.   
3. Conducts studies of research when directed by the official.   
4. Designs and develops reports of departmental information for sources outside the department 

at the direction of the official.    
5. Assists the official with evaluating operating procedures and practices of the department to 

insure effectiveness and efficiencies in the administration of the office.    
6. Develops and reviews departmental reports for accuracy and compliance with departmental 

goals.   
7. Prepares and updates departmental rules, regulations and office policy at the direction of the 

official.   
8. Reviews, approves or makes equipment and supply purchases.   
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9. Resolves and reviews complaints within the office and makes recommendations to the 
official.  Conducts follow-up to assure compliance with all office recommendations or 
changes in policy.  Supervises daily workflow of subordinate personnel.   

10. Directs office policy and procedures. 
 

Knowledge, Skills, and Abilities 
 

1. Knowledgeable of office principals, practices and procedures. 
2. Knowledge of departmental policy, functions and laws governing the operation of the office. 
3. Skilled in business, English, math and spelling. 
4. Skilled in the operation of modern office equipment and machines. 
5. Skilled in the practice of employee supervision.  
6. Ability to supervise and direct work of all departmental personnel. 
7. Ability to create and maintain working relations with other officials or department directors 

and the general public. 
8. Ability to identify problems in administration or office practices and make needed 

recommendations. 
9. Communication skills required for relating verbally to the general public by phone or within 

the office.   
10. Ability to sit or stand for long periods.   
 

Other Characteristics 
 
1. Overtime may be required during peak work periods.   
2. Must be willing to travel to complete educational requirements and any continuing education 

that may be expected. 
 

Minimum Requirements 
 
1. Bachelor’s degree in Management or related. 
2. Minimum five (5) years’ experience in management/supervision.  
3. Valid driver’s license and be insurance by the County’s insurance standards.  



GRAHAM, TERRI L

Solid Waste Administration
Development Environmental Dir

722
Grade AE-10

DOUGHTY, SUZANNE

Solid Waste Administration
Senior Accountant - SW

385
Grade EC-8

FOX, ED

Solid Waste Administration
Deputy Dev. and Env. 

Director
5192

Grade EC-9
GRAINGER, KIMBERLY 

SW Garbage Collection
Deputy SW Officer/Ops Coor.

4069
Grade EC-7

KILBY, SUSAN L

SW Collection Administration
Customer Service Manager

5193
Grade EC-7

WADDLE, EVELYN M

SW Garbage Collection
Deputy SW Officer/Compliance Sup.

4070
Grade EC-7

SHIVER, JIMMY L

Solid Waste Transfer Station
Transfer Station Supervisor

4065
Grade K

SHIVER, TIMOTHY W

Solid Waste Magnolia Landfill
Landfill Supervisor

319
Grade EC-7

BRANCH, PHILLIP M

Litter Patrol
Inmate Supervisor Coordinator

464
Grade H

BOUTWELL, SHERMAN

SW Garbage Collection
Collections Supervisor

4066
Grade L

ABBOTT, JOHN

SW Garbage Collection
Sr. Dispatcher - Comp./Routes

5310
Grade I

FOSTER, JESSIE N

SW Garbage Collection
Sr. Dispatcher Bulky/Yard

5198
Grade I

HART, MEGAN

SW Garbage Collection
Sr. Dispatcher Carts/Comp

5199
Grade I

PHILLIPS, MARY L

SW Garbage Collection
Sr. Dispatcher - Comp./Routes

5311
Grade I

OWENS, ALLISON

SW Administration
Chief Administrative Assistant

5499
Grade I

ROSENFELDT, VIRGINIA 

SW Garbage Collection
Office Assistant III - SW

587
Grade E

STANFORD, JERRY R

Solid Waste Equip Maint
Master Mechanic

4019
Grade L

GALEMORE, AMY

SW Garbage Collection
Deputy Solid Waste Officer I

5391
Grade I  

THOMPSON, LAUREN

SW Garbage Collection
Jr Dispatcher Comp/Route

5273
Grade H

Approved 09/18/2018
Proposed Changes

SW Garbage Collection
Sr.Dispatcher Comp/Route

5508
Grade I

SW Garbage Collection
Jr Dispatcher Comp/Route

5507
Grade H



DOUGHTY, SUZANNE

Solid Waste Administration
Senior Accountant - SW

385
Grade EC-8

SMITH, KAREN

Solid Waste Administration
Sr Billing Acct Spec- Landfill

5194
Grade I

WHITTINGTON, AMANDA

Solid Waste Transfer Station
Scale Attendant

664
Grade G

DAVIS, BRIANNA

Solid Waste Magnolia Landfill
Scale Attendant

5254
Grade G

POWELL, NORMA C

McBride Inert Landfill
Scale Attendant

448
Grade G

Solid Waste Magnolia Landfill
Scale Attendant

1017
Grade G

PHILYAW, RACHEL

Solid Waste Magnolia Landfill
Scale Attendant

5253
Grade G

GRAHAM, TERRI L

Solid Waste Administration
Development Environmental Dir

722
Grade AE-10
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ANDERSON, ANGELA R

SW Collection Administration
Sr Billing Acct Spec - Billing

5203
Grade I

LAMBERT, BOBBIE F

SW Collection Administration
Sr Billing Acct Spec - Billing

945
Grade I

WESTLEY, MARY M

Solid Waste Equip Maint
Chief Administrative Assistant

5195
Grade H

KILBY, SUSAN L

SW Collection Administration
Customer Service Manager

5193
Grade EC-7

LOPER, ANNA

SW Collection Administration
Billing Account Specialist II

5205
Grade H

BLACK, HALLEY

SW Collection Administration
Billing Account Specialist I

2082
Grade G

LOWRY, MADISON

SW Collection Administration
Billing Account Specialist I

5330
Grade G

LOWELL, BLAKELY

SW Collection Administration
Billing Account Specialist II

5314
Grade H

STEADHAM, REBECCA

SW Collection Administration
Billing Account Specialist I

1018
Grade G

NEWELL, EMILY

SW Collection Administration
Billing Account Specialist I

598
Grade G

MARINO, SUSAN

SW Collection Administration
Billing Account Specialist II

5204
Grade H

LASSITER, MARY

SW Collection Administration
Sr. Billing Account Specialist

5419
Grade I

SPENCER, ANNA

Solid Waste Eastfork Landfill
Scale Attendant

5453
Grade G

WARD, DANIELLE

Solid Waste Magnolia Landfill
Scale Attendant

5503
Grade G

SW Collection Administration
Billing Account Specialist I

5509
Grade G



Solid Waste Driver II
4067
Grade I

ADAMS, RYAN A

 
Solid Waste Technician

3040
Grade G

ALLEN, JEFFERY SR

 
Solid Waste Driver II

5397
Grade I

BROCK, CLINTON

 
Solid Waste Technician

854
Grade G

ANDERSON, TREVOR

 
Solid Waste Technician

5238
Grade G

ALLEN JR, JEFFREY

 
Solid Waste Technician

5243
Grade G

THOMAS, TREVOR

 
Solid Waste Technician

5244
Grade G

BAGGETT, TIMOTHY

 
Solid Waste Driver II

5400
Grade I

CAPERS, JOHN

 
Solid Waste Technician

858
Grade G

STANFORD, CHARLES

SW Garbage Collection
Asst Collections Supervisor - SO

5197
Grade K

abolish

 
Solid Waste Technician

5245
Grade G

BRYARS, JONATHAN 

 
Solid Waste Driver III

5402
 Grade J

TOLBERT, TAVARUS

 
Solid Waste Technician

724
Grade G

BLACK, CHAD A

Magnolia Landfill
Solid Waste Technician

5234
Grade G

N’DARIO, DERRICK

 
Solid Waste Technician

855
Grade G

CRENSHAW, MARTIN 

 
Solid Waste Driver II

5398
Grade I

EDWARDS, STANLEY

 
Solid Waste Driver I

5252
Grade H

DISHAW, FREDERICK 

 
Solid Waste Driver II

5394
Grade I

FOLEY, AARON

 
Solid Waste Driver I

5134
Grade H

CREECH, MICHAEL

 
Solid Waste Driver I

5145
Grade H

GRAVES, ADRIAN

 
Solid Waste Technician

4072
Grade G

BOYINGTON, SEAN

 
Solid Waste Technician

5239
Grade G

MAKI, DAVID

 
Solid Waste Driver I

526
Grade H

LESLIE, DANIEL

 
Solid Waste Technician

5246
Grade G

BROWN, DAVID

 
Solid Waste Driver I

5144
Grade H

JOHNSON, MATTHEW

Magnolia Landfill
Solid Waste Technician

5233
Grade G

LAWSON, BILLY W

 
Solid Waste Driver II

5393
Grade I

GIBBS, JAMERE

 
Solid Waste Technician

3020
Grade G

MURPHREE, JAMES

Solid Waste Driver II
5395

Grade I

NOBLES, ANTHONY L

 
Solid Waste Driver I

5135
Grade H

PHILYAW, BRIAN O

 
Solid Waste Driver II

5396
Grade I

WILSON, CODY

 
Solid Waste Technician

5247
Grade G

QUINLEY, ALLEN D

 
Solid Waste Technician

5240
Grade G

ROBBINS, JONATHAN 

 
Solid Waste Technician

778
Grade G

TAYLOR, ROBERT

 
Solid Waste Driver I

657
Grade H

MCBAY, CHRIS

 
Solid Waste Technician

5248
Grade G

BLAIR, GREGGORY

 
Solid Waste Technician

868
Grade G

SALTER, ZACH

Magnolia Landfill
Solid Waste Technician

5232
Grade G

VENICE, CHRIS

 
Solid Waste Technician

5249
Grade G

WILLIAMS, SAMSON

 
Solid Waste Driver I

661
Grade H

WILLIAMS, SAMUEL 

 
Solid Waste Driver III

5402
 Grade J

BEAUCHAMP, ANDREW

 
Solid Waste Driver I

5133
Grade H

YOAS, ROBIN J

 
Solid Waste Driver II

5399
Grade I

BOUTWELL, SHERMAN

SW Garbage Collection
Collections Supervisor

4066
Grade L

BRANNUM, JIMMY

 
Solid Waste Technician

864
Grade G

WILLIAMS, E CALEB

 
Solid Waste Technician

5251
Grade G

SMILEY, DERRICK

 Magnolia Landfill
Solid Waste Technician

5236
Grade G

AARON, ROBBIE R

SW Garbage Collection
Asst Collections Supervisor - NO

5392
Grade K

SEALY, DONALD

 
Solid Waste Driver I

1090
Grade H

RODRIGUEZ, CHRIS 

 
Solid Waste Driver I

5132
Grade H
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DURDEN, VICTOR

 
Solid Waste Driver I

5421
Grade H

LEE JR, ANTHONY

 
Solid Waste Driver I

5420
Grade H

HOLT, JAMES

 
Solid Waste Driver II

5422
Grade I

WASP, DENZEL

 
Solid Waste Driver I

5441
Grade H

CONROY, SCOTT

 
Solid Waste Driver I

5442
Grade H

STANFORD, PHILLIP

SW Garbage Collection
Solid Waste Driver III/ Driver Trainer

5504
Grade I

 
Solid Waste Driver III

5505
 Grade J

 
Solid Waste Driver III

5506
 Grade J

 
Solid Waste Driver I

5522
Grade H



SHIVER, TIMOTHY W

Solid Waste Magnolia Landfill
Landfill Supervisor

319
Grade EC-7

HARPER, MATTHEW D

Solid Waste Bio Solids
Landfill Equipment Operator II

509
Grade H

AUTRY, WILLIAM

Solid Waste Magnolia Landfill
Solid Waste Technician

5229
Grade G

ANDERSON, KEITH

Solid Waste Magnolia Landfill
Landfill Equipment Operator II

1049
Grade H

SANDERS JR, EDWARD

Solid Waste Magnolia Landfill
Solid Waste Technician

5230
Grade G

abolish

SW Garbage Collection
Solid Waste Technician

5241
Grade G

QUALLS, JAMES T

Solid Waste Magnolia Landfill
Landfill Equipment Operator IV

1096
Grade J

KELLEY, ROY

Solid Waste Magnolia Landfill
Landfill Equipment OperatorIII

1050
Grade I

SMITH, DILLON

Solid Waste Magnolia Landfill
Solid Waste Technician

5231
Grade G

McBride Inert Landfill
Landfill Equipment Operator III

580
Grade I

WILLIAMS, JEFFERY A

McBride Inert Landfill
Landfill Equipment Operator IV

376
Grade J

GRAHAM, TERRI L

Solid Waste Administration
Development Environmental Dir

722
Grade AE-10

FOX, ED

Solid Waste Administration
Deputy Dev. and Env. Director

5192
Grade EC-9

PHILYAW, EUGENE J

McBride Inert Landfill
Landfill Equipment Operator II

5390
Grade H 

Approved 07/02/2019
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SULLIVAN, MIKE D

Eastfork Landfill
Landfill Equipment Operator IV

5451
Grade J

Eastfork Landfill
Landfill Equipment Operator II

5452
Grade H 

Solid Waste Magnolia Landfill
Landfill Equipment Operator II

5502
Grade H

Solid Waste Magnolia Landfill
Landfill Equipment Operator IV

5501
Grade J



SHIVER, JIMMY L

Solid Waste Transfer Station
Transfer Station Supervisor

4065
Grade K

HODGES, THOMAS E JR

Solid Waste Transfer Station
Landfill Equipment OperatorIII

982
Grade I

GRAHAM, TERRI L

Solid Waste Administration
Development Environmental Dir

722
Grade AE-10

FOX, ED

Solid Waste Administration
Deputy Dev. and Env. Director

5192
Grade EC-9

MORRIS, JOEY

Solid Waste Transfer Station
Landfill Equipment OperatorIII

378
Grade I

PRESLEY, ROSS

Solid Waste Transfer Station
Landfill Equipment Operator II

686
Grade H

Approved 09/19/2017
Proposed

STANFORD, JERRY R

Solid Waste Equip Maint
Master Mechanic

4019
Grade L

KELLY, TRAVIS

Solid Waste Equip Maint
Mechanic II

5272
Grade J

GOLLEHON, JAMES P

Solid Waste Equip Maint
Mechanic II

4049
Grade J

KOPTIS, DAVID K

Solid Waste Equip Maint
Mechanic II

590
Grade J

Solid Waste Equip Maint
Solid Waste Technician

5228
Grade J

BRANCH, PHILLIP M

Litter Patrol
Inmate Supervisor Coordinator

464
Grade H

CHILDRESS, TROY D

Litter Patrol
Inmate Supervisor

592
Grade G

CRAFT, PATRICK N

Litter Patrol
Inmate Supervisor

548
Grade G

DYESS, JOSEPH

Litter Patrol
Inmate Supervisor

5196
Grade G

ASHMORE, GARY

Litter Patrol
Inmate Supervisor

217
Grade G
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POSITION DESCRIPTION 
 
Title:    Chief Administrative Assistant – Administration Division   
 
Department:   Solid Waste   
 
Job Analysis:   October 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 
Reports to:   Development and Environmental Director 
 
Subordinate Staff:   None 
 
Internal Contacts:  Accounting, Purchasing, BCSW Staff, CIS Department, Personnel 
 
External Contacts: Commercial and Residential Customers, Municipalities, Health 

Department, Vendors, Other Agencies 
 
Status:     Classified/Non-Exempt (I) 

 
Job Summary 

 
The Chief Administrative Assistant - Solid Waste performs various general administrative duties 
for the Development and Environmental Director, including composing and generating 
correspondence and other documents.  Schedules, coordinates, and documents departmental 
meetings, appointments, trainings etc. as well as responsible for preparation of monthly 
administrative calendar.  Prepares various agenda action items and performs follow up tasks as 
required.  Schedules and arranges training and travel for all departmental personnel and verifies 
that proper receipts and documentation are submitted to Accounting.  Works closely with 
Personnel department to comply with all necessary accident and/or injury documentation 
requirements and follow up.  Responsible for employee uniforms – ordering, reconciles receipts 
to invoices, works with vendor to receive any necessary credit adjustments, and submit verified 
invoices to A/P for payment processing.  Maintains files and assists with tracking all Landfill 
compliance and monitoring activities and corresponding documents, filings and/or deadlines.  
Responsible for staff radio and mobile phone equipment requests and liaises with CIS 
department for setup of such.  Responsible for maintaining inventory of office supplies. Assists 
with school field trips and tours of landfill.  Serves as certified defense driver trainer for staff.  
Acts as Solid Waste Administration’s first point of contact for general departmental assistance.  
Responsible for tracking personnel data and handles general departmental orientation for new 
hires.  Performs duties that are sensitive and confidential in nature.  Performs other related work 
as assigned or required.     
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Job Domains 
 

1. Types and/or prepares correspondence, agenda items, advertisements, press releases and 
various documents as requested. 

2. Coordinates safety training with each departmental area and documents such. 
3. Schedules meetings, coordinates internal and external communication among staff, other 

departments as necessary. 
4. Maintains a filing system and properly files and archives all landfill compliance and 

monitoring activities and documentation of such. 
5. Maintains personnel data files. 
6. Process requisitions in compliance with purchasing policies, procedures, laws and regulations 

followed by Baldwin County Commission Purchasing Department. 
7. Answer phones and provide clerical support for administrative staff. 
8. Update training and safety logs as needed. 
9. Maintains effective working relationship with public. 

 
Knowledge, Skills, and Abilities 

 
1. Computer skills in various programs. 
2. Ability to communicate effectively with customers, internal and external county staff and 

other agency representatives. 
3. Math skills to perform basic mathematical operations. 
4. Skills to neatly and clearly complete bank deposits reports, etc. 
5. Reading skills to understand various documents. 
6. Knowledge of filing system. 
7. Knowledge of County Commission procedures, as well as, general office procedures. 
8. Ability to keep clerical records and prepare accurate reports. 
9. Ability to prepare effective correspondence. 
10. Knowledge and ability to operate office machines such as typewriter, PC, copy machine, 10-

key calculator, etc. 
11. Knowledge of basic accounting procedures. 
12. Ability to organize heavy work load and accomplish required tasks. 
 

Other Characteristics 
 
1. Must be willing to work overtime, weekends, and holidays to complete work within specified 

period of time. 
2. Willing to travel as required. 
3. Must be flexible and able to handle more than one project at one time.  
4. Self-motivated and team player. 
 

Minimum Requirements 
 

1. Associate’s degree or equivalent. 
2. 3-4 years’ experience in office administration. 
3. Any equivalent combination of experience and training that provides the knowledge, skills 

and abilities necessary to perform the work. 
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POSITION DESCRIPTION 
 
Title:    Chief Administrative Assistant – Maintenance Division 
 
Department:   Solid Waste   
 
Job Analysis:   October 2019  
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 
Reports to:   Senior Accountant 
 
Subordinate Staff:   None 
 
Internal Contacts:  Accounting, Purchasing, BCSW Staff, CIS Department 
 
External Contacts: Vendors, Commercial and Residential Customers, Municipalities, 

Health Department 
 
Status:     Classified/Non-Exempt (I) 

 
Job Summary 

 
The Chief Administrative Assistant – Maintenance – Solid Waste is responsible for 
accomplishing the following:  contacting vendors to receive quotes on parts and materials for 
Solid Waste fleet and general supply needs to find the best purchasing source that meets the 
department’s needs while making sure such purchases are in accordance with all procedures, 
laws and regulations followed by Baldwin County Commission Purchasing Department.  
Prepares and submits accurate purchase requisitions based on demand and management 
direction.  Responsible for contacting vendors with purchase order numbers and 
delivery/completion date estimation.  Must maintain superior level of accuracy while comparing 
vendor charges to purchase order and/or invoice information and resolve discrepancies with 
vendors in a timely manner and keep management informed of any and all activities or issues 
that may arise as a result of such discrepancies.  Orders and keeps track of manual oil & fuel 
tickets, prepares/updates maintenance reports as needed and required, ensures equipment 
manuals and safety files are updated routinely, and assists in implementation of a parts and 
preventative maintenance tracking system, with respect to individual equipment specification 
and maintenance requirements.  Ensures needed parts are in stock for necessary repairs.  This 
position will also serve as a backup scale operator when needed so required certifications and 
training must be kept current. 
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Job Domains 
 

1. Interface with vendors to ensure follow through in a timely manner by both parties. 
2. Process requisitions in compliance with purchasing policies, procedures, laws and regulations 

followed by Baldwin County Commission Purchasing Department. 
3. Process receiving paperwork in a timely manner. 
4. Follow up with vendors on purchase order numbers received and estimated completion status 

for work performed or materials being received. 
5. Compare vendor charges to purchase order and invoice information and resolve 

discrepancies. 
6. Answer phones and provide clerical support for maintenance staff. 
7. Update fuel, oil, equipment, vehicle, and fleet maintenance logs as needed and required. 
8. Update training and safety logs as needed. 
9. Create and maintain a working inventory and parts list, that coincides with operational and 

maintenance manuals.  
10. Maintain maintenance logs to ensure parts are on hand to accomplish preventative 

maintenance tasks as well as other minor repairs the Operator Reports are notating. 
11. Maintain updated operations and maintenance manuals. 
12. Maintains effective working relationship with public. 
13. Performs all scale operator functions when filling in or working assigned schedule. 

 
Knowledge, Skills, and Abilities 

 
1. Computer skills in various programs. 
2. Ability to communicate effectively with customers, coworkers and vendors. 
3. Math skills to perform basic mathematical operations. 
4. Skills to neatly and clearly complete bank deposits reports, etc. 
5. Reading skills to understand various documents. 
6. Knowledge of filing system. 
7. Knowledge of County Commission procedures, as well as, general office procedures. 
8. Ability to keep clerical records and prepare accurate reports. 
9. Ability to prepare effective correspondence. 
10. Knowledge and ability to operate office machines such as typewriter, PC, copy machine, 10-

key calculator, etc. 
11. Knowledge of basic accounting procedures. 
12. Ability to organize heavy work load and accomplish required tasks. 
 

Other Characteristics 
 
1. Must be willing to work overtime, weekends, and holidays to complete work within specified 

period of time. 
2. Willing to travel as required. 
3. Must be flexible and able to handle more than one project at one time.  
4. Self-motivated and team player. 
 

Minimum Requirements 
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1. Associate’s degree or equivalent. 
2. 3-4 years’ experience in office administration. 
3. Two (2) years purchasing experience. 
4. Experience with computerized accounting systems preferred. 
5. Any equivalent combination of experience and training that provides the knowledge, skills 

and abilities necessary to perform the work. 
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POSITION DESCRIPTION 
 
Title:    Master Mechanic – Solid Waste 
 
Dept:    Solid Waste 
 
Job Analysis:   September 2011, September 2013, September 2017, October 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 

Reports to:   Deputy Development and Environmental Director 
 
Subordinate staff:  Mechanics, Laborers, Inmate Labor 
 
Internal contacts:  Department Supervisors, Office Staff, Purchasing Staff 
 
External contacts:  Equipment and Parts Suppliers 
 
Status:    Classified/Non-Exempt (L) 
 

Job Summary 
 

Assist County mechanics with major mechanical repair and maintenance of gasoline and diesel 
powered automotive and heavy equipment owned and operated by the Baldwin County 
Commission, using standard practices and equipment of the automotive trade.  Operates some 
heavy equipment.  Must be able to train other County mechanics and lend support when called 
upon.  Must be able to supervise mechanics, mechanic helpers and laborers working non-
standard hours. 
 

Job Domains 
 
A. Automotive Repair and Maintenance 
 

1. Tunes engines including testing/cleaning/replacement of spark plugs, adjusting timing, 
valves, carburetors, fuel injectors, and replacement of ignitions systems. 

2. Assist mechanic in removing and disassembling major units such as engine, transmission, 
differential; inspects parts for wear, and reassembles. 

3. Repairs and replaces parts such as pistons, rods, gears, and bearings. 
4. Overhauls and replaces carburetors, generators, radiators, alternators, starters,   

distributors and water pumps, and fuel injection pumps. 
5. Rewires ignition system, lights and instrument panel. 
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6. Turns drums, realigns and adjusts brakes, aligns front end, repairs or replaces shock 
absorbers. 

7. Replaces and adjusts headlights, and installs or repairs accessories such as radios, heaters, 
mirrors, and windshield wipers. 

8. Troubleshoots hydraulic system and replace hydraulic pumps and hydraulic cylinders. 
9. Check and repair electric, pressurized and air operated power take off systems. 
10. Assemble hydraulic hose and replace when necessary. 
11. Troubleshoot and repair electric systems. 
12. Capable of using computer diagnostic equipment on engines. 
13. Must be capable of checking and replacing turbo chargers. 
14. Capable of diagnosing and repairing air brake systems and air brakes. 
15. Experience in checking and repairing air conditioning systems. 
16. Capable of repairing refuse bodies and related hydraulic systems. 

 
B. Heavy Equipment Repair and Maintenance 

 
1. Analyzes malfunctions, and repairs, rebuilds and maintains heavy construction equipment   

such as motor graders, backhoes, bulldozers, landfill compactors, etc. 
2. Assist mechanics in replacing defective engines and subassemblies. 
3. Assists with replacing or repairing major components, attachments or implements such as 

blades, tracks compressors, etc. 
  
C. Miscellaneous 
 

1. Welds to repair broken or cracked frames, bars, plates, and other metal objects on 
machinery. Fills holes and builds up metal parts. 

2. Replaces batteries, hydraulic fluid, oil, antifreeze/coolant, etc. 
3. Repairs or replaces tires. 
4. Performs related mechanic duties as required. 
5. Performs various duties including operation of equipment and some manual labor as 

requested by mechanic. 
6. Tests repaired equipment to ensure operating efficiency. 

 
Knowledge, Skills, and Abilities 

 (Any item with an asterisk will be taught on the job) 
 
1. Verbal skills to communicate information to supervisors and co-workers. 
2. Writing skills to clearly and neatly complete routine forms and order parts. 
3. Reading skills to understand equipment and maintenance manuals, parts lists, instructions. 
4. Math skills to understand precision gauges to measure and fit parts. 
5. Listening skills to receive information about equipment problems. 
6. Skills in the use of hand and machine tools and equipment used in automotive repair. 
7. Skills in the use of major items of electronic and mechanical shop equipment and  machinery. 
8. Skills in operating various types of equipment. 
9. Skills in analyzing and diagnosing problems in automotive and heavy construction                                                                                      

equipment. 
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10. Knowledge of safety rules, including accident causes and prevention. 
11. *Knowledge of first aid procedures. 
12. Ability of work independently without close supervision. 
13. Knowledge of county policies, procedures and rules. 
 

Physical Characteristics 
(In cases of physical handicap, reasonable accommodations may be made.) 

 
1. See well enough to read regular print and numbers without error or transposition and inspect 

small parts. 
2. Hear well enough to talk on telephone, to determine mechanical problems. 
3. Speak clearly enough to communicate information to helper. 
4. Use of hands and fingers to write, to use tools. 
5. Strength to lift 100 pounds. 
6. Physical dexterity sufficient to operate levers, gears, etc. 
7. Body movement to climb on top of or crawl under various types of equipment. 
 

Other Characteristics 
 
1. Willing to work non-standard hours when necessary. 
2. Willing to provide personal hand tools. 
3. Willing to travel to pick up parts and materials out of area. 
    

Minimum Qualifications 
 

1. Have a valid driver’s license and Class “B” CDL and be insurable by the County’s insurance 
standards.  

2. Five (5) years experience in automotive and heavy equipment repairs and maintenance 
preferred.   
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POSITION DESCRIPTION 
 
Title:       Mechanic II 
 
Department:                 Solid Waste 
 
Job Analysis:    September 2011, September 2013, October 2019      
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 
Reports to:      Master Mechanic  
 
Subordinate staff:         Mechanic I, Laborers, Inmate Labor 
 
Internal contacts:          Members of work group  
 
External contacts:         None               
 
Status:    Classified/Non-Exempt (J)                 
 

Job Summary   
 
Performs skilled tasks in mechanical repair and maintenance of gasoline and diesel powered 
automotive and heavy equipment using standard practices and equipment of the automotive trade.  
Operates some heavy equipment.  Must have a minimum of three (3) years mechanic experience.  
Must have a valid CDL Class B driver’s license. 
 

Job Domains  
 
A. Automotive Repair and Maintenance   
 

1. Analyzes, diagnoses and tunes engines including testing/cleaning/replacement of        
spark plugs, adjusting timing, valves, carburetor needle, replacement of coil, condenser, 
breaker points. 

2. Removes and disassembles major units such as engine, transmission, differential; inspects 
parts for wear, and reassembles. 

3. Repairs and replaces parts such as pistons, rods, gears and bearings. 
4. Overhauls and replaces carburetors, generators, radiators, alternators, starters,                              

distributors, and pumps. 
5. Rewires ignition system, lights and instrument panels. 
6. Turns drums, realigns and adjusts brakes, aligns front end, repairs or replaces shock 

absorbers. 
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7. Must have experience on air brake systems. 
8. Must have experience on hydraulic systems.  
9. Must be capable of trouble shooting electrical system. 
10. Replaces and adjusts headlights, and installs or repairs accessories such as radios,        

heaters, mirrors and windshield wipers. 
11. Performs additional repairs as needed. 

 
B. Heavy Equipment Repair and Maintenance 
 

1. Analyzes malfunctions, and repairs, rebuilds and maintains heavy construction      
equipment such as motor graders, backhoes, bulldozers, etc. 

2. Replaces defective engines and subassemblies. 
3. Replaces or repairs major components, attachments or implements such as blades,                             

tracks, compressors, etc. 
4. Must be capable of trouble shooting hydraulic system. 
5. Must be capable of rebuilding hydraulic cylinders and hydraulic pumps. 
6. Must be capable of trouble shooting and rebuilding power take off systems, hydraulic                        

operated, air operated and electrical power take off units. 
 
C. Miscellaneous 
 

1. Welds to repair broken or cracked frames, bars, plates, and other metal objects on        
machinery.  Fills holes and builds up metal parts. 

2. Replaces batteries, hydraulic fluid, oil, antifreeze/coolant, etc. 
3. Repairs or replaces tires. 
4. Performs related mechanic duties as required. 
5. Performs various duties including operation of equipment and some manual labor as 

needed. 
6. Tests repaired equipment to ensure operating efficiency. 
7. Supervises assistant mechanic and other area personnel performing equipment      

maintenance. 
 

Knowledge, Skills, and Abilities 
 (Any item with an asterisk will be taught on the job.) 

 
1. Verbal skills to communicate information to supervisors and coworkers. 
2. Writing skills to clearly and neatly complete routine forms and order parts. 
3. Reading skills to understand equipment and maintenance manuals, parts lists, and                        

instructions. 
4. Math skills to understand precision gauges to measure and fit parts. 
5. Listening skills to receive information about equipment problems. 
6. Skills in the use of hand and machine tools and equipment used in automotive repair. 
7. Skills in the use of major items of electronic and mechanical shop equipment and        

machinery. 
8. Skills in operating various types of equipment. 
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9. Skills in analyzing and diagnosing problems in automotive and heavy construction        
equipment. 

10. Knowledge of safety rules, including accident causation and prevention. 
11. *Knowledge of first aid procedures. 
12. Ability to work independently without close supervision. 
13. Knowledge of county policies, procedures and rules. 
  

Physical Characteristics 
(In case of physical handicap, reasonable accommodations will be made.) 

 
1. See well enough to read regular print and numbers without error or transposition and        

inspect small parts. 
2. Hear well enough to talk on telephone, to determine mechanical problems. 
3. Speak clearly enough to communicate information to helper. 
4. Use of hands and fingers to write, to use tools. 
5. Strength to lift 100 pounds. 
6. Physical dexterity sufficient to operate levers, gears, etc. 
7. Body movement to climb on top of or crawl under various types of equipment. 
 

Other Characteristics 
 
1. Willing to work overtime and weekends in emergencies. 
2. Willing to provide personal hand tools. 
3. Willing to travel to pick up parts and material out of area. 
4. Willing to work evening shift. 
  

Minimum Qualifications 
 
 
1. Have a valid driver’s license with CDL Class “B”. 
2. Must have a minimum of three (3) years mechanic experience. 
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POSITION DESCRIPTION 
 
Title:    Solid Waste Driver III / Driver Trainer 
 
Department:   Solid Waste  
 
Job Analysis:   October 2019 
 
Note:Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 
Reports to:    Collections Supervisor  
                                                                
Subordinate Staff:   Solid Waste Technicians, Solid Waste Driver I 
 
Other Internal Contacts:  Solid Waste Department Staff 
 
External Contacts:   General Public 
 
Status:     Classified/Non-Exempt (J) 
 

Job Summary 
 
Solid Waste Driver III/Trainer is responsible for picking up, transporting and safe disposal of 
garbage and waste materials in a timely, scheduled manner.  Driver is responsible for the 
supervision of Solid Waste Technicians, who ride on the back of garbage trucks but will ride on 
the back of garbage trucks when necessary.  Conducts operational and safety training with 
Drivers and Technicians.  Makes operational and safety observations and conducts inspections as 
necessary.   
 

Job Domains 
 
A. Solid Waste Driver II / Driver Trainer (Minimum of three (3) years’ experience in Driver 

capacity) 
 

1. Provides for pick up and safe disposal of refuse and waste materials. 
2. Assures that route is completed in a timely, scheduled manner within a 40-hour 

workweek. 
3. Assists with other routes as needed.   
4. Operates a communications device in truck to receive instructions from dispatcher. 
5. Follows scheduled routes or makes authorized changes to pick up schedule as needed. 
6. Transports load to disposal area and assists in dumping truck when route is complete. 
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7. Will ride on the back of the garbage trucks and dump garbage carts when required to 
complete routes. 

8. Conducts operational and safety training with Drivers and Technicians individually or in 
small groups.  

9. Conducts operational and safety inspections within Solid Waste Collections. 
 

B. Supervision 
 

1. Accepts responsibility for truck and cargo at all times. 
2. Prepares appropriate reports as required. 
3. Supervises Solid Waste Technicians and Laborers who ride on the garbage trucks. 
4. Maintains VCR (Vehicle Condition Report) in a responsible manner. 
5. Maintains fuel consumption, mileage and maintenance records in a responsible manner. 
6. Provides timely response to route audit requests. 

 
Knowledge, Skills, and Abilities 

 
1. Must be proficient in the operation of specialized trucks such as roll off, knuckle boom, and 

automated self-loader. 
2. Must possess skills to communicate via a two-way radio. 
3. Verbal skills to effectively communicate with public in a courteous manner. 
4. General knowledge of area helpful to aid in locating pickup routes. 
5. Writing skills to clearly and neatly complete reports as needed. 
   

Physical Characteristics 
 
1. See well enough to read and write. 
2. Hear well enough to respond to verbal communications. 
3. Speak well enough to answer questions in a polite, courteous manner. 
4. Body movement of mobility to bend, move, stand, and lift. 
5. Physical demands described are representative of those that must be met to successfully 

perform the essential functions of the job.  Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 

6. Must have the ability to lift and/or move up to 50 pounds and occasionally lift and/or move 
up to 100 pounds. 

  
Minimum Qualifications 

 
1. Must possess a valid, Commercial Driver’s license, Class “B” minimum and be insurable by 

County insurance standards.  
2. Minimum of three (3) years’ experience in Driver capacity. 
3. Proficient in the operation of specialized trucks such as roll off, knuckle boom, and 

automated self-loader. 
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POSITION DESCRIPTION 
 
Title:    Senior Billing Account Specialist – Compliance/Debt Collection   
 
Department:   Solid Waste   
 
Job Analysis:   October 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 
Reports to:   Senior Accountant 
 
Subordinate Staff:   None 
 
Internal Contacts:  BCSW Staff, CIS Department 
 
External Contacts: Commercial and Residential Customers, Municipalities, Health 

Department 
 
Status:     Classified/Non-Exempt (I) 

 
Job Summary 

 
The Senior Billing Account Specialist – Compliance/Debt Collection is primarily responsible for 
processing high volume of residential and/or commercial account payments received in house via 
mail, payment drop-box or walk-in customers.  Daily processing will include retrieving and 
opening all payment envelopes, separating and working any accompanying correspondence, 
sorting checks and reviewing remittance slips for proper coding and accuracy, creating payment 
batches for system upload from scanning software application and/or manual spreadsheet entry.  
Also responsible for processing all checks using remote check scanner and submitting 
corresponding deposits through online banking.  Must reconcile deposit details to subledger and 
bank daily; document and resolve any discrepancies in a timely manner.  Record daily payment 
processing activity to excel spreadsheet for monthly revenue reconciliation purposes.  Ensure all 
images and captured documents are legible and electronically filed for archive and research 
purposes.  Assist with any and all aspects of customer service including resolving customer 
complaints and performing research to resolve account balance disputes to achieve debt 
collection goals and ensure compliance while maintaining excellent customer care standards.  
Make decisions regarding necessary account adjustments and prepare documents to post debit 
and credit balance adjustments to residential customer accounts.  Plays key role in the exemption 
application processes.  This position also works closely with and acts as backup to other Senior 
Billing Account Specialist accounting positions to ensure administrative, billing and accounting 
priorities and deadlines are met.  Performs other related work as assigned or required.   
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Essential Job Functions 
 

1. Daily processing of residential and/or commercial payments with a high volume of checks. 
2. Prepare, review, batch, and post credit and/or debit balance adjustments to customer 

accounts. 
3. WebPortal account administration support. 
4. Assist with autopay reporting as well as customer communication and notification of 

expirations. 
5. Assist end users with general software/hardware issues and questions.  
6. Must be flexible and able to prioritize work to accomplish deadlines while maintaining high 

quality results. 
7. Prepare various reports, spreadsheets, and/or projects as assigned. 
8. Assist with any and all aspects of customer service as needed. 
9. Assist with all aspects of Exemption application processing, including but not limited to, 

assisting walk-in customers with application submissions, mail-out process, and any follow-
up necessary to complete applications and update accounts accordingly. 

10. Act as backup to other Senior Billing Account Specialist accounting positions as needed. 
 

BILLING: 
 

1. Maintain billing and collection documentation in an auditable state. 
2. Prepare all documentation necessary to request, debits, credits, and balance adjustments 

to customer accounts. 
3. Review, batch and post submitted credit and debit account adjustments to subledger. 
4. Perform research, as needed, to insure accurate records of property, probate and e-911 

addressing. 
 
COLLECTIONS: 
 

1. Open, extract, sort, review and batch checks and remittance slips received in house. 
2. Post payments received to the proper account and maintain accurate files to the 

satisfaction of state audit requirements. 
3. Prepare the necessary documents/deposits for an accurate paper trail of daily transactions 

posted. 
 

Knowledge, Skills, and Abilities 
 
1. Skills to communicate effectively with office staff, general public, and elected officials. 
2. Skills to prepare reports and complete forms. 
3. Skills to understand written instructions, manuals, and correspondence. 
4. Ability to assign tasks. 
5. Ability to operate office machinery such as calculator, computer, copy/fax machine, 

typewriter, and mail opener/sorter. 
6. Ability to operate automated capture equipment and related software. 
7. Knowledge of basic accounting and general office procedures. 
8. Knowledge of EnCore Residential computer software. 
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9. Knowledge of the AS400 System (Revenue) and 911 Addressing database. 
10. Knowledge of Word, Excel, and Power Point. 
 

Other Characteristics 
 

1. Willing to travel and attend workshops and seminars. 
2. Willing to work nonstandard hours to meet deadlines. 
3. Ability to work under stress of recurring deadlines. 

 
Minimum Qualifications 

 
1. Valid driver’s license and be insurable by the County’s insurance standards. 
2. Associates degree or equivalent. 
3. Two (2) years’ experience in accounting/bookkeeping. 
4. Any equivalent combination of experience and training that provides the knowledge, skills 

and abilities necessary to perform the work. 
5. Solid Waste Accounts Receivable experience desired. 
6. Experience with computerized accounting systems desired. 
7. Experience in service oriented field with heavy customer service experience preferred. 
8. Bondable by County insurance. 
9. Banking experience desirable. 
 
 



GAUTNEY, WANDA

Budgeting & Purchasing
Purchasing Director

5158
Grade EC-9

KIRCHHARR, PAMELA

Budgeting & Purchasing
Buyer II

5159
Grade J

WHITE, HAVEN

Budgeting & Purchasing
Buyer I

5308
Grade G

SMITH, SHERRY R

Budgeting & Purchasing
Purchasing and Budget Assistant

1035
Grade H

ESSKEW, ELISA

Bay Minette Custodial
Custodian

142
Grade E

ALANIZ, ANNA

Bay Minette Custodial
Custodian

631
Grade E

SANKS, LOIS A

Bay Minette Custodial
Custodian

815
Grade E

VINES, KAREN D

Bay Minette Custodial
Custodian

1043
Grade E

COX, CAROLYN

Bay Minette Custodial
(Part-Time) Custodian

PT48
Grade E

CINK, RONALD J

Budgeting & Purchasing
Budget Director

100
Grade A/E

DAVIS, CHRISTIE

Budgeting & Purchasing
Senior Budget Accountant

5327
Grade EC-8

Approved 05/21/2019
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Budgeting & Purchasing
Assistant Purchasing Director

5469
Grade EC-8



CINK, RONALD J

Budgeting & Purchasing
Budget Director

100
Grade A/E

KING, TRACY

Sales, Use and License Tax
Revenue Clerk I

5446
Grade G

LUCAS, LOREN

Sales, Use and License Tax
Audit Compliance Officer

5290
Grade EC-7

WATSON, TERRIE

Sales, Use and License Tax
Revenue Clerk II

5206
Grade H

RILEY, AMBER

Sales, Use and License Tax
Audit Compliance Officer

5329
Grade EC-7

WARD, MARCIA W

Sales, Use and License Tax
Audit Compliance Officer

4087
Grade EC-7

YELDING, EBONY

Sales, Use and License Tax
Deputy License Inspector I

5227
Grade I

PARKER, SAMULYN L

Sales, Use and License Tax
 Revenue Clerk II

5370
Grade H 

LONG, DANA

Sales, Use and License Tax
PT Deputy License Inspector I

PT47
Grade I

EMERSON, ASHLIE

Sales, Use and License Tax
Senior Revenue Clerk

5423
Grade I

abolish

Sales, Use and License Tax
Audit Compliance Officer

5424
Grade EC-7

GWYNN, HEATHER A

Sales, Use and License Tax
Sales Tax Coordinator

671
Grade EC-8

GREEN, JERRY R

Sales, Use and License Tax
Audit Compliance Officer

3058
Grade EC-7

HUNT, SHARON J

Sales, Use and License Tax
Chief Deputy License Inspector

487
Grade EC-7

SPEARS, SUSANNE

Sales, Use and License Tax
Deputy License Inspector II

3082
Grade J

WEST, DEBBIE

Sales, Use and License Tax
Audit Compliance Officer

1013
Grade EC-7

MCCAW, SUSAN M

Sales, Use and License Tax
Senior Revenue Clerk

5369
Grade I

RICE, CRYSTAL D

Sales, Use and License Tax
Revenue Compliance Officer

5444
Grade I

Approved 05/21/2019
Proposed Changes
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POSITION DESCRIPTION 
 
Title:  Assistant Purchasing Director 
 
Department:      Budgeting and Purchasing 
 
Job Analysis:   September 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The employee 
may be assigned other duties that are not specifically included. 
 

Relationships    
 
Reports To:     Purchasing Director, Budget Director 
 
Subordinates: Buyer I, Buyer II, Purchasing and Budget Assistant, Custodians (Bay 

Minette), in absence of the Purchasing Director. 
 
Internal Contacts:  All County Departments 
 
External Contacts: Vendors, Suppliers, Contractors, Architects, Engineers, Other 

Government Agencies 
 
Status:    Classified/Exempt (EC-8) 
 

Job Summary 
 

The Assistant Purchasing Director assists in the day-to-day operations of the Purchasing 
Department.  This position will: assist in the purchasing and grant procurement duties, assist in the 
planning, prioritizing and scheduling of special Commission assigned projects and grants and report 
to the Purchasing Director, coordinate with County staff and contractors to make sure that special 
projects are completed in a timely matter and report to Purchasing Director, assist departments in 
preparing specifications and maintaining the required documentation by law and County rules and 
regulations and report to the Purchasing Director, supervises all documentation of all purchases of 
non-bid items, including helping departments develop specifications and obtaining quotes, and 
oversees in the receiving of ordered items and ensuring that their receipt is promptly posted to the 
accounting system so that vendors can be paid through accounts payable in a timely manner and 
reports to the Purchasing Director.  

 
Job Domain 

 
1. Assists the Purchasing Director in keeping the Commission and Budget Director informed and 

updated of day-to-day status of the special projects directly under the authority of the 
Commission. 

2. Assists in coordinating meetings schedules/activities associated with the special projects, 
assumes project responsibility as assigned. 

3. Assists in planning, prioritizing and scheduling of special projects. 



For Approval at the 09/20/2019 BC Commission Meeting 

4. Assists in the preparation and processing of bid specifications and contract documents.    
5. Assists in coordinating schedules for Pre-Bid and Pre-Construction Conferences.  Processes 

Project Bid documents.  
6. Participates in collecting and sorting of files and maintains working project files and records.   
7. Assists in the preparation of contract change order(s) and supplemental agreement(s). 
8. Assists in receiving and processes progress payments for special projects. 
9. Assists in the close-out of project documents. 
10. Assists the Purchasing Director in the preparation of specifications for routine bid items.   
11. Other duties as assigned/required to assist Purchasing Director. 
12. Assist the Purchasing Director in any special project that is assigned by the Commission. 
13. Assist in resolving vendor or contractor grievances and claims against suppliers. 
14. Assist Purchasing Director in representing companies in negotiating contracts and formulating 

policies with suppliers. 
15. Assist in reviewing, evaluation, and approving specifications for issuing and awarding bids. 
16. Assist County staff that is engaged in buying, and distributing materials, equipment, machinery, 

and supplies. 
17. Assist the Purchasing Director with on-line purchasing systems. 
18. Assist in develop and implement purchasing and contract management instructions, policies, 

and procedures. 
19. Work with State of Alabama Public Examiners to make sure that purchases are in compliance 

with Competitive Bid Law and grants are in compliance with State and Federal Statues.  
 

Knowledge, Skills, and Abilities 
 
1. Skills to communicate effectively with the office staff, general public, and elected officials.  
2. Skills to perform accounting and bookkeeping operations, conduct audits, and prepare budgets. 
3. Skills to prepare reports, complete forms, compose letters, and accurately post journals and 

ledgers. 
4. Skills to understand written instructions, manuals and correspondence. 
5. Ability to assign tasks and supervise employees.   
6. Skill in the operation of various computer programs. 
7. Thorough knowledge of basic bookkeeping and accounting principles and procedures as 

recommended by State/County/Federal rules. 
8. Knowledge of general office procedures. 
 

Other Characteristics 
 

1. Willing to travel to attend workshops and seminars.  
2. Willing to work non-standard hours to meet deadlines. 

 
Minimum Requirements 

 
1. Associate’s degree in Business Administration, Purchasing or related fields; management 

experience or equivalent combination of experience and training that provides the knowledge, 
skills, and abilities necessary to perform the work. 

2. Minimum of two (2) years in Alabama Bid Law, desirable.  
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POSITION DESCRIPTION 
 
Title:  Purchasing Director 
 
Department:      Budgeting and Purchasing 
 
Job Analysis:       09/2013, 11/2015, 02/2017, 06/2017, 06/2018, 05/2019, 10/19 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
 

Relationships    
 
Reports To:     Budget Director 
 
Subordinates: Buyer I, Buyer II, Asst. Purchasing Director, Purchasing and 

Budget Assistant, Custodians (Bay Minette) 
 
Internal Contacts:  All County Departments 
 
External Contacts: Vendors, Suppliers, Contractors, Architects, Engineers, Other 

Government Agencies 
 
Status:    Classified/Exempt (EC-9) 
 

Job Summary 
 

Responsible for all of the purchasing and grants duties. Responsible for planning, prioritizing 
and scheduling of special Commission assigned projects and grants.  Coordinate with County 
staff and contractors to make sure a special project and grant is completed in a timely matter.  
Responsible for the day-to-day direction of project support teams, and assist with performance of 
those employees involved with project support.   Supervises the entire staff including preparing 
specifications and maintaining the required documentation by law and County rules and 
regulations.  Supervises all documentation of all purchases of non-bid items, including helping 
departments develop specifications and obtaining quotes.  Oversees in the receiving of ordered 
items and ensuring that their receipt is promptly posted to the accounting system so that vendors 
can be paid through accounts payable in a timely manner.  

 
Job Domain 

 
1. Keeps the Commission and Budget Director informed and updated of day-to-day status of the 

special projects directly under the authority of the Commission. 
2. Coordinates meeting schedules/activities associated with the special projects, assumes project 

responsibility as assigned. 
3. Assists in planning, prioritizing and scheduling of special projects. 
4. Staff contact person for special projects under the authority of the Commission. 
5. Assists in the preparation and processing of bid specifications and contract documents.    
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6. Coordinates and schedules Pre-Bid and Pre-Construction Conferences.  Processes Project Bid 
documents.  

7. Collects, sorts, files and maintains working project files and records.  Assists in the 
preparation of contract change order(s) and supplemental agreement(s). 

8. Receives and processes progress payments for special projects. 
9. Assists in the close-out of project documents. 
10. Supervises the preparation of specifications for routine bid items.   
11. Other duties as assigned/required to assist Budget Director. 
12. Any special project that is assigned by the Commission. 
13. Resolve vendor or contractor grievances and claims against suppliers. 
14. Represent companies in negotiating contracts and formulating policies with suppliers. 
15. Review, evaluate, and approve specifications for issuing and awarding bids. 
16. Direct and coordinate activities of personnel engaged in buying, and distributing materials, 

equipment, machinery, and supplies. 
17. Administer on-line purchasing systems. 
18. Develop and implement purchasing and contract management instructions, policies, and 

procedures. 
19. Work with State of Alabama Public Examiners to make sure that purchases are in compliance 

with Competitive Bid Law and grants are in compliance with State and Federal Statues. 
20. Supervises the Budgeting and Purchasing and Bay Minette Custodial personnel.  

 
Knowledge, Skills and Abilities 

 
1. Skills to communicate effectively with the office staff, general public, and elected officials.  
2. Skills to perform accounting and bookkeeping operations, conduct audits, and prepare 

budgets. 
3. Skills to prepare reports, complete forms, compose letters, and accurately post journals and 

ledgers. 
4. Skills to understand written instructions, manuals and correspondence. 
5. Ability to assign tasks and supervise employees.   
6. Skill in the operation of various computer programs. 
7. Thorough knowledge of basic bookkeeping and accounting principles and procedures as 

recommended by State/County/Federal rules. 
8. Knowledge of general office procedures. 
 

Other Characteristics 
 

1. Willing to travel to attend workshops and seminars.  
2. Willing to work non-standard hours to meet deadlines. 

 
Minimum Requirements 

 
1. Associate’s degree in Business Administration, Purchasing or related fields; management 

experience or equivalent combination of experience and training that provides the 
knowledge, skills, and abilities necessary to perform the work. 

2. Minimum of two (2) years in Alabama Bid Law, desirable.  



NUNNALLY, JOEY D

Highway Administration
County Engineer 

351
Grade AE-11

PETERSON, SETH L

HWY Pre-Construction Engineering
Pre-Construction Manager

2077
Grade EC-9

SISLAK, SARAH

Eastern Shore MPO
Metropolitan Planning Org Coor

5130
Grade EC-8

LUNDY, FRANK

HWY Maintenance Engineering
Operations Manager

1052
Grade EC-9

Approved  09/18/2018
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PIERCE, JACOB

HWY Pre-Construction Engineering
Geospatial Operations Manager

5409
Grade EC-9

MITCHELL, TYLER

HWY Construction Engineering
Construction Manager

5410
Grade EC-9

Highway Administration
Chief Accountant -- Highway

364
Grade EC-8



NUNNALLY, JOEY D

Highway Administration
County Engineer 

351
Grade AE-11

Approved 09/18/2018
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GEORGE, VINCENT E

Geospatial
GIS Coordinator

813
Grade EC-7

PIERCE, JACOB

Geospatial
Geospatial Operations Manager

5409
Grade EC-9

SISLAK, SARAH

Eastern Shore MPO
Metropolitan Planning Org Coor

5130
Grade EC-8

TAYLOR, KATRINA

Eastern Shore MPO
MPO Technician I

5350
Grade I

SIMS, JOHN W

Geospatial
Survey Manager

1099
Grade M

SANGSTER, LISA O

Highway Administration
Admin Support Specialist IV

5428
Grade J

Highway Administration
Chief Accountant -- Highway

364
Grade EC-8

BYRD, TERESA H

Highway Administration
Operation Supp. Specialist III

5168
Grade K

BLACKBURN, TRISHA

Highway Administration
Custodian

2087
Grade E

FREEMAN, NORMA J

Highway Administration
Custodian

2088
Grade E

TURNER, MARINDA

Highway Administration
Operations Supp. Specialist II

3045
Grade H

HUGHES, DONNA S

Highway Administration
Operations Support Specialist I

5376
Grade G



PETERSON, SETH L

HWY Pre-Construction Engineering
Pre-Construction Manager

2077
Grade EC-9

APPLETON, STACY G

HWY Pre-Construction Engineering
Design Technician III

5177
Grade K

BODLE, ZACHARY

HWY Pre-Construction Engineering
Design Technician I

 5443
Grade I

BOUTWELL, TONY C

HWY Pre-Construction Engineering
Design Technician I

5176
Grade I

SEDLACK, JOHN E

HWY Pre-Construction Engineering
Design Technician III

5178
Grade K

NUNNALLY, JOEY D

Highway Administration
County Engineer 

351
Grade AE-11

Approved  01/15/2019
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COMSTOCK, TRACEY

HWY Pre-Construction Engineering
Right-of-Way Technician I

3046
Grade H

DAVIS, TAMMY B

HWY Pre-Construction Engineering
Right-of-Way Technician II

5018
Grade J

MORRIS, DEBRA A

HWY Pre-Construction Engineering
Right-of-Way Technician III

5169
Grade K

PIERCE, BRENDA GAYLE

HWY Pre-Construction Engineering
Right-of-Way Technician II

5429
Grade J

SMITH, MIRANDA L

HWY Pre-Construction Engineering
Right-of-Way Technician I

3016
Grade H

HWY Pre-Construction Engineering
Right-of-Way Technician II

5498
Grade J



NUNNALLY, JOEY D

Highway Administration
County Engineer 

351
Grade AE-11

Approved 09/18/2018
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THWEATT, DUSTIN

HWY Construction Engineering
Bridge Project Coordinator

807
Grade EC-7

HOWELL, JEREMY M

HWY Construction Engineering
Engineering Technician III

5379
Grade K

BYRD, C. JASON

HWY Construction Engineering
Engineering Technician II

4037
Grade J

REED, G. TODD

HWY Construction Engineering
Engineering Technician I

865
Grade H

MITCHELL, TYLER

HWY Construction Engineering
Construction Manager

5410
Grade EC-9

ULRICH, MATTHEW J

HWY Construction Engineering
Engineering Technician II

1071
Grade J

HWY Subdivision Development
Construction/Development Manager

4050
Grade EC-8 

LUNDY, JOHN A

HWY Subdivision Development
Engineering Technician II

1072
Grade J

RAMER, VINCENT E

HWY Subdivision Development
Engineering Technician III

5380
Grade  K

CAMPBELL, MICHAEL

HWY Subdivision Development
Engineering Technician I

5179
Grade H

RAWSON, KRISTEN

HWY Construction Engineering
Office Manager-Highway Option

5012
Grade G



PETERSON, PHILLIP

Traffic Operations
Traffic Operations Manager

5174
Grade EC-08

PEARSON, BRETT

Traffic Operations
Traffic Control Technician III

2093
Grade I

PITTMAN, CODY

Traffic Operations
Traffic Control Technician III

842
Grade I

MARTIN, JAMES

Traffic Operations
Traffic Control Technician II

5172
Grade H

Traffic Operations
Traffic Control Technician I

5497
Grade G

BYRD, J. TRAVIS

Traffic Operations
Traffic Control Technician III

393
Grade I

Traffic Operations
Traffic Control Technician IV

5382
Grade J

ZEAGLER, ROBERT

Traffic Operations
Traffic Control Technician II

5173
Grade H

ERVIN, REGINALD

Traffic Operations
Traffic Control Technician II

503
Grade H

PARKS, JEROMEY D

Traffic Operations
Traffic Control Technician III

914
Grade I

BRANNAN, MARK

Traffic Operations
Traffic Control Technician II

5384
Grade H

BLACK, RANDY

Traffic Operations
Traffic Control Technician IV

5383
Grade J

FULTON, BRANDON 

Traffic Operations
Operator Technician III

5403
Grade G

COLLINS, FRANK

Traffic Operations
Operator Technician IV

5286
Grade J

Traffic Operations
Operator Technician I

5287
Grade G

JOHNSON, BURT A

Traffic Operations
Operator Technician II

5385
Grade H

Approved 02/19/2019
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NUNNALLY, JOEY D

Highway Administration
County Engineer 

351
Grade AE-11

MITCHELL, TYLER

HWY Construction Engineering
Construction Manager

5410
Grade EC-9

NOBLES, KEVIN

Traffic Operations
PT Traffic Control Technician IV

PT51
Grade J

Highway Administration
Operations Support Specialist I

5496
Grade G

abolish

Traffic Operations
Laborer - Highway

4047
Grade E



LUNDY, FRANK

HWY Maintenance Engineering
Operations Manager

1052
Grade EC-9

SCOTT, ERIC

HWY Maintenance Engineering
Equipment Manager

1083
Grade K

CARROLL, KEVIN L

Bay Minette Highway
Area Supervisor

272
Grade EC-8

JACKSON, JOHNNY W

Foley Highway
Area Supervisor

274
Grade EC-8

NOBLES, TREY

HWY Maintenance Engineering
Engineering Technician I

3048
Grade H

JEFFORDS, ALFREDA

HWY Maintenance Engineering
Engineering Technician III

5180
Grade K

PENRY, PAUL D JR

Silverhill Highway
Area Supervisor

283
Grade EC-8

MIZE, AUDRA E

HWY Maintenance Engineering
Operations Support Specialist II

5381
Grade H

SMITH, TROY A

HWY Maintenance Engineering
Engineering Technician II

5020
Grade J

NUNNALLY, JOEY D

Highway Administration
County Engineer 

351
Grade AE-11

Approved 09/18/2018
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CREWS, SPENCER

HWY Maintenance Engineering
Engineer Technician I

5432
Grade H



CARROLL, KEVIN L

Bay Minette Highway
Area Supervisor

272
Grade EC-8

KELMER, JOSEPH 

 
Operator Technician III

877
Grade I

BOUTWELL, DAVID

 
Operator Technician III

273
Grade I

BROWN, JIM J JR

 
Operator Technician III

267
Grade I

STEVENS, RAY

 
Operator Technician I

614
Grade G

MOODY, SHAUN

 
Operator Technician III

876
Grade I

CARLISLE, MICHAEL

 
Operator Technician IV

2048
Grade J

BASSETT, MYLES

 
Laborer

634
Grade E

FLOWERS, DAL B

 
Mechanic II

336
Grade J

FOSTER, RANDY W

 
Operator Technician II

333
Grade H

FLOYD, JAMES

 
Operator Technician II

252
Grade H

HARVILLE, DANNY 

 
Operator Technician II

264
Grade H

HARVILLE, HENRY 

 
Operator Technician IV

879
Grade J

HARVILLE, JACOB 

 
Operator Technician III

265
Grade I

HOWELL, RODNEY 

 
Operator Technician III

2046
Grade I

GENTRY, ROBERT 

 
Operator Technician III

1007
Grade I

PUGH, MARK

 
Operator Technician II

4040
Grade H

MAYO, ROBERT

 
Operator Technician II

270
Grade H

MONTE, TAMMY

 
Operations Supp. Spec. II

5222
Grade H

MCFARLAND, MATTHEW

 
Operator Technician II

248
Grade H

BUSH, JACK 

 
Operator Technician II

340
Grade H

OWENS, ALVIN M

 
Operator Technician III

281
Grade I

WEAVER, CODY

 
Operator Technician I

5007
Grade G

PHILLIPPI, TOMMIE 

 
Operator Technician IV

5215
Grade J

SHARP, MICHAEL

 
Asst Area Supervisor

299
Grade EC-7

VAN VLEET, KEITH 

 
Operator Technician II

356
Grade H

WHITE, ROBERT R

 
Operator Technician IV

2047
Grade J

KOUTNY, JAROSLAV

 
Operator Technician III

266
Grade I

BRADLEY, JAMES 

 
Operator Technician I

4046
Grade G

JOHNSON, MEGAN

 
Operations Supp. Spec. I

5387
Grade G

LUNDY, FRANK

HWY Maintenance Engineering
Operations Manager

1052
Grade EC-9

 
Operator Technician I

5386
Grade G

Approved 09/18/2018
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Laborer

53111G1
Grade 

 
Laborer 

53111G2
Grade 

 
Laborer

53111G3
Grade 

 
Laborer

5486
Grade E

 
Laborer

5487
Grade E



PENRY, PAUL D JR

Silverhill Highway
Area Supervisor

283
Grade EC-8

ALLEN, JAMES D JR

 
Operator Technician IV

3005
Grade J

BARNA, ZACHARY

 
Operator Technician III

280
Grade I

HALLFORD, TIMOTHY

 
Operator Technician II

4080
Grade H

BYRD, KENNETH R

 
Operator Technician IV

881
Grade J

TACKETT, BRIAN

 
Operator Technician I

3079
Grade G

KING, JAMES

 
Operator Technician I

684
Grade G

DAVIS, FORREST

 
Operator Technician IV

285
Grade J

BONNER, HUNTER

 
Operator Technician III

317
Grade I

DOUGLAS, CHARLES 

 
Operator Technician III

379
Grade I

GLASS, CALVIN E

 
Operator Technician III

3004
Grade I

BECK, JEFFERY

 
Operator Technician II

897
Grade H

STANTON, REGINALD

 
Operator Technician II

440
Grade H

HOLSTON, MICHAEL 

 
Operator Technician II

301
Grade H

HOWELL, JAMES E

 
Operator Technician III

345
Grade I

JOYNER, MATTHEW

 
Operator Technician I

675
Grade G

LEE, ANTHONY

 
Operator Technician II

122
Grade H

BYRD, EDWARD W

 
Asst Area Supervisor

284
Grade EC-7

PETERSON, GARY

 
Mechanic II

5322
Grade J

PROPST, DOUGLAS 

 
Operator Technician IV

5128
Grade J

RESMONDO, JACK F

 
Operator Technician III

896
Grade I

ROYSTER, MICHAEL

 
Operator Technician II

447
Grade H

SANDERS, EDWARD 

 
Operator Technician III

899
Grade I

 
Operator Technician I

1057
Grade G

 
Laborer

927
Grade E

FORBES, JOSHUA

 
Operator Technician I

649
Grade G

WALLACE, ROGER

 
Operator Technician II

895
Grade H

WATTS, DOUGLAS 

 
Operator Technician III

898
Grade I

WILSON, RHONDA 

 
Operations Supp. Spec II

5223
Grade H

CASWELL, JARED

 
Operator Technician II

288
Grade H

WOLFF, CRYSTAL 

 
Operations Supp. Spec I

5388
Grade G

LUNDY, FRANK

HWY Maintenance Engineering
Operations Manager

1052
Grade EC-9
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Laborer

53112G3
Grade E

 
Laborer

53112G1
Grade E

 
Laborer

53112G2
Grade E

 
Laborer

53112G4
Grade E

 
Laborer

5489
Grade E

 
Laborer

5488
Grade E

 
Laborer

5490
Grade E

 
Laborer

5491
Grade E



JACKSON, JOHNNY W

Foley Highway
Area Supervisor

274
Grade EC-8

ACKER, DOUGLAS 

 
Operator Technician IV

888
Grade J

BRADLEY, SHAWN

 
Mechanic II

974
Grade J

HARRIS, JOSEPH

 
Operator Technician I

713
Grade G

BUCHANAN, TIMOTHY 

 
Operator Technician III

296
Grade I

BUTLER, TIMOTHY 

 
Operator Technician IV

893
Grade J

WEEKLEY, CHARLEY

 
Operator Technician IV

886
Grade J

BYRD, HOLLEY

 
Operations Supp. Spec I

5389
Grade  G

COLLINS, JEROME 

 
Operator Technician III

293
Grade I

ROSE, JEFFREY P

 
Operator Technician IV

887
Grade J

CRAWFORD, CHARLES

 
Operator Technician I

638
Grade G

HARVILLE, ADAM B

 
Asst Area Supervisor

286
Grade EC-7

JOHNSON, KENNETH 

 
Operator Technician II

287
Grade H

JOHNSON, RODGER 

 
Operator Technician II

567
Grade H

WESLEY, JOHNATHAN

 
Operator Technician II

1022
Grade H

JOHNSON, WILLIE

 
Operator Technician III

1008
Grade I

BETHEA, MICHAEL

 
Operator Technician II

344
Grade H

KICKLIGHTER, WOODROW

 
Operator Technician III

318
Grade I

KNIGHT, MICHAEL

 
Operator Technician III

329
Grade I

O'NEAL, RICHARD 

 
Operator Technician II

357
Grade H

RINGLER, JEREMY 

 
Operator Technician II

665
Grade H

BYRD, CLEOPHUS

 
Laborer

910
Grade E

BREWER, GEORGE

 
Operator Technician II

894
Grade H

SKIPPER, HUNTER

 
Operator Technician II

354
Grade H

STEADHAM, EARL 

 
Operator Technician III

889
Grade I

WARREN, CHARLES

 
Operator Technician III

292
Grade I

PIPER, RONALD

 
Operator Technician III

295
Grade I

PENRY, PAUL III

 
Operator Technician I

643
Grade G

WHEELER, CAMI A

 
Operations Supp. Spec II

5224
Grade H

LUNDY, FRANK

HWY Maintenance Engineering
Operations Manager

1052
Grade EC-9
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Proposed

KOON, KEVIN

 
Operator Technician I

5433
Grade G

 
Operator Technician I

5434
Grade G

 
Laborer

53113G1
Grade E

 
Laborer

53113G2
Grade E

 
Laborer

5493
Grade E

 
Laborer

5492
Grade E

 
Laborer

5494
Grade E

 
Laborer

5495
Grade E
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POSITION DESCRIPTION 
 
Title:    Master Mechanic 
 
Department:   Highway Department – Maintenance Section 
 
Job Analysis:     January 2013, October 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 
Reports to:   Assistant Area Maintenance Supervisor, Area Maintenance   

  Supervisor, Operations Manager, County Engineer 
 
Subordinate staff:  Shop help assigned by Supervisor 
 
Internal contacts:  Area Barn Personnel, Other Area Supervisors/Personnel 
 
External contacts: Equipment and Parts Suppliers, Auction Companies & General 

Public 
 
Status:    Classified/Non-Exempt (L) 
 

Job Summary 
 
Performs skilled tasks in mechanical repair and maintenance of gasoline and diesel powered 
automotive and heavy equipment using standard practices and equipment of the automotive 
trade.  Assist County mechanics with major mechanical repair and maintenance of gasoline and 
diesel powered automotive and heavy equipment as needed. Operates some heavy equipment.  
Must be able to train other County mechanics and lend support when called upon.  Coordinates 
with auction companies when selling Highway Department vehicles/equipment.   
 

Job Domains 
 
A. Automotive Repair and Maintenance 
 

1. Analyze, diagnose and tune engines including testing/cleaning/replacement of spark 
plugs, adjusting timing, valves, carburetor needle, replacement of coil, condenser and 
breaker points. 

2. Remove and disassemble major units such as engine, transmission, and differential; 
inspect parts for wear, and reassembles. 

3. Repair and replace parts such as pistons, rods, gears, and bearings. 
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4. Overhaul and replace carburetors, generators, radiators, alternators, starters, distributors 
and pumps. 

5. Rewire ignition system, light and instrument panel. 
6. Realign and adjust brakes, repair or replace shock absorbers. 
7. Replace and adjust headlights, and install or repair accessories such as radios, heaters, 

mirrors, and windshield wipers. 
8. Perform additional repairs as needed. 

 
B. Heavy Equipment Repair and Maintenance 
 

1. Analyze malfunctions, and repair, rebuild and maintain heavy construction equipment 
such as motor graders, backhoes, bulldozers, asphalt spreaders etc. 

2. Replace defective engines and subassemblies. 
3. Replace or repair major components, attachments or implements such as blades, tracks, 

compressors, etc. 
 
C. Miscellaneous 
 

1. Weld to repair broken or cracked frames, bars, plates, and other metal objects on               
machinery.  Fill holes and build up metal parts. 

2. Replace batteries, hydraulic fluid, oil, antifreeze/coolant, etc. 
3. Repair or replace tires. 
4. Perform related mechanic duties as required. 
5. Perform various duties including operation of equipment and some manual labor   as 

needed. 
6. Test repaired equipment to ensure operating efficiency. 
7. Supervise other personnel performing equipment maintenance. 
8. Make recommendations to supervisor concerning specification requirements for bidding 

and purchasing of new equipment. 
9. Ensure vehicle / equipment fleet is kept in safe operational working order. 
10. Ensure all vehicles/equipment in receive routine maintenance on schedule. 
11. Ensure accurate records are maintained for repairs/maintenance performed on all 

vehicles/equipment.       
 

Knowledge, Skills and Abilities 
 

1. Verbal skills to communicate information to supervisors, co-workers, and vendors. 
2. Writing skills to clearly and neatly complete routine forms and order parts. 
3. Reading skills to understand equipment and maintenance manuals, parts lists, instructions. 
4. Math skills to understand precision gauges to measure and fit parts. 
5. Listening skills to receive information about equipment problems. 
6. Skills in the use of hand and machine tools and equipment used in automotive  repair. 
7. Skills in the use of major items of electronic and mechanical shop equipment and machinery. 
8. Skills in operating various types of equipment. 
9. Skills in analyzing and diagnosing problems in automotive and heavy constructionequipment. 
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10. Knowledge of safety rules, including accident causes and prevention. 
11. Knowledge of first aid procedures. 
12. Ability to work independently without close supervision 
13. Knowledge of county policies, procedures and rules. 
14. Knowledge of/and has ability to work on Tier 4 engine component. 
15. See well enough to read regular print and numbers without error or transposition and inspect 

small parts. 
16. Hear well enough to talk on telephone, to determine mechanical problems. 
17. Speak clearly enough to communicate information to helper. 
18. Use of hands and fingers to write, to use tools. 
19. Strength to lift 50 pounds unassisted. 
20. Physical dexterity sufficient to operate levers, gears, etc. 
21. Ability to climb on top of or crawl under various types of equipment. 
 

Other Characteristics 
 
1. Willing to work overtime and weekends as necessary. 
2. Willing to travel to pick up parts and material out of area. 
3. Required to wear uniforms as directed by County Engineer. 
 

Minimum Requirements 
 

1. Possess a valid commercial driver’s license. (CDL – Class A) 
2. Experience in automotive and heavy equipment repairs and maintenance. 
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POSITION DESCRIPTION 
 

Title:    Mechanic II – (Maintenance Area Barn Option) 
 
Department:   Highway Department – Maintenance Section 
 
Job Analysis:   January 2013, October 2019  
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive. The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 

Reports To: Area Maintenance Supervisor, Assistant Area Maintenance 
Supervisor, Operations Manager, County Engineer 

 
Subordinate Staff:  Shop help assigned by Supervisor 
 
Internal Contacts:  Members of work group, Engineering, County Purchasing Officer 
 
External Contacts:  Equipment Suppliers, Parts Suppliers 
 
Status:    Classified/Non-Exempt (J) 
 

Job Summary 
 

Performs skilled tasks in mechanical repair and maintenance of gasoline and diesel powered 
automotive and heavy equipment using standard practices and equipment of the automotive 
trade. Operates some heavy equipment. 
 

Job Domains 
 
A. Automotive Repair and Maintenance 
 

1. Analyze, diagnose and tune engines including testing/cleaning/replacement of spark 
plugs, adjusting timing, valves, carburetor needle, replacement of coil, condenser and 
breaker points. 

2. Remove and disassemble major units such as engine, transmission, differential; inspect 
parts for wear, and reassembles. 

3. Repair and replace parts such as pistons, rods, gears, and bearings. 
4. Overhaul and replace carburetors, generators, radiators, alternators, starters, distributors 

and pumps. 
5. Rewire ignition system, lights and instrument panel. 
6. Realign and adjust brakes, repairs or replaces shock absorbers. 
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7. Replace and adjust headlights, and install or repairs accessories such as radios, heaters, 
mirrors, and windshield wipers. 

8. Perform additional repairs as needed. 
 
B. Heavy Equipment Repair and Maintenance 
 

1. Analyze malfunctions, and repair, rebuild and maintain heavy construction equipment 
such as motor graders, backhoes, bulldozers, asphalt spreaders etc. 

2. Replace defective engines and subassemblies. 
3. Replace or repair major components, attachments or implements such as blades, tracks, 

compressors, etc. 
 
C. Miscellaneous 
 

1. Weld to repair broken or cracked frames, bars, plates, and other metal objects on               
machinery.  Fill holes and builds up metal parts. 

2. Replace batteries, hydraulic fluid, oil, antifreeze/coolant, etc. 
3. Repair or replace tires. 
4. Perform related mechanic duties as required. 
5. Perform various duties including operation of equipment and some manual labor as 

needed. 
6. Test repaired equipment to ensure operating efficiency. 
7. Supervise other personnel performing equipment maintenance. 
8. Make recommendations to supervisor concerning specification requirements for bidding 

and purchasing of new equipment. 
9. Ensure vehicle / equipment fleet is kept in safe operational working order. 
10. Ensure all vehicles/equipment in fleet receive routine maintenance on schedule. 
11. Ensure accurate records are maintained for repairs/maintenance performed on all 

vehicles/equipment.       
 

Knowledge, Skills and Abilities 
 

1. Verbal skills to communicate information to supervisors, co-workers, and vendors. 
2. Writing skills to clearly and neatly complete routine forms and order parts. 
3. Reading skills to understand equipment and maintenance manuals, parts lists,  instructions. 
4. Math skills to understand precision gauges to measure and fit parts. 
5. Listening skills to receive information about equipment problems. 
6. Skills in the use of hand and machine tools and equipment used in automotive  repair. 
7. Skills in the use of major items of electronic and mechanical shop equipment and machinery. 
8. Skills and ability in operating various types of equipment. 
9. Skills in analyzing and diagnosing problems in automotive and heavy construction 

equipment. 
10. Knowledge of safety rules, including accident causes and prevention. 
11. Knowledge of first aid procedures. 
12. Ability to work independently without close supervision 
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13. Knowledge of county policies, procedures and rules. 
14. Knowledge of/and has ability to work on Tier 4 engine component. 
15. See well enough to read regular print and numbers without error or transposition and inspect 

small parts.  
16. Hear well enough to talk on telephone, to determine mechanical problems.  
17. Speak clearly enough to communicate information to helper. 
18. Use of hands and fingers to write, to use tools. 
19. Strength to lift 50 pounds unassisted. 
20. Physical dexterity sufficient to operate levers, gears, etc. 
21. Body movement to climb on top of or crawl under various types of equipment. 
 

Other Characteristics 
 

1. Willing to work non-standard hours as necessary. 
2. Willing to travel to pick up parts and material out of area. 
3.  Required to wear uniforms as directed by County Engineer. 

 
Minimum Qualifications 

 
1. Possess a valid commercial driver’s license. (CDL – Class A) 
2. Experience in automotive and heavy equipment repairs and maintenance. 
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POSITION DESCRIPTION 
 
Title:                                      Operations Support Specialist I (Construction Administration 
Option)        
Department:                           Highway Department – Construction EngineeringAdministration 
 
Job Analysis:         June 2011, Sept 2017, October 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 

 
Relationships 

 
Reports To:                          Operations ManagerAdministrative Support Specialist IV, County 

Engineer (Dotted Line to Highway Administrator) 
 
Subordinate Staff:                None 
 
Internal Contacts:      Co-workers 
 
External Contacts:                General Public  
 
 Status:            Classified/Non-Exempt (G)  
 

Job Summary 
 
Provides clerical assistance, data entry and answers phone calls from the general public. Provides 
support by preparing various reports, records, ordering office supplies, and other miscellaneous 
administrative tasks.  
           

Job Domains 
 
1. Greet visitors to the office; refer them to whom they need to see and make them comfortable 

if they must wait. 
2. Answer incoming calls and transfer them to the proper office. 
3. Take written telephone messages when people are out of the office if voice mail is not 

available or desired by caller. 
4. Provide whatever information is available to general inquiries. 
5. Type letters and other memoranda as necessary. 
6. Maintain and order office supplies. 
7. Enter daily activity sheets for Highway Personnel, as needed. r Design, Right-of-Way and 

Parks Departments. 
8. Tracking invoices and payment in CIMS. 
9. Assist tracking reimbursements to ensure the County receives proper funding. 
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Knowledge, Skills, and Abilities 

                                  
1. Knowledge of basic high school mathematics. 
2. A good working knowledge of general office practices and procedures. 
3. Familiar with computers and various software programs. 
4. Skills to communicate effectively with office staff, supervisors, and general public.  
5. Skills to read and understand printed reports. 
6. Knowledge of filing procedures.  
7. Knowledge of office machinery operations. 
8. Ability to establish and maintain effective working relationships with supervisors, co-

workers, and the general public. 
       

Physical Characteristics 
 
1. See well enough to read, etc. 
2. Hear well enough to talk on telephone. 
3. Speak well enough to discuss projects, etc. with supervisors, co-workers, the general public, 

and Engineers. 
 

Other Characteristics 
 

1. Willing to work overtime when necessary. 
2. Ability to work under stress of recurring deadlines. 
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POSITION DESCRIPTION 
 
Title:                                      Operations Support Specialist I (Maintenance Barn Option) 
 
Department:                           Highway Department – Maintenance Section 
 
Job Analysis:       June 2011, Sept 2017, Oct 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 
Reports To:                          Operations Support Specialist II, Assistant Area Maintenance 

Supervisor, Area Maintenance Supervisor, Operations Manager, 
County Engineer   

 
Subordinate Staff:                 None 
 
Internal Contacts:        All Maintenance personnel and other County employees. 
 
External Contacts:                 General Public 
 
Status:  Classified/ Non-Exempt (G) 
  

Job Summary 
  
Provides clerical assistance, data entry and answers phone calls.  Assists in maintaining 
organized office records and documents with both computerized and hard filing systems.  Assists 
with providing prompt response and proper management of department emails.  Assists with 
department purchasing/payments.  Treats the public in a courteous, prompt and professional 
manner.  Serves to manage the administrative functions of the Maintenance Facility office during 
the absence of the Operations Support Specialist II. 
                      

Job Domains 
 
A.   Reception and Referral 
 
      1. Greet visitors to the office; refer them to whom they need to see, and make them   
 comfortable if they must wait.  
      2. Answer incoming calls in a professional manner and transfer them to the proper office. 
      3. Take written telephone messages when people are out of the office. 
      4. Provide whatever information is available to general inquiries. 
      5.   Have ability to process driveway permits. 
      6.   Refer work orders promptly to the appropriate personnel. 
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B.   Typing and Stenographic 
 
      1. Type letters, bids, contracts, and other memoranda as necessary. 
      2. Ensure work orders are promptly entered into data base. 
      3. Ensure that all activity sheets and project data are promptly entered into data base. 
      4. Ensure that purchase orders and invoices are filled out, coded and processed correctly. 
  
C.   Records Management 
   
      1. File all pertinent correspondence to the County Engineer’s office on a daily basis. 
      2. File all internal memoranda such as personnel reviews, petitions, policies, etc. 
      3. Retrieve materials from files upon request. 
      4. Maintain hard filing system and computerized filing system in an organized manner. 
      5. Have the ability to manage, run reports and retrieve data from CIMS (Computer  
            Information Management System) using Crystal Reports and other software programs. 
      6.   Ensure that work crews are provided proper project numbers and activity codes for the 
            work they are performing. 
      7.   Ensure that equipment maintenance records are properly recorded and filed. 
 

Knowledge, Skills, and Abilities 
                                  

1. Knowledge of basic high school mathematics. 
2. A good working knowledge of general office practices and procedures. 
3. Familiar with computers and various software programs. 
4. Skills to communicate effectively with office staff, supervisors, and general public. 
5. Skills to read and understand printed reports. 
6. Knowledge of filing procedures. 
7. Knowledge of office machinery operations. 
8. Ability to establish and maintain effective working relationships with supervisors, co-

workers, and the general public. 
9. Skills to post journals neatly and legibly. 
10. Ability to operate work processing equipment and data entry. 
 

Other Characteristics 
 
1. Willing to work overtime when necessary. 
2. Ability to work under stress of recurring deadlines. 

 
Minimum Qualifications 

 
1. Have a valid driver’s license and be insurable by the County’s insurance standards.  
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POSITION DESCRIPTION 
 
Title:                                      Operations Support Specialist I (Maintenance BarnTraffic 
Operations Option) 
 
Department:                           Highway Department – Maintenance SectionTraffic Operations 
 
Job Analysis:       June 2011, Sept 2017, Oct 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 
Reports To:                          Operations Support Specialist II, Assistant Area Maintenance 

Supervisor, Area Maintenance SupervisorTraffic Operations 
Manager, Operations Construction Manager, County Engineer   

 
Subordinate Staff:                 None 
 
Internal Contacts:        All Maintenance Traffic Operations personnel and other County 

employees. 
 
External Contacts:                 General Public 
 
Status:  Classified/ Non-Exempt (G) 
  

Job Summary 
  
Provides clerical assistance, data entry and answers phone calls.  Assists in maintaining 
organized office records and documents with both computerized and hard filing systems.  Assists 
with providing prompt response and proper management of department emails.  Assists with 
department purchasing/payments.  Treats the public in a courteous, prompt and professional 
manner. 
                      

Job Domains 
 
A.   Reception and Referral 
 
      1. Greet visitors to the office; refer them to whom they need to see, and make them   
 comfortable if they must wait.  
      2. Answer incoming calls in a professional manner and transfer them to the proper office. 
      3. Take written telephone messages when people are out of the office. 
      4. Provide whatever information is available to general inquiries. 
      5.   Have ability to process driveway permits. 
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      6.   Refer work orders promptly to the appropriate personnel. 
 
B.   Typing and Stenographic 
 
      1. Type letters, bids, contracts, and other memoranda as necessary. 
      2. Ensure work orders are promptly entered into data base. 
      3. Ensure that all activity sheets and project data are promptly entered into data base. 
      4. Ensure that purchase orders and invoices are filled out, coded and processed correctly. 
  
C.   Records Management 
   
      1. File all pertinent correspondence to the County Engineer’s office on a daily basis. 
      2. File all internal memoranda such as personnel reviews, petitions, policies, etc. 
      3. Retrieve materials from files upon request. 
      4. Maintain hard filing system and computerized filing system in an organized manner. 
      5. Have the ability to manage, run reports and retrieve data from CIMS (Computer  
            Information Management System) using Crystal Reports and other software programs. 
      6.   Ensure that work crews are provided proper project numbers and activity codes for the 
            work they are performing. 
      7.   Ensure that equipment maintenance records are properly recorded and filed. 
 

Knowledge, Skills, and Abilities 
                                  

1. Knowledge of basic high school mathematics. 
2. A good working knowledge of general office practices and procedures. 
3. Familiar with computers and various software programs. 
4. Skills to communicate effectively with office staff, supervisors, and general public. 
5. Skills to read and understand printed reports. 
6. Knowledge of filing procedures. 
7. Knowledge of office machinery operations. 
8. Ability to establish and maintain effective working relationships with supervisors, co-

workers, and the general public. 
9. Skills to post journals neatly and legibly. 
10. Ability to operate work processing equipment and data entry. 
 

Other Characteristics 
 
1. Willing to work overtime when necessary. 
2. Ability to work under stress of recurring deadlines. 

 
Minimum Qualifications 

 
1. Have a valid driver’s license and be insurable by the County’s insurance standards.  
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POSITION DESCRIPTION 
 
Title:    Traffic Control Technician I (Stripe Crew Option) 
 
Department:   Highway Department – Traffic Operations  
 
Job Analysis:   October 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
 responsibilities of this classification and are not to be interpreted as being all inclusive. 
 The employee may be assigned other duties that are not specifically included. 
 
 Relationships  
 
Reports To: Designated Crew Chief, Traffic Operations Manager, Construction 

Manager, County Engineer  
 
Subordinate Staff:  None 
 
Internal Contacts:  Members of work group 
 
External Contacts:  General Public 
 
Status:    Classified/Non-Exempt (G) 
 

Job Summary 
 
Responsible for carrying out the activities of the Traffic Control paint crew. Work involves 
physical placement of traffic striping, legends, and markings as required throughout the County 
per MUTCD standards. Work also involves assisting with routine maintenance of traffic signals 
and devices throughout the County, performing complex traffic control operations and assisting 
the sign, paving/mowing and signal crews as needed.    
 

Job Domains 
 
A. Operations 
 

1. Operate small portable paint machine to stripe parking lots. 
2. Operate epoxy gun to install pavement markers. 
3. May operate other equipment such as the asphalt spreader, roller, tractor and front-end 

loader.  
4. Willing to assist the paving/mowing, sign and signal crews as needed. 
5. Willing to respond to callouts when deemed necessary by the Supervisor.   
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B. Equipment Operation and Maintenance 
 

1. Prior to operating equipment; perform safety and maintenance inspection of assigned 
equipment. 

2. While equipment is being operated, make adjustments to ensure proper pressures for 
painting. 

3. Service parts of paint truck as required. 
4. Perform maintenance and servicing in connection with equipment operated.  

   
Knowledge, Skills, and Abilities 

 
1. Skills to communicate information to supervisor or co-workers. 
2. Skills to follow verbal instructions. 
3. Basic skills in the operation, maintenance and safe use of trucks and tractors. 
4. Knowledge of traffic regulations. 
5. Knowledge of safety rules, including accident causes and prevention. 
6. Skills to complete routine forms and records. 
7. Knowledge of County policies, procedures and rules. 
 

Physical Characteristics 
 
1. See well enough to operate machinery safely. 
2. Hear well enough to follow directions from Supervisors. 
3. Use of hands and fingers to perform manual work. 
4. Physical dexterity sufficient to operate lever, gears, shovels, etc. 
5. Body mobility to perform maintenance and operate various types of equipment and perform 

basic manual labor. 
6. Ability to stand all day 
7. Ability to lift 50 pounds. 
 

Other Characteristics 
 
1. Willing to work overtime and weekends in emergencies or when required. 
2. Required to wear uniforms as directed by the County Engineer. 
3. Willing to travel for school and training. 
4. Assist in Disaster Recovery efforts as needed. 
 

Minimum Qualifications 
 
1. Have a valid driver’s license (Commercial Driver’s License required for promotion) and be 

insurable by the County’s insurance standards.   
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POSITION DESCRIPTION 
 
Title:    Traffic Control Technician II (Sign Option) 
 
Department:   Highway Department – Traffic Operations 
 
Job Analysis:   September 2017, September 2018, October 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
 responsibilities of this classification and are not to be interpreted as being all inclusive.  
 The employee may be assigned other duties that are not specifically included. 
 

Relationships 
 
Reports To: Designated Crew Chief, Traffic Operations Manager, Construction 

Manager, County Engineer 
 
Subordinate Staff:  None 
 
Internal Contacts:  Members of Work Group, Engineering Personnel 
 
External Contacts: General Public, Emergency Responders and Other Government 

Employees 
 
Status:    Classified/Non-Exempt (G  H) 
 

Job Summary 
 
To successfully complete any job/duty deemed necessary by the Traffic Operations Manager or 
Crew Chief. Work involves the following: physical placement of traffic signs as required 
throughout the county while insuring all signage meets MUTCD Standards. Placement of detours 
as needed. Performing complex traffic control operations.  
 
Capturing data on all signage with County issued tablets to ensure GIS is updated. This requires 
general skills and knowledge to operate computers and software programs. 
Willing to assist other crews within the department as needed.     
 

Job Domain  
 

A. Operations 
 

1. Operate sign truck with aerial bucket to install traffic control signs including post driver 
and puller. 

2. Operate sign truck with aerial bucket to trim limbs and precisely cut brush as needed. 
3. May operate other equipment as deemed necessary by Supervisor. 
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4.  May operate other equipment such as asphalt spreader, roller, paint truck or tractor.  
5. Perform routine manual labor on other crews as needed.  
6. Ensure that all signs are in proper placement by current MUTCD standards. 
7. Ensure that all traffic control operations meet current MUTCD standards.  
8. Willing to respond to callouts when deemed necessary by the Supervisor.  

 
B. Equipment Maintenance 
 

1. Prior to operating equipment; perform safety and maintenance inspection of assigned  
     equipment. 
2. Perform light maintenance and servicing in connection with equipment operated.  
3. Notify supervisor of mechanical or safety problems.  
4.  May assist mechanic or other repairmen with mechanical repairs.  

 
Knowledge, Skills, and Abilities 

 
1. Skills to communicate information to supervisors and co-workers. 
2. Skills to complete routine forms and records. 
3. Basic skills to operate computers and software programs.  
4. Basic skills in the operation, maintenance and safe use of aerial buckets and lifts. 
5. Moderate skills in the operation, maintenance and safe use of trucks, tractors and heavy 

equipment. 
6. Knowledge of traffic regulations. 
7. Familiar with ALDOT standard drawings and how to apply these standards to real world 

applications. 
8. Familiar with The Manual of Uniform Traffic Control Devices and how to apply the manual 

to real world applications. 
9. Knowledge of safety rules including accident causes and prevention. 
10. Ability to work independently without close supervision. 
11. Knowledge of county policies, procedures and rules. 
 

Physical Characteristics 
 

1. See well enough to operate equipment and motor vehicles; corrective lens acceptable. 
2. Hear well enough to understand oral instructions, carry on conservation with public and 

workers; hearing aid acceptable. 
3. Speak well enough to meet and converse with the public, convey instructions to others, 

communicate by telephone and two-way radio. 
4. Body movement to place traffic markings and signs, operate equipment, operate motor 

vehicles, handle signs and hand tools. 
5. Strength to lift 50 lbs., use hand tools, repair flashing signals and operate motor vehicles. 
6. Must be able to stand all day. 
 

Other Characteristics 
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1. Willing to work overtime and non-standard hours. 
2. Willing to travel for schools and training. 
3. Assist in Disaster Recovery efforts as needed. 
4. Willing to assist the paving crew/mowing crew, stripe crew and signal crew. 
5. Required to wear uniforms as directed by County Engineer. 
 

Minimum Qualifications 
 
1. One (1) year experience in Traffic Control. 
2. Valid Commercial Driver’s License (CDL – Class B) and be insurable by the County’s 

insurance standards.  
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POSITION DESCRIPTION 
 
Title:    Traffic Control Technician II (Stripe Crew Option) 
 
Department:   Highway Department - Traffic Operations 
 
Job Analysis:   September 2017, September 2018, October 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
 responsibilities of this classification and are not to be interpreted as being all inclusive.  
 The employee may be assigned other duties that are not specifically included. 
 

Relationships 
 
Reports To: Designated Crew Chief, Traffic Operations Manager, Construction 

Manager, County Engineer 
 
Subordinate Staff:  None 
 
Other Internal Contacts: Members of Work Group, Engineering Personnel     
  
External Contacts:  General Public, Vendors and Material Suppliers, Emergency 
    Responders and Other Government Employees  
 
Status:    Classified/Non-Exempt (G  H) 
 

Job Summary 
 
Responsible for carrying out the activities of the Traffic Control paint crew. Work involves 
physical placement of traffic striping, legends, and markings as required throughout the County 
per MUTCD standards. Work also involves assisting with routine maintenance of traffic signals 
and devices throughout the County, performing complex traffic control operations and assisting 
the sign, paving/mowing and signal crews as needed.    
  

Job Domain 
 
A. Operations 
 

1. Operate paint truck to put traffic markings on county roads. 
2. Operate small portable paint machine to stripe parking lots. 
3. Operate epoxy gun to install pavement markers. 
4. Operate bucket truck with aerial lift to repair traffic control signal lights. 
5. Maintain traffic control devices including minor repairs and bulb repairs/replacements. 
6. May operate other equipment such as the asphalt spreader, roller, tractor and front-end 

loader.  
7. Willing to assist the paving/mowing, sign and signal crews as needed. 
8. Willing to respond to callouts when deemed necessary by the Supervisor.   
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B. Equipment Maintenance 

 
1. Prior to operating equipment; perform safety and maintenance inspection of assigned 

equipment. 
2. While equipment is being operated, make adjustments to insure proper pressures for 

painting. 
3. Service parts of paint truck as required. 
4. Perform maintenance and servicing in connection with equipment operated.  

 
Knowledge, Skills, and Abilities 

      
1. Skills to communicate information to supervisors and co-workers. 
2. Skills to complete routine forms and records. 
3. Basic skills in the operation, maintenance and safe use of aerial buckets and lifts. 
4. Moderate skills in the operation, maintenance and safe use of trucks, tractors and heavy 

equipment. 
5. Knowledge of traffic regulations. 
6. Familiar with ALDOT standard drawings and how to apply these standards to real world 

applications. 
7. Familiar with The Manual of Uniform Traffic Control Devices and how to apply the  manual 

to real world applications. 
8. Knowledge of safety rules including accident causes and prevention. 
9. Ability to work independently without close supervision. 
10. Knowledge of county policies, procedures and rules. 
11. Knowledge of traffic signals and their basic operations and how to troubleshoot basic 

problems and repair them. 
     

Physical Characteristics 
 

1. See well enough to operate equipment and motor vehicles; corrective lens acceptable. 
2. Hear well enough to understand oral instructions, carry on conservation with public and 

workers; hearing aid acceptable. 
3. Speak well enough to meet and converse with the public, convey instructions to others, 

communicate by telephone and two-way radio. 
4. Body movement to place traffic markings and signs, operate equipment, operate motor 

vehicles, handle signs and hand tools. 
5. Strength to lift 50 lbs., use hand tools, repair flashing signals and operate motor vehicles. 
6. Must be able to stand all day. 
 

Other Characteristics 
 

1. Required to wear uniforms as directed by the County Engineer. 
2. Willing to work overtime and non-standard hours as required. 
3. Willing to travel for school and training. 
4. Assist in Disaster Recovery efforts as needed.  
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Minimum Qualifications 
 
1. Three (3) years’ experience in Traffic Control. 
2. Valid Commercial Driver’s License (CDL – Class B) and be insurable by the County’s 

insurance standards.  
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POSITION DESCRIPTION 
 
Title:    Traffic Control Technician III (Sign Option) 
 
Department:   Highway Department – Traffic Operations 
 
Job Analysis:   September 2017, September 2018, October 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 
Reports To: Traffic Operations Manager, Construction Manager, County 

Engineer 
 
Subordinate Staff: Crew assigned by Supervisor  
 
Other Internal Contacts: Members of work group, Engineering Personnel 
 
External Contacts: General Public, Vendors and Material Suppliers, Emergency 

Responders and Other Government Employees 
 
Status:    Classified/Non-Exempt (I) 
 

Job Summary 
 
Responsible for serving as crew leader to carry out the activities of the Traffic Control sign crew.  
Work involves the following: physical placement of traffic signs as required throughout the 
county while insuring all signage meets MUTCD Standards. Placement of detours as needed. 
Performing complex traffic control operations.  
 
Capturing data on all signage with County issued tablets to ensure GIS is updated. This requires 
general skills and knowledge to operate computers and software programs. 
Willing to assist other crews within the department as needed.     
 

Job Domain 
 
A. Operations 
 

1. Operate sign truck to install traffic control signs including post driver and puller. 
2. Operate sign truck with aerial bucket to trim limbs and precisely cut brush as needed. 
3. May operate other equipment as deemed necessary by Supervisor. 
4. May operate other equipment such as the asphalt spreader, roller, paint truck or tractor.  
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5. Perform routine manual labor on other crews as needed.  
6. Ensure that all signs are in proper placement by current MUTCD standards. 
7. Ensure that all traffic control operations meet current MUTCD standards.  
8. Willing to respond to callouts when deemed necessary by the Supervisor.  

 
B. Equipment Maintenance 
 

1. Prior to operating equipment; perform safety and maintenance inspection of assigned      
equipment. 

2.  Perform light maintenance and servicing in connection with equipment operated.  
      3.    Notify supervisor of mechanical or safety problems.  

4.  May assist mechanic or other repairmen with mechanical repairs.  
 

Knowledge, Skills, and Abilities 
 

1. Skills to communicate information to supervisors and co-workers. 
2. Skills to complete routine forms and records. 
3. Basic skills to operate computers and software programs.  
4. Basic skills in the operation, maintenance and safe use of aerial buckets and lifts. 
5. Moderate skills in the operation, maintenance and safe use of trucks, tractors and heavy 

equipment. 
6. Knowledge of traffic regulations. 
7. Knowledge of ALDOT standard drawings and how to apply these standards to real world 

applications. 
8. Knowledge of The Manual of Uniform Traffic Control Devices and how to apply the  manual 

to real world applications. 
9. Knowledge of safety rules including accident causes and prevention. 
10. Ability to work independently without close supervision. 
11. Knowledge of county policies, procedures and rules. 
     

Physical Characteristics 
 

1. See well enough to operate equipment and motor vehicles; corrective lens acceptable. 
2. Hear well enough to understand oral instructions, carry on conservation with public and 

workers; hearing aid acceptable. 
3. Speak well enough to meet and converse with the public, convey instructions to others, 

communicate by telephone and two-way radio. 
4. Body movement to place traffic markings and signs, operate equipment, operate motor 

vehicles, handle signs and hand tools. 
5. Strength to lift 50 pounds, use hand tools, repair flashing signals and operate motor vehicles. 
6. Must be able to stand all day.  
 

Other Characteristics 
 
1. Required to wear uniforms as directed by County Engineer. 
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2. Willing to work overtime and non-standard hours as needed. 
3. Willing to travel for school and training. 
4. Assist in Disaster Recovery efforts as needed. 
 

Minimum Qualifications 
 
1. Five (5) years’ experience in Traffic Control. 
2. Valid Commercial Driver’s License (CDL – Class B) and be insurable by the County’s 

insurance standards.  
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POSITION DESCRIPTION 
 
Title:    Traffic Control Technician III (Stripe Crew Option) 
 
Department:   Highway Department – Traffic Operations 
 
Job Analysis:   September 2017, September 2018, October 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
 responsibilities of this classification and are not to be interpreted as being all inclusive.  
 The employee may be assigned other duties that are not specifically included. 
 

Relationships 
 
Reports To: Designated Crew Chief, Traffic Operations Manager, Construction 

Manager, County Engineer 
 
Subordinate Staff:  None 
 
Internal Contacts:  Members of Work Group, Engineering Personnel 
 
External Contacts:  General Public, Vendors and Material Suppliers, Emergency 

  Responders and Other Government Employees 
 
Status:    Classified/Non-Exempt (H  I ) 
 

Job Summary 
 
Responsible for substituting as crew leader to carry out the activities of the Traffic Control paint 
crew when needed. Work involves physical placement of traffic striping, legends, and markings 
as required throughout the County per MUTCD standards.  Work also involves assisting with 
routine maintenance of traffic signals and devices throughout the County, performing complex 
traffic control operations and assisting the sign, paving/mowing and signal crews as needed. 
 

Job Domain 
 
A. Operations 
 

1. Operate paint truck to put traffic markings on county roads. 
2. Operate small portable paint machine to stripe parking lots. 
3. Operate epoxy gun to install pavement markers. 
4. Operate bucket truck with aerial lift to repair traffic control signal lights. 
5. Maintain traffic control devices and perform minor or basic repairs on traffic signals. 
6. May operate other equipment such as the asphalt spreader, roller, tractor and front-end 

loader.  
7. Willing to assist the paving/mowing, sign and signal crews as needed. 
8. Willing to respond to callouts when deemed necessary by the supervisor.   
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B. Equipment Maintenance 

 
1. Prior to operating equipment; perform safety and maintenance inspection of assigned 

equipment. 
2. While equipment is being operated make adjustments to insure proper pressures for 

painting. 
3. Service parts of paint truck as required. 
4. Perform maintenance and servicing in connection with equipment operated.  

 
Knowledge, Skills, and Abilities 

 
1. Skills to communicate information to supervisors and co-workers. 
2. Skills to complete routine forms and records. 
3. Basic skills in the operation, maintenance and safe use of aerial buckets and lifts. 
4. Skills to complete striping cost estimates that include labor, material and equipment.  
5. Moderate skills in the operation, maintenance and safe use of trucks, tractors and heavy 

equipment. 
6. Knowledge of traffic regulations. 
7. Knowledge of ALDOT standard drawings and how to apply these standards to real world 

applications. 
8. Knowledge of The Manual of Uniform Traffic Control Devices and how to apply the  manual 

to real world applications. 
9. Knowledge of safety rules including accident causes and prevention. 
10. Ability to work independently without close supervision. 
11. Knowledge of county policies, procedures and rules. 
12. Knowledge of traffic signals and their basic operations and how to troubleshoot basic 

problems and repair them. 
 

Physical Characteristics 
 

1. See well enough to operate equipment and motor vehicles; corrective lens acceptable. 
2. Hear well enough to understand oral instructions, carry on conservation with public and 

workers; hearing aid acceptable. 
3. Speak well enough to meet and converse with the public, convey instructions to others, 

communicate by telephone and two-way radio. 
4. Body movement to place traffic markings and signs, operate equipment, operate motor 

vehicles, handle signs and hand tools. 
5. Strength to lift 50 Ibs., use hand tools, repair flashing signals and operate motor vehicles. 
6. Must be able to stand all day. 
     

Other Characteristics 
 

1. Required to wear uniforms as directed by the County Engineer. 
2. Willing to work overtime and non-standard hours as required. 
3. Willing to travel for school and training. 
4. Assist in Disaster Recovery efforts as needed. 
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Minimum Qualifications 
 
1. Five (5) years’ experience in traffic control. 
2. Valid Commercial Driver’s License (CDL – Class B) and be insurable by the County’s 

insurance standards.  
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POSITION DESCRIPTION 
 
Title:    Traffic Control Technician IV (Signal Crew Option)  
 
Department:   Highway Department – Traffic Operations  
 
Job Analysis:   September 2017, September 2018, October 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
 responsibilities of this classification and are not to be interpreted as being all inclusive.  
 The employee may be assigned other duties that are not specifically included. 
 

Relationships 
 
Reports To: Traffic Operations Manager, Construction Manager, County 

Engineer. 
 
Subordinate Staff:  Crew assigned by Supervisor  
 
Internal Contacts:  Members of Work Group, Engineering Personnel 
 
External Contacts:  General Public, Vendors and Material Suppliers, Emergency 

  Responders and Other Government Employees 
 
Status:    Classified/Non-Exempt (I  J) 
 

Job Summary 
 
Serve as a working leader performing complex installation, programming, monitoring, 
preventative maintenance and repair of electronically controlled and coordinated traffic control 
systems. Also, may serve as crew leader to carry out the activities of the Traffic Control Stripe 
crew as needed. Work will also include assisting the Traffic Operations Manager with daily 
activities. Work includes, but is not limited to: reviewing daily activity sheets, inspecting 
finished work for compliance with specifications, keeping up with sign and paint inventory, 
planning and scheduling crews, assist with complex traffic control operations and assist all crews 
within the department when deemed necessary. Capturing data on all signals with County issued 
tablets to ensure GIS is updated. This requires general skills and knowledge to operate computers 
and software programs. 
   

Job Domain 
 
A. Operations 

 
1. Evaluate, diagnose, schedule, and complete repairs to defects and malfunctions of traffic 

signals. Work may include repairs to traffic signal cabinets, traffic signal controllers, 
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overhead signal equipment and conducting inspections/performing preventative 
maintenance.  

2. Respond to and perform repairs to after hour emergency situations relating to traffic 
signals or signs.  

3. Create and file daily reports, maintenance logs, signal timing charts and inventory records 
for future use.  

4. Coordinate and inspect work performed by external contractors involved in the 
construction and alteration of traffic signals. 

5. Order and stock an operational spare traffic signal inventory.   
6. Operate paint truck to put traffic markings on county roads. 
7. Operate small portable paint machine to stripe parking lots. 
8. Operate epoxy gun to install pavement markers. 
9. Operate bucket truck with aerial lift to repair traffic control signal lights. 
10. May operate other equipment such as the asphalt spreader, roller or tractors.  
11. Willing to assist the stripe, paving/mowing or sign crews as needed.  
12. Maintain traffic control devices and perform minor or basic repairs on traffic signals. 
13. Assist Traffic Operations Manager with various daily activities as needed.  

 
B. Equipment Maintenance 

 
1. Prior to operating equipment; perform safety and maintenance inspection of assigned 

equipment. 
2. While equipment is being operated make adjustments to insure proper pressures for 

painting. 
3. Service parts of paint truck as required. 
4. Perform maintenance and servicing in connection with equipment operated.  

 
Knowledge, Skills, and Abilities 

 
1. Knowledge of The Manual of Uniform Traffic Control Devices (MUTCD), National Electric 

Manufacture Association (NEMA) and IMSA- International Municipal Signal Association. 
Relating to common principles, practices, equipment, materials, and methods used in the 
installation, operation, repair and maintenance of traffic control devices and signage. 

2. Knowledge of circuit boards, processors, chips, electronic equipment, and computer 
hardware and software, including applications and programming. 

3. Use and care of hand powered tools and equipment.   
4. Skills to communicate information to supervisors and co-workers. 
5. Skills to complete routine forms and records. 
6. Basic skills in the operation, maintenance and safe use of aerial buckets and lifts. 
7. Moderate skills in the operation, maintenance and safe use of trucks, tractors and heavy 

equipment. 
8. Knowledge of traffic regulations. 
9. Knowledge of ALDOT standard drawings and how to apply these standards to real world 

applications. 
10. Knowledge of safety rules including accident causes and prevention. 
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11. Ability to work independently without close supervision. 
12. Ability to operate computers / GPS Devices 
13. Knowledge of county policies, procedures and rules. 
14. Knowledge of traffic signals and their basic operations and how to troubleshoot basic 

problems and repair them. 
 

Physical Characteristics 
 

1. See well enough to operate equipment and motor vehicles; corrective lens acceptable. 
2. Hear well enough to understand oral instructions, carry on conservation with public and 

workers; hearing aid acceptable. 
3. Speak well enough to meet and converse with the public, convey instructions to others, 

communicate by telephone and two-way radio. 
4. Body movement to place traffic markings and signs, operate equipment, operate motor 

vehicles, handle signs and hand tools. 
5. Strength to lift 50 Ibs., use hand tools, repair flashing signals and operate motor vehicles. 
6. Must be able to stand all day. 
     

Other Characteristics 
 

1. Required to wear uniforms as directed by the County Engineer. 
2. Willing to work overtime and non-standard hours as required. 
3. Willing to travel for school and training. 
4. Assist in Disaster Recovery efforts as needed. 
5. Traffic Signal Field Technician Level 1 required.   
 

Minimum Qualifications 
 
1. Five (5) years’ experience in traffic signals preferred.  
2. Valid Commercial Driver’s License (CDL – Class B) and be insurable by the County’s 

insurance standards.  
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POSITION DESCRIPTION 
 
Title:    Traffic Control Technician IV (Stripe Crew Option)  
 
Department:   Highway Department – Traffic Operations  
 
Job Analysis:   September 2017, September 2018, October 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
 responsibilities of this classification and are not to be interpreted as being all inclusive.  
 The employee may be assigned other duties that are not specifically included. 
 

Relationships 
 
Reports To: Traffic Operations Manager, Construction Manager, County 

Engineer 
 
Subordinate Staff:  Crew assigned by Supervisor  
 
Internal Contacts:  Members of Work Group, Engineering Personnel 
 
External Contacts:  General Public, Vendors and Material Suppliers, Emergency 

  Responders and Other Government Employees 
 
Status:    Classified/Non-Exempt (J) 
 

Job Summary 
 
Serve as crew leader to carry out the activities of the Traffic Control Stripe crew as needed. Work 
involves physical placement of traffic striping, legends, and markings as required throughout the 
County per MUTCD standards. Work also involves assisting with routine maintenance of traffic 
signals and devices throughout the County, performing complex traffic control operations and 
assisting the sign, paving/mowing and signal crews as needed.    
 

Job Domain 
 
A. Operations 
 

1. Operate paint truck to put traffic markings on county roads. 
2. Operate small portable paint machine to stripe parking lots. 
3. Operate epoxy gun to install pavement markers. 
4. Operate bucket truck with aerial lift to repair traffic signal lights if needed.  
5. Maintain traffic control devices and perform minor or basic repairs on traffic signals. 
6. May operate other equipment such as the asphalt spreader, roller, tractor and front-end 

loader.  
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7. Willing to assist the paving/mowing, sign and signal crews as needed. 
8. Willing to respond to callouts when deemed necessary by the Supervisor.   

 
B. Equipment Maintenance 

 
1. Prior to operating equipment; perform safety and maintenance inspection of assigned 

equipment. 
2. While equipment is being operated make adjustments to insure proper pressures for 

painting. 
3. Service parts of paint truck as required. 
4. Perform maintenance and servicing in connection with equipment operated.  

 
Knowledge, Skills, and Abilities 

 
1. Use and care of hand powered tools and equipment.   
2. Skills to communicate information to supervisors and co-workers. 
3. Skills to complete routine forms and records. 
4. Skills to complete striping cost estimates that include labor, material and equipment.  
5. Basic skills in the operation, maintenance and safe use of aerial buckets and lifts. 
6. Moderate skills in the operation, maintenance and safe use of trucks, tractors and heavy 

equipment. 
7. Knowledge of traffic regulations. 
8. Knowledge of ALDOT standard drawings and how to apply these standards to real world 

applications. 
9. Knowledge of safety rules including accident causes and prevention. 
10. Ability to work independently without close supervision. 
11. Knowledge of county policies, procedures and rules. 
12. Knowledge of The Manual of Uniform Traffic Control Devices and how to apply the manual 

to real world applications.  
 

Physical Characteristics 
 

1. See well enough to operate equipment and motor vehicles; corrective lens acceptable. 
2. Hear well enough to understand oral instructions, carry on conservation with public and 

workers; hearing aid acceptable. 
3. Speak well enough to meet and converse with the public, convey instructions to others, 

communicate by telephone and two-way radio. 
4. Body movement to place traffic markings and signs, operate equipment, operate motor 

vehicles, handle signs and hand tools. 
5. Strength to lift 50 Ibs., use hand tools, repair flashing signals and operate motor vehicles. 
6. Must be able to stand all day. 
     

Other Characteristics 
 

1. Required to wear uniforms as directed by the County Engineer. 
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2. Willing to work overtime and non-standard hours as required. 
3. Willing to travel for school and training. 
4. Assist in Disaster Recovery efforts as needed. 
 

Minimum Qualifications 
 
1. Five (5) years’ experience in traffic signals preferred, but not required.  
2. Valid Commercial Driver’s License (CDL – Class A) and be insurable by the County’s 

insurance standards.  
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5155
Grade K

TABB, MIKE

Building Maintenance
Bldg Maintenance Engineer III

5276
Grade K

WHEELER, BROOK R

Building Maintenance
Bldg Maintenance Engineer IV

5476
Grade L

DYESS, WAYNE

Commission Administration
County Administrator

727
Grade A/E

BULMAN, CHRISTOPHER L

Building Maintenance
Bldg Maintenance Supervisor

5367
Grade M
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WATSON, CHRISTEL 

Building Maintenance
Admin Support Specialist II

5435
Grade H

create

Building Maintenance
HVAC/Preventative Maint. Tech

5473
Grade L

create

Building Maintenance
Plumbing Technician

5474
Grade L



STEELE, WILLIAM M

Parks Dept
Horticulturist

1047
Grade EC-8

HARVILLE, BOBBY

Parks Dept
Landscape Technician

4041
Grade G

CLANTON, ANDREW

Parks Dept
Mechanic II

5445
Grade J

BROWN, JIMBO RAY

Parks Dept
Landscape Technician

1089
Grade G

BRADFORD, DAVID

Parks Dept
Landscape Technician

4042
Grade G

JONES, JAMES

Parks Dept
Landscape Technician

305
Grade G

WILLIAMSON, DAVID L

Parks Dept
Landscape Technician

5181
Grade G

BLACKMON, BERT

Parks Dept
PT Landscape Technician

PT44
Grade G

GRAY, MICHAEL

Parks Dept
Landscape Technician

5139
Grade G

GREEK, GEORGE

Parks Dept
Landscape Technician

5138
Grade G

CROOK, TEVARIOUS

Parks Dept
Landscape Technician

531
Grade G

KOEN, RONALD

Parks Dept
Landscape Technician

5182
Grade G

MCDANIELS, ANTHONY 

Parks Dept
Landscape Technician

1088
Grade G

MILTON, CLIFTON H

Parks Dept
Parks Supervisor

269
Grade EC-7

OVERSTREET, FORREST

Parks Dept
Landscape Technician

1003
Grade G

Parks Dept
Landscape Technician

4043
Grade G

IKNER, JESSE L

Parks Dept
Landscape Technician II

5377
Grade H

CURRY, MICHAEL

Parks Dept
Landscape Technician II

5378
Grade H

HOOVER, MELISSA

Parks Dept
Operations Supp. Spec II

5430
Grade H

PETERSON, PHILLIP

HWY Traffic Operations
Traffic Operations Manager

5174
Grade EC-08

ANDERSON, FELISHA

Archives and History
Archivist

1005
Grade EC-8

DYESS, WAYNE

Commission Administration
County Administrator

727
Grade A/E

Proposed Changes



DYESS, WAYNE

Commission Administration
County Administrator

727
Grade A/E

BROWN, MATTHEW

BRATS Administration
Director of Transportation

253
Grade EC-9

GIVENS, TIFFANY

BRATS Administration
Bookkeeper

5279
Grade G

WENZEL, STACIA

BRATS Operations
Dispatcher

1041
Grade G

MIDDLETON, CHANDRA

BRATS Administration
Asst Director Transportation

254
Grade EC-8

MIDDLETON, SARAH

BRATS Administration
Customer Service 
Representative I

540
Grade G

MITCHELL, ROBERT W

BRATS Operations
Mechanic II

586
Grade J

PETERSON, PHYLLIS

BRATS Administration
Customer Service 
Representative I

326
Grade G

STEWART, RONALD B

BRATS Operations
Brats Driver Supervisor

5183
Grade H

CASADAY, JAMES

BRATS Operations
Mechanic II

289
Grade J

WALLACE, MELINDA T

BRATS Administration
Bookkeeper

395
Grade G

WEEKS, KATHY L

BRATS Administration
Scheduling Manager

445
Grade H

WILLIAMS, LENZY D

BRATS Operations
Brats Driver Supervisor

343
Grade H

THWEATT, AMANDA

BRATS Administration
Customer Service 
Representative I

5226
Grade G

Proposed Changes



BROWN, MATTHEW

BRATS Administration
Director of Transportation

253
Grade EC-9

DUMAS, SHANNON

 
Bus Driver

439
Grade G

 
PT Bus Driver

PT14
Grade G

BRYARS, KELLIE 

 
Bus Driver

5190
Grade G

 
Bus Driver

401
Grade G

COOPER, KEM

 
Bus Driver

3063
Grade G

CROWE, M LISA

 
Bus Driver

573
Grade G

DAVIS, BONNIE

 
Bus Driver

537
Grade G

 
PT Bus Driver

PT01
Grade G

DISHMAN, JOE 

 
Bus Driver

145
Grade G

 
PT Bus Driver

PT06
Grade G

EARLS, NORMAN

 
PT Bus Driver

PT07
Grade G

FENDLEY, GINA

 
 

Bus Driver/Courier
314

Grade G

GRADY, JERRY

 
Bus Driver

539
Grade G

SMITH, TANYA

 
PT Bus Driver

PT03
Grade G

GRAHAM, PATSY

 
Bus Driver

5189
Grade G

CALLAWAY, JOY

 
Bus Driver

4001
Grade G

HUGGINS, STEPHEN 

 
Bus Driver

4002
Grade G

JASSO, AARON

 
Bus Driver

5184
Grade G

abolish

 
Bus Driver

4003
Grade G

KING, MELANDE

 
Bus Driver

591
Grade G

LAUREL, FELIX

 
Bus Driver

323
Grade G

LOGAN, JAMIE

 
Bus Driver

4058
Grade G

MAYO, RAYMOND 

 
Bus Driver

399
Grade G

MIDDLETON, CHANDRA

BRATS Administration
Asst Director Transportation

254
Grade EC-8

DAVIS, BRENDA

 
Bus Driver

5187
Grade G

O'GWYNN, NARVY 

 
Bus Driver

5186
Grade G

PADGETT, JAMES

 
Bus Driver

3064
Grade G

PEARSON, SUE H

  
Bus Driver

2080
Grade G

abolish

 
PT Bus Driver

PT02
Grade G

HOPKINS, KEM

 
Bus Driver

5191
Grade G

SMITH, DORIS

 
PT Bus Driver

PT11
Grade G

STEWART, RONALD B

BRATS Administration
Brats Driver Supervisor

5183
Grade H

abolish

 
PT Bus Driver

PT04
Grade G

THORNTON, JOHN

 
Bus Driver

5185
Grade G

FLEMING, LAUVERN

 
Bus Driver

513
Grade G

MCGHEE, MICHAEL

 
Bus Driver

589
Grade G

SPOTSWOOD, ELIZAB.

 
PT Bus Driver

PT05
Grade G

WALLEY, WILLIAM

 
PT Bus Driver

PT08
Grade G

WILLIAMS, LENZY D

BRATS Administration
Brats Driver Supervisor

343
Grade H

WILSON, LINDA 

 
Bus Driver

4000
Grade G

Proposed Changes
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POSITION DESCRIPTION 
 
Title:    Animal Shelter Manager 
 
Department:   Animal Control 
 
Job Analysis:   July 2017, June 2018, March 2019, October 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive. The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 
Reports To: County Administrator 
 
Subordinate Staff:  Office Manager, Animal Resource Officer, Animal Placement  
    Specialist, Senior Animal Control Officer, Senior Animal Control  
    Technician, Animal Control Officer, Animal Control Technician,  
    PT Office Assistant III, PT Animal Control Technician   
    
Other Internal Contacts: All County Employees 
 
External Contacts: Citizens, Elected Officials, Veterinarians, General Public  
 
Status:    Classified/Exempt (EC-07) 
 

Job Summary 
 
This position is responsible for supervisory and administrative work in directing the activities of 
the Animal Shelter.  
 

Job Domains 
 

1. Supervises the general operations of the Animal Shelter. 
2. Facilitates a team environment and assists all subordinate staff as needed. 
3. Coordinates with the Advisory Board, the County Administrator, and the Animal Resource 

Supervisor to develop and implement departmental policies and procedures. 
4. Liaises with the Advisory Board.  
5. Enforces the laws, ordinances, rules and regulations relating to the humane care, treatment 

and control of animals. 
6. Plans, organizes, schedules, and directs the training and work of subordinate staff with input 

from the staff as needed. 
7. Develops and submits annual the budget proposal. 
8. Manages expenditures, revenues, and compiles and submits monthly, quarterly and annual 

statistical reports.  
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9. Maintains control over the receipt and disbursement of all monies and fees, including 
deposits and the review of invoices. 

10. Oversees the collection and confinement of animals to assure compliance with laws, 
ordinances and regulations.  

11. Receives complaints and explains regulations regarding the impounding and treatment of 
animals and service provided to concerned citizens.  

12. Establishes and maintains professional relationships with other agencies and organizations as 
it relates to animal control.  

13. Prepares Commission agenda items as necessary. 
14. Maintains TNR (Trap-Neuter-Release) Program when such program has been approved by 

the Commission, activities to include monitoring invoices, tracking the cats and the cost of 
the program, and assigning staff and/or assisting as needed with trapping and transporting 
TNR animals to the veterinarian office(s). 

15. Monitors activities of and performs when necessary, duties related to the proper disposal of 
animals in accordance with regulations and prescribed methods. 

16. Remains on call for shelter related emergencies.  
17. Assists with investigations as needed in conjunction with the Sheriff’s Office and local 

Health Department. 
18. Testifies in court when required. 
19. Prepares and maintains records. 
20. Transports animals to the veterinarian as needed. 
21. Performs related work as required. 

Knowledge, Skills, and Abilities 
 

1. Expert knowledge related to team management and the supervision of staff. 
2. Good knowledge of Microsoft office applications, data processing principles, and computer 

functions. 
3. Good knowledge of shelter operations and general accounting principles. 
4. General knowledge of domestic animals and the care of those animals. 
5. General knowledge of domestic animal diseases. 
6. Ability to learn and update necessary County software applications and systems. 
7. Ability to maintain financial records, audit invoices, and prepare and administer budgets. 
8. Ability to exercise good judgment and discretion when dealing with sensitive subjects, such 

as euthanasia of animals. 
9. Ability to maintain professionalism in all aspects of work. 
10. Ability to interpret and enforce animal control laws, ordinances and regulations. 
11. Ability to plan, organize and direct the work of others. 
12. Ability to compile and present oral and written reports. 
13. Ability to establish and maintain effective working relationships with public officials, 

employees and the general public.  
14. Hear well enough to respond to verbal communication and to use the telephone. 
15. Body movement to bend, stoop and move about. 
16. Manual dexterity to write and type. 
17. Must be able to lift up to 50 pounds, with or without accommodation. 
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Other Characteristics 
 
1. Willingness to work overtime and non-standard hours as required. 
2. Be willing and available to attend training related to job. 
3. Injuries from animals pose a work hazard for employees in this class.  
 

Minimum Requirements 
 

1. Possess a valid driver’s license and be insurable by the County’s insurance standards. 
2. High school diploma or equivalent. 
3. Minimum of five (5) years’ experience dealing with a variety of animal situations, including 

three (3) years’ experience in a supervisory capacity; or a combination of education and 
experience equivalent to these requirements.  

4. Completion of Animal Control Academy within the first twelve (12) months of employment. 
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POSITION DESCRIPTION 
 
Title:    Animal Control Officer 
 
Department:   Animal Control 
 
Job Analysis:   November 2011, July 2017, June 2018, March 2019, Oct 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 
Reports To:   Senior Animal Control Officer, County Humane Officer, County  
    Administrator 
 
Subordinate Staff:  None  
 
Internal Contacts: County Employees 
 
External Contacts:  Citizens, Elected Officials, Veterinarians, General Public 
 
Status:    Classified/Non-Exempt (F)  
 

Job Summary 
 
This is entry level work enforcing animal control laws, ordinances, and regulations.  Employees 
in this class patrol a defined geographic area and respond to and investigate complaints and 
possible violations related to animal control.  Employees in this class may perform other duties 
related to the care and maintenance of the animal shelter facility and impounded animals as 
assigned.   

Job Domains 
 
1. Patrols a defined geographic area to ensure compliance with animal control laws, ordinances, 

and regulations; responds to and investigates animal complaints and possible violations of 
state law concerning stray dogs and cats without rabies tags and dogs running at large; 
prioritizes complaints received from the public. 

2. Issues warnings and/or citations for state animal control law violations. 
3. Captures, handles, and transports stray, sick, injured, diseased, vicious, feral, and 

domesticated animals and transports them to the animal shelter or veterinarian if needed. 
4. Communicates with the public concerning animals at the shelter, state laws, and information 

regarding responsible pet ownership. 
5. Keeps records of calls and complaints received and actions taken and ensures the data is 

entered into the shelter computer software. 
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6. When not performing patrols, cleans and disinfects cages, floors, and walls of kennels under 
the direction of the Animal Resource Supervisor or Senior Animal Control Technician as 
assigned. 

7. When not performing patrols, interacts with the public to provide adoption of available pets 
under the direction of the Animal Resource Supervisor or Senior Animal Control Technician 
as assigned. 

8. When not performing patrols, assists the Animal Placement Specialist as needed. 
9. Transports animals to the veterinarian in the mornings prior to performing animal control 

patrols and transports at other times during the day when not performing patrols. 
10. Performs related duties as assigned.  
11. Testifies in court when required. 
 

Knowledge, Skills, and Abilities 
 

1. Some knowledge of the laws, ordinances and regulations governing the custody and 
disposition of animals. 

2. Some knowledge of safety practices and procedures in dealing with animals. 
3. Some knowledge of the geography of the area assigned to patrol. 
4. Ability to learn and use software applications. 
5. Ability to read, interpret and explain animal control laws, ordinances and regulations. 
6. Ability to make clear, concise reports. 
7. Ability to operate a two-way radio. 
8. Ability to perform strenuous tasks such as lifting, carrying, crawling and running. 
9. Ability to work in varying weather conditions, to include heat and cold temperatures. 
10. Ability to understand and carry out oral and written instructions. 
11. Ability to safely operate a motor vehicle and travel to locations within the community. 
12. Ability to establish and maintain effective working relationships with public officials, 

employees and the general public.  
13. Manual dexterity to write and type. 

 
Other Characteristics 

 
1. Must have own transportation. 
2. Be willing and available to attend training related to job. 
3. Willingness to work overtime and non-standard hours as required. 
4. Injuries from animals pose a work hazard for employees in this class.  
  

Minimum Qualifications 
 

1. Possess a valid driver’s license and be insurable by the County’s insurance standards. 
2. Minimum of six (6) months of experience in the animal control field (or in the care and 

handling of domesticated animals).        
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POSITION DESCRIPTION 
 
Title:    Animal Control Technician 
 
Department:   Animal Control 
 
Job Analysis:   July 2017, June 2018, March 2019, Oct 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive. The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 
Reports To: Animal Resource Officer, County Humane Officer, County 

Administrator 
 
Subordinate Staff:  None 
 
Other Internal Contacts: All County Employees 
 
External Contacts: Citizens, Elected Officials, Veterinarians, General Public  
 
Status:    Classified/Non-Exempt (G)  
 

Job Summary 
 
This is entry level routine work focusing on the care and maintenance of the animal shelter 
facility and impounded animals.  

Job Domains 
 

1. Feeds, waters, exercises, and grooms impounded animals. 
2. Evaluates animal behaviors, health, etc. 
3. Cleans and disinfects cages, floors, and walls of kennels. 
4. Monitors animals for illness, disease, and/or injury and reports same to supervisor. 
5. Works under the supervision of the Senior Animal Control Technician when the Animal 

Resource Supervisor is not available. 
6. Enters data and information into a computerized system for animals processed into the 

shelter. 
7. Ensures animals are properly tagged and penned. 
8. Administer medications and vaccinations. 
9. Interacts with the public to provide adoption of available pets and to ensure the return of 

animals to the proper owners. 
10. Assists in offsite adoption and fundraising events when necessary. 
11. Uses appropriate tools to handle animals in a manner that protects the safety of the employee, 

animal, coworkers, and the public. 
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12. Transports animals to the veterinarian. 
13. Maintains Animal Shelter grounds as needed. 
14. Drives a department vehicle as needed. 
15. Prepares and maintains data as necessary. 
16. Works weekends on a rotational basis as assigned. 
17. Performs related work as required. 

Knowledge, Skills, and Abilities 
 

1. Some knowledge of the care and feeding of animals. 
2. Some knowledge of the laws, ordinances and regulations governing the custody and 

disposition of animals. 
3. Some knowledge of safety practices and procedures in dealing with animals. 
4. Some knowledge of computers and job-related software programs, or the ability to readily 

acquire such knowledge 
5. Ability to read, interpret and explain animal control laws, ordinances and regulations. 
6. Ability to make clear, concise reports. 
7. Ability to operate a two-way radio. 
8. Ability to work with animal odors and disinfectants. 
9. Ability to understand and carry out oral and written instructions. 
10. Ability to perform strenuous tasks such as lifting, carrying, crawling and running. 
11. Ability to work in varying weather conditions, to include heat and cold temperatures. 
12. Ability to understand and carry out oral and written instructions. 
13. Ability to safely operate a motor vehicle and travel to locations within the community. 
14. Ability to establish and maintain effective working relationships with public officials, 

employees and the general public.  
15. Manual dexterity to write and type. 
 

Other Characteristics 
 
1. Willingness to work overtime and non-standard hours as required. 
2. Be willing and available to attend training related to job. 
3. Injuries from animals pose a work hazard for employees in this class.  
 

Minimum Requirements 
 

1. Possess a valid driver’s license and be insurable by the County’s insurance standards. 
2. Minimum of two (2) years’ experience working with animals; or a combination of education 

and experience equivalent to these requirements. 
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POSITION DESCRIPTION 
 
Title:    Animal Placement Specialist 
 
Department:   Animal Control 
 
Job Analysis:   July 2017, June 2018, March 2019, Oct 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive. The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 
Reports To: County Humane Officer, County Administrator 
 
Subordinate Staff:  None 
 
Other Internal Contacts: All County Employees 
 
External Contacts: Citizens, Elected Officials, Veterinarians, General Public  
 
Status:    Classified/Non-Exempt (G)  
 

Job Summary 
 
This position is responsible for communications and work coordinating the outcomes of 
placement of animals at the animal shelter by means of adoption, transfer, and owner reclaims, 
using social media platforms and personal contact.   
 

Job Domains 
 

1. Conducts outreach to increase participation of placement partners and rescue groups and to 
enhance the live outcomes of the shelter. 

2. Maintains positive and open communication with existing and future partners. 
3. Notifies partners and coordinates flow of animals for rescue or adoption. 
4. Facilitates photography/video of animals for adoptions. 
5. Uploads, posts, edits, and updates information on the animal shelter Facebook page and other 

social media outlets. 
6. Develops creative descriptions of available animals for marking and networking purposes 

through print and social media. 
7. Coordinates adoption events at the facility and off site. 
8. Organizes outreach involvement and activities for volunteers. 
9. Works with staff to enhance owner reclaim rates and to increase awareness programs. 
10. Interacts with the public to provide adoption of available pets and to ensure the return of 

animals to the proper owners. 
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11. Maintains complete and accurate records. 
12. Enters data and information into computerized database to maintain animal and adoption 

records. 
13. Compiles a variety of statistical reports. 
14. Attends Advisory Board meetings as requested by the County Humane Officer. 
15. Answers inquiries from the general public, as needed. 
16. Performs related work as required. 

Knowledge, Skills, and Abilities 
 

1. Good knowledge of internet and social media platforms and methods to connect with 
potential partners. 

2. Good knowledge of animal shelter operations and adoptions, or the ability to readily acquire 
such knowledge. 

3. Good knowledge of written and verbal communication methods and principles; good 
knowledge of customer service principles and practices. 

4. Good knowledge of computers and job-related software programs. 
5. Some knowledge of safety practices and procedures in dealing with animals, or the ability to 

readily acquire such knowledge. 
6. Some knowledge of area animal advocacy groups, or the ability to readily acquire such 

knowledge. 
7. Ability to work in a fast-paced environment. 
8. Ability to operate a camera. 
9. Ability to understand and explain general policies of animal control and shelter operations, 

including euthanasia information. 
10. Ability to exercise good judgment and discretion when dealing with sensitive subjects, such 

as euthanasia of animals. 
11. Ability to maintain professionalism in all aspects of work. 
12. Ability to plan, organize and coordinate events. 
13. Ability to compile and present oral and written reports. 
14. Ability to safely operate a motor vehicle and travel to locations within the community. 
15. Ability to establish and maintain social media relationships. 
16. Ability to work independently and efficiently on multiple projects. 
17. Ability to communication, both orally and in writing. 
18. Ability to establish and maintain effective working relationships with public officials, 

employees and the general public.  
19. Hear well enough to respond to verbal communication and to use the telephone. 
20. Body movement to bend, stoop and move about. 
21. Manual dexterity to write and type. 
 

Other Characteristics 
 
1. Willingness to work overtime and non-standard hours as required. 
2. Be willing and available to attend training related to job. 
3. Injuries from animals pose a work hazard for employees in this class.  
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Minimum Requirements 
 

1. Possess a valid driver’s license and be insurable by the County’s insurance standards. 
2. High school diploma or equivalent. 
3. Minimum of (1) year experience with animals.  Minimum of three (3) years’ experience in 

customer service, public relations and clerical experience, including one (1) year experience 
in social media networking and communications; or a combination of education and 
experience equivalent to these requirements.        
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POSITION DESCRIPTION 
 
Title:    Animal Resource Supervisor 
 
Department:   Animal Control 
 
Job Analysis:   June 2018, March 2019, Oct 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive. The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 
Reports To: County Humane Officer, County Administrator 
 
Subordinate Staff: Sr. Animal Control Technician, Animal Control Technicians, PT 

Animal Control Technicians 
 
Internal Contacts:  All County Employees 
 
External Contacts: Citizens, Elected Officials, Veterinarians, General Public  
 
Status:    Classified/Non-Exempt (I) 
 

Job Summary 
 
This is supervisory level work that focuses on the care and maintenance of the animal shelter 
facility and impounded animals. Employees in this class supervise employees and perform 
functions related to that supervision and other duties as assigned.   

Job Domains 
 

1. Monitors the feeding, watering, exercising, and grooming of impounded animals by 
subordinate staff, and performs duties as needed.  

2. Evaluates animal behaviors, health, etc. 
3. Monitors animals for illness, disease, and/or injury. 
4. Monitors and enters data and information into a computerized system for animals processed 

into the shelter. 
5. Ensures animals are properly tagged and penned. 
6. Facilitates a team environment and assists all subordinate staff as needed. 
7. Maintains and monitors supplies and inventory related to food, medications, and 

vaccinations. 
8. Administers medications and vaccinations.  
9. Interacts with the public to provide adoption of available pets and to ensure the return of 

animals to the proper owners. 
10. Assists in offsite adoption and fundraising events when necessary. 
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11. Coordinates with the Advisory Board, the County Administrator, and the County Humane 
Officer to develop and implement departmental policies and procedures.  

12. Attends Advisory Board meetings and liaises with the Advisory Board. 
13. Plans, organizes, schedules, and directs the training and work (including transports for 

animals) of subordinate staff, as well as performing subordinate staff evaluations and 
managing staff timecards and leave requests. 

14. Compiles and submits data as requested by the County Humane Officer or County 
Administrator. 

15. Uses appropriate tools to handle animals in a manner that protects the safety of the employee, 
animal, coworkers, and the public. 

16. Trains and assists subordinate staff as needed.   
17. Transports animals to the veterinarian. 
18. Prepares and maintains data as necessary. 
19. Works weekends on an as needed basis. 
20. Performs related work as required. 

Knowledge, Skills, and Abilities 
 

1. Thorough knowledge of animals and experience in handling them, as well as the equipment 
used. 

2. Thorough knowledge of laws and ordinances governing the control of animals. 
3. Good knowledge of general police powers authorized by ordinances. 
4. Ability to maintain financial records and prepare and administer budgets. 
5. Ability to supervise and instruct subordinate personnel. 
6. Ability to develop work procedures and methods. 
7. Ability to read, interpret and explain animal control laws, ordinances and regulations. 
8. Ability to operate animal control vehicles. 
9. Ability to perform strenuous tasks such as lifting, carrying, crawling and running. 
10. Some knowledge of safety practices and procedures in dealing with animals. 
11. Ability to understand and explain general policies of animal control and shelter operations, 

including euthanasia information. 
12. Ability to exercise good judgment and discretion when dealing with sensitive subjects, such 

as euthanasia of animals. 
13. Ability to maintain professionalism in all aspects of work. 
14. Ability to compile and present oral and written reports. 
15. Ability to safely operate a motor vehicle and travel to locations within the community. 
16. Ability to communication, both orally and in writing. 
17. Ability to establish and maintain effective working relationships with public officials, 

employees and the general public.  
18. Hear well enough to respond to verbal communication and to use the telephone. 
19. Manual dexterity to write and type. 
 

Other Characteristics 
 
1. Willingness to work overtime and non-standard hours as required. 
2. Be willing and available to attend training related to job. 
3. Injuries from animals pose a work hazard for employees in this class.  
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Minimum Requirements 

 
1. Possess a valid driver’s license and be insurable by the County’s insurance standards. 
2. High school diploma or equivalent. 
3. Minimum of five (5) years’ experience dealing with a variety of animal situations, including 

a minimum of three (3) years’ experience in a supervisory capacity; or a combination of 
education and experience equivalent to these requirements. 
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POSITION DESCRIPTION 
 
Title:    Office Assistant III (Part-Time) 
 
Department:   Animal Control 
 
Job Analysis:   November 2017, March 2019, Oct 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive. The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 
Reports To: County Humane Officer, County Administrator 
 
Subordinate Staff:  None 
 
Internal Contacts:  All County Employees 
 
External Contacts: Citizens, Elected Officials, Veterinarians, General Public  
 
Status:    Classified/Non-Exempt (E) 
 

Job Summary 
 
This position consists of a myriad of clerical duties for the Baldwin County Animal Shelter 
including but not limited to answering the phones and interacting with the public, creating and 
maintaining spreadsheets, and utilizing County software systems.  The Office Assistant III must 
be able to speak and write professionally.  In addition, this position must be able to be in an 
environment with animals on a daily basis.   
 
Part-time positions work no more than 29 hours per week on average. Additionally, part-time 
positions do not qualify for Baldwin County Commission benefits, with the exception of paid 
time off (PTO) and retirement through the Retirement Systems of Alabama. 
 

Job Domains 
 

1. Assists the Office Manager with running the Animal Shelter office operations, under the 
direction of the Animal Resource Supervisor, and in the absence of the Office Manager, is 
able to effectively run the front office.   

2. Reviews productions records, compiles reports, gives technical assistance to employees as 
needed. 

3. Assists the Office Manager in the collection, accounting, and transmittal of shelter monies.  
4. Resolves citizen complaints. 
5. Maintains a clean and organized work space. 
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6. Performs office cleaning duties as directed by the Animal Resource Supervisor.   
7. Answers inquiries as needed from the general public. 
8. Conducts research. 
9. Compiles a variety of statistical reports. 
10. Assists the Office Manager with the work orders, requisitions and Commission agenda items. 
11. Performs a wide variety of administrative and clerical tasks. 
12. Assists Shelter staff as necessary with clerical tasks as well as showing animals for adoption 

or owner redemption. 
13. Performs related work as required. 

Knowledge, Skills, and Abilities 
 

1. Knowledge of basic high school mathematics. 
2. Knowledge of clerical functions involved in accounting, record keeping, filing and general 

clerical work. 
3. A good working knowledge English grammar, composition, and spelling.  
4. Ability to communicate professionally, both orally and in writing. 
5. Knowledge of departmental policies and procedures. 
6. Knowledge of the general care of animals and shelter operations. 
7. Ability to establish and maintain effective working relationships with public officials, 

employees and the general public.  
8. Hear well enough to respond to verbal communication and to use the telephone. 
9. Body movement to bend, stoop and move about. 
10. Manual dexterity to write and type. 
11. Ability to operate computers and basic software programs. 
 

Other Characteristics 
 
1. Willingness to work overtime and non-standard hours as required. 
2. Willingness to work with the public and be in direct contact with animals daily. 
3. Be willing and available to attend training related to job. 
4. Injuries from animals pose a work hazard for employees in this class.  
 

Minimum Requirements 
 

1. Possess a valid driver’s license and be insurable by the County’s insurance standards. 
2. High school diploma or equivalent required.  
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POSITION DESCRIPTION 
 
Title:    Office Manager  
 
Department:   Animal Control 
 
Job Analysis:   July 2017, June 2018, March 2019, Oct 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive. The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 
Reports To: County Humane Officer, County Administrator 
 
Subordinate Staff:  None  
 
Other Internal Contacts: All County Employees 
 
External Contacts: Citizens, Elected Officials, Veterinarians, General Public  
 
Status:    Classified/Non-Exempt (G)  
 

Job Summary 
 
This position consists of administrative work and accounting activities of the Animal Shelter.  
 

Job Domains 
 

1. Runs the Animal Shelter office operations under the direction of the County Humane Officer, 
and when the County Humane Officer is not available, takes direction from the Animal 
Resource Supervisor and/or the Senior Animal Control Technician.   

2. Reviews productions records, compiles reports, gives technical assistance to employees as 
needed. 

3. Manages the collection, accounting, and transmittal of shelter monies.  
4. Resolves citizen complaints. 
5. Works with the Animal Placement Specialist regarding adoptions, owner redemptions, and 

rescue placement. 
6. Answers inquiries as needed from the general public. 
7. Conducts research, and compiles a variety of statistical reports. 
8. Oversees the maintenance of facilities and equipment. 
9. Requisitions office supplies and equipment. 
10. Performs a wide variety of administrative and clerical tasks. 
11. Prepares Commission agenda items as necessary. 
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12. Prepares Advisory Board agenda and takes notes as needed at Advisory Board meetings. 
13. Assists in offsite adoption and fundraising events when necessary. 
14. Assists Shelter staff as necessary with clerical tasks as well as showing animals for adoption 

or owner redemption. 
15. Maintains a clean and organized work space. 
16. Performs office cleaning duties as directed.   
17. Performs related work as required. 

Knowledge, Skills, and Abilities 
 

1. Thorough knowledge of office management principles and practices. 
2. Thorough knowledge of clerical functions involved in accounting, record keeping, filing and 

general clerical work. 
3. A good working knowledge English grammar, composition, and spelling.  
4. A good working knowledge of data processing principles and computer functions. 
5. Ability to operate computers and basic software programs. 
6. Ability to complete research ad prepare complex and detailed reports.  
7. Ability to communicate, both orally and in writing. 
8. Ability to read, interpret and explain animal control laws, ordinances and regulations. 
9. Ability to understand and explain general policies of animal control and shelter operations, 

including euthanasia information. 
10. Ability to exercise good judgment and discretion when dealing with sensitive subjects, such 

as euthanasia of animals. 
11. Knowledge of departmental policies and procedures. 
12. Knowledge of the general care of animals and shelter operations. 
13. Ability to establish and maintain effective working relationships with public officials, 

employees and the general public.  
14. Hear well enough to respond to verbal communication and to use the telephone. 
15. Body movement to bend, stoop and move about. 
16. Manual dexterity to write and type. 
 

Other Characteristics 
 
1. Willingness to work overtime and non-standard hours as required. 
2. Willingness to work with the public and be in direct contact with animals daily. 
3. Be willing and available to attend training related to job. 
4. Injuries from animals pose a work hazard for employees in this class.  
 

Minimum Requirements 
 

1. Possess a valid driver’s license and be insurable by the County’s insurance standards. 
2. High school diploma or equivalent and a minimum of two (2) years’ increasingly responsible 

experience in office management and one (1) year experience in customer service; or a 
combination of education and experience equivalent to these requirements.  
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POSITION DESCRIPTION 
 
Title:    Senior Animal Control Officer 
 
Department:   Animal Control 
 
Job Analysis:   July 2017, June 2018, March 2019, Oct 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive. The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 
Reports To: County Humane Officer, County Administrator 
 
Subordinate Staff:  Animal Control Officers 
 
Other Internal Contacts: All County Employees 
 
External Contacts: Citizens, Elected Officials, Veterinarians, General Public  
 
Status:    Classified/Non-Exempt (G) 
 

Job Summary 
 
This is supervisory level work enforcing animal control laws, ordinances and regulations.   
 

Job Domains 
 

1. Employees in this class patrol a defined geographic area and respond to and investigate 
complaints and possible violations related to animal control and may supervise employees 
and perform functions related to that supervision.   

2. Patrols a defined geographic area to ensure compliance with animal control laws, ordinances, 
and regulations. 

3. Responds to and investigates animal complaints and possible violations of state law 
concerning stray dogs and cats without rabies tags and dogs running at large. 

4. Prioritizes complaints received from the public. 
5. Issues warnings and/or citations for state animal control law violations.  
6. Captures, handles, and transports stray, sick, injured, diseased, vicious, feral, and 

domesticated animals and transports them to the animal shelter or veterinarian if needed.  
7. Communicates with the public concerning animals at the shelter, state laws, and information 

regarding responsible pet ownership.  
8. Keeps records of calls and complaints received and actions taken and ensures the data is 

entered into the shelter computer software.  
9. Performs related duties as assigned.   
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10. Prepares and maintains data as necessary. 
11. Transports animals to the veterinarian as assigned by the County Humane Officer or Animal 

Resource Supervisor. 
12. If working as a supervisor, liaises with the County Humane Officer to plan, organize, 

schedule, and direct the training and work of the Animal Control Officers, as well as 
performs evaluations of the Animal Control Officers. 

13. Testifies in court when required. 

Knowledge, Skills, and Abilities 
 

1. Good knowledge of the laws, ordinances and regulations governing the capture, custody and 
disposition of animals. 

2. Good knowledge of safety practices and procedures in dealing with animals. 
3. Good knowledge of the area assigned to patrol. 
4. Ability to read, interpret and explain animal control laws, ordinances and regulations. 
5. Ability to operate animal control vehicles. 
6. Ability to act as lead worker. 
7. Ability to understand and carry out oral and written instructions. 
8. Ability to operate a two-way radio. 
9. Ability to perform strenuous tasks such as lifting, carrying, crawling and running. 
10. Some knowledge of safety practices and procedures in dealing with animals. 
11. Ability to understand and explain general policies of animal control and shelter operations, 

including euthanasia information. 
12. Ability to exercise good judgment and discretion when dealing with sensitive subjects, such 

as euthanasia of animals. 
13. Ability to maintain professionalism in all aspects of work. 
14. Ability to learn and use software applications. 
15. Ability to compile and present oral and written reports. 
16. Ability to safely operate a motor vehicle and travel to locations within the community. 
17. Ability to establish and maintain effective working relationships with public officials, 

employees and the general public.  
18. Hear well enough to respond to verbal communication and to use the telephone. 
19. Manual dexterity to write and type. 
 

Other Characteristics 
 
1. Willingness to work overtime and non-standard hours as required. 
2. Be willing and available to attend training related to job. 
3. Injuries from animals pose a work hazard for employees in this class.  
 

Minimum Requirements 
 

1. Possess a valid driver’s license and be insurable by the County’s insurance standards. 
2. High school diploma or equivalent with a minimum of three (3) years’ experience at the level 

of an Animal Control Officer; or a combination of education and experience equivalent to 
these requirements.        
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POSITION DESCRIPTION 
 
Title:    Senior Animal Control Technician 
 
Department:   Animal Control 
 
Job Analysis:   July 2017, June 2018, March 2019, Oct 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive. The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 
Reports To: Animal Resource Supervisor, County Humane Officer, County 

Administrator 
 
Subordinate Staff:  None 
 
Other Internal Contacts: All County Employees 
 
External Contacts: Citizens, Elected Officials, Veterinarians, General Public  
 
Status:    Classified/Non-Exempt (H) 
 

Job Summary 
 
This position focuses on the care and maintenance of the animal shelter facility and impounded 
animals. Employees in this class may supervise employees and perform functions related to that 
supervision and other duties as assigned.   

Job Domains 
 

1. Feeds, waters, exercises, and grooms impounded animals. 
2. Evaluates animal behaviors, health, etc. 
3. Monitors animals for illness, disease, and/or injury. 
4. Enters data and information into a computerized system for animals processed into the 

shelter. 
5. Ensures animals are properly tagged and penned. 
6. Assists the Animal Placement Specialist when needed. 
7. Assists the Animal Control Technicians when needed. 
8. Assists in maintaining and monitoring supplies and inventory related to food, medications, 

and vaccinations. 
9. Administers medications and vaccinations.  
10. Interacts with the public to provide adoption of available pets and to ensure the return of 

animals to the proper owners. 
11. Assists in offsite adoption and fundraising events when necessary. 
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12. Performs Animal Resource Supervisor duties in the absence of the Animal Resource 
Supervisor as needed.  

13. Uses appropriate tools to handle animals in a manner that protects the safety of the employee, 
animal, coworkers, and the public. 

14. Trains new employees as assigned by the Animal Resource Supervisor. 
15. Transports animals to the veterinarian. 
16. Prepares and maintains data as necessary. 
17. Works weekends on a rotational basis as assigned. 
18. Performs related work as required. 

Knowledge, Skills, and Abilities 
 

1. Thorough knowledge of animals and experience in handling them, as well as the equipment 
used. 

2. Thorough knowledge of safety practices and procedures in dealing with animals. 
3. Thorough knowledge of laws and ordinances governing the control of animals. 
4. Good knowledge of general police powers authorized by ordinances. 
5. Ability to maintain financial records and prepare and administer budgets. 
6. Ability to develop work procedures and methods. 
7. Ability to read, interpret and explain animal control laws, ordinances and regulations. 
8. Ability to perform strenuous tasks such as lifting, carrying, crawling and running. 
9. Ability to understand and explain general policies of animal control and shelter operations, 

including euthanasia information. 
10. Ability to exercise good judgment and discretion when dealing with sensitive subjects, such 

as euthanasia of animals. 
11. Ability to maintain professionalism in all aspects of work. 
12. Ability to compile and present oral and written reports. 
13. Ability to safely operate a motor vehicle and travel to locations within the community. 
14. Ability to communication, both orally and in writing. 
15. Ability to establish and maintain effective working relationships with public officials, 

employees and the general public.  
16. Hear well enough to respond to verbal communication and to use the telephone. 
17. Manual dexterity to write and type. 
 

Other Characteristics 
 
1. Willingness to work overtime and non-standard hours as required. 
2. Be willing and available to attend training related to job. 
3. Injuries from animals pose a work hazard for employees in this class.  
 

Minimum Requirements 
 

1. Possess a valid driver’s license and be insurable by the County’s insurance standards. 
2. High school diploma or equivalent. 
3. Minimum of three (3) years’ experience dealing with a variety of animal situations, or a 

combination of education and experience equivalent to these requirements. 
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POSITION DESCRIPTION 
 
Title: Archives Specialist 

 
Department: Department of Archives and History 

 
Job Analysis: July 2005, Feb 2011, Sept 2014, Jan 2015, Oct 2019 

 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive. The 
employee may be assigned other duties that are not specifically included. 

 
Relationships 

 
Reports to: Director of Archives/Special Historic Projects Coordinator 

 
Subordinate staff: None 

 
Internal Contacts: Director of Archives and History and other departmental 

staff External Contacts: General public, State government personnel 

Status: Classified/Non-Exempt (H) 
 

Job Summary 
 
The Archives Specialist for the Baldwin County Department of Archives and History serves to 
accomplish a myriad of clerical administrative duties for the Baldwin County Department of 
Archives and History and assists with archival projects as assigned by the Director of Archives 
and History. The Archives Specialist will, as a primary duty, perform the daily duties of records 
management including cataloging items, properly storing documents from various departments 
through county government and retrieving those same documents as needed by the Archives 
Department or any other department that maintains records within the Archives facility. In 
addition, the Archives Specialist must be able to retrieve shelved documents for patrons and 
ensure that they are re-shelved properly after use. The Archives Specialist must be able to assist 
patrons in their research of documents and artifacts maintained by the county archives. 
Furthermore, the Archives Specialist will assist in the training of interns/volunteers that are 
assigned county archival projects. 

 
Job Domains 

A. Facility 
 

1. Conduct operations of the primary workplace facility as requested by the Director of 
Archives and History. 

2. Conduct general day-to-day facility operations with kindness, professionalism tact 
and an emphasis on responsiveness. 
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3. Maintains office and cleaning supplies inventory and prepares requisitions for the 
same. (Spending authorization will always be applicable as approved by Director of 
Archives and History and on file in the Budget/Purchasing office). 

4. Reviews the primary facility for maintenance and cleanliness as directed. 
 
B. Clerical 

 
1. Processes archival materials as directed. 
2. Assists other county departments with their records management programs as needed. 
3. Assists with research requests as needed. 
4. Supports Director and Department with special assignments as directed. 
5. Takes notation and dictation as needed. 
6. Types and/or prepares correspondence and various documents as requested. 
7. Coordinates training course registrations and travel reservations as needed. 
8. Takes minutes and proofreads minutes as requested. 
9. Schedules meetings, coordinates newspaper advertisements as requested.  
10. Receives, reviews, and prepares a variety of forms, requests, records, files, and other 

documents associated with daily responsibilities of this position.  
11. Utilizes a computer, printer, etc. to enter, store, and retrieve data as needed in a variety of 

electronic mediums including the Archives’ electronic database.  
12. Maintains a comprehensive, current knowledge and awareness of applicable manuals, 

policies, and procedures.  
13. Ability to understand and implement archival principles including document filing and 

retrieval. Assists patrons in the use of finding aids and guides; responds to written inquiries 
and supplies suitable references and/or service.  

14. Supervises and trains interns/volunteers that are assigned to county archival projects.  
15. Processes and creates finding aides for archival collections which fall under the domain of 

the county archives.  
16. Compile and maintain archival management data and reports. 

 
C. Reception and Referral 

 
1. Greets visitors to the office, refers them to whom they need to see, and makes them 

comfortable if they must wait. 
2. Answers incoming calls to the office. 
3. Provides whatever information is available to general inquiries. 

 
D. Special Historic Projects 

 
1. Assists with the creation and execution of county-wide historical events from conception to 

clean up.  
2. Assists with the design of advertising materials; collaborate with several departments 

within the county as well as local and community groups. 
3. Assists with archival programming to include publicity and public outreach programs. 

 
 

Knowledge, Skills and Abilities 
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1. Knowledge of basic high school mathematics. 
2. Knowledge of basic bookkeeping procedures. 
3. A good working knowledge of English grammar, composition, and spelling. 
4. A good working knowledge of general office practices and procedures. 
5. Skills to communicate effectively with Public Officers, supervisor, co-workers, and general 

public. 
6. Skills to read and understand printed reports and requests. 
7. Knowledge of filing procedures. 
8. Knowledge of office machinery operations. 
9. Ability to establish and maintain effective working relationships with supervisors, co- 

workers, and the general public. 
10. Ability to operate computers and general software. 
11. Ability to operate equipment associated with the scanning and preservation of artifacts in an 

electronic format. 
12. Knowledge of archival processing. 
13. Knowledge of Records Management theory and practice. 
14. Knowledge of or ability to learn the proper processing of documents and/or artifacts to 

archival standards. 
15. Skills including an understanding of finding aides, electronic catalogs and databases and the 

ability to create and implement any of the above. 
16. Knowledge of or ability to learn and put into practice archival principles that are necessary to 

properly serve researchers at the facility and through telephone/email communication. 
17. Abilities associated with the training and supervision of interns with limited archival skills 

and volunteers with no archival skills. 
18. Ability to assist patrons with research requests in a professional and friendly manner. 

 
Other Characteristics 

 
1. Willing to work overtime when necessary. 
2. Ability to work under stress of recurring deadlines. 
3. Experience and ability to work closely with the public in order to fulfill needs of research 

adequately while maintaining a professional decorum associated with an archives 
environment. 

 
Minimum Requirements 

 
1. Training and/or experience in the operation of an archives or a library, preferably with a 

college degree in either or both areas. 
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POSITION DESCRIPTION 
 

Title:    Director, Department of Archives and History  
    Director of Archives/Special Historic Projects Coordinator 
 
Department:   Department of Archives and History 
 
Job Analysis: October 2004, February 2011, January 2014, May 2014, 

September 2014, January 2015; Oct 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 

Reports to:   County Administrator 
 
Subordinate staff:  Archives Specialist(s); Part-Time Gate Attendant; Landscape  
    Technician I, Landscape Technician II 
 
Internal contacts:  Employees, Elected Officials 
 
Status:    Classified/Exempt (EC-8) 
 

Job Summary 
 

The responsibilities of this position include, but are not limited to, organizing, planning and 
coordinating the creation, maintenance, storage, preservation, and disposition of activities of a 
wide variety of county records and materials which will ensure compliance with professional and 
legal standards.  Work functions will include administrating the archival program and work 
space, directing the county’s archival program, and determining the proper practice and 
procedures for the collection, classification, care, preservation, and disposition of materials from 
county departments, boards, commissions, and other governmental agencies which have 
historical, administrative, legal, research, cultural, genealogical, and other significant value. The 
responsibilities will also include serving as a liaison to the Baldwin County Historic 
Development Commission and accomplishing a myriad of historical and civic responsibilities as 
assigned. In addition, the responsibilities include the operation of the County’s Bicentennial 
Park, its continued expansion and the creation and execution of programs that feature the Park in 
the display of Baldwin County’s heritage. 
 

Job Domains 
 

A. Management 

1. Develop the Archival program and work space in order to create the archive program 
which will ensure compliance with professional and legal standards. 
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2. Conduct extensive research in order to identify needs for technology, staffing, storage 
area layout, equipment, etc. 

3. Determine the proper practice and procedures for the collection, classification, care, 
preservation, and disposition of materials from county departments, boards, commissions, 
and other governmental agencies which have historical, administrative, legal, research, 
cultural, genealogical, and other significant value. 

4. Develop and maintain policies and procedures for retention to ensure that appropriate 
materials are stored at optimum cost effectiveness and security and to ensure the 
preservation of county archival materials. 

5. Establish and maintain an inventory control/access and retrieval system for materials. 
6. Compile and maintain archival management data and reports. 
7. Plan and conduct training programs for staff on proper archival methods. 
8. Ensure compliance with all state and federal guidelines relating to archiving. 
9. Supervise and manage employees to include delegating work, evaluating performance, 

and resolving conflicts as needed to ensure the productivity of the  program. 
 

B. Records Management 
 

1. Utilize imaging equipment and software to electronically store documents. 
2. Sort, collate, index and shelf materials in the most advantageous manner. 
3. Prepare shelf lists and cross index files in order to access materials. 
4. Prepare and direct the preparation of document descriptions and reference aids such as 

accession lists, indexes, guides, abstracts, etc. 
5. Destroy or arrange for destruction eligible materials according to records laws and 

regulations. 
6. Maintain a computerized data base of information on materials retained and destroyed. 
7. Provide technical expertise and coordination related to the development and 

implementation of a legally-compliant record keeping system. 
8. Advise elected and administrative officials regarding the laws, regulations, and benefits 

of records management practices. 
9. Coordinate the transfer of records to the records center or archives. 
10. Coordinate records management activities with office staff to ensure effective and 

efficient creation and maintenance of records. 
 
C. Property Management/Historical and Cultural Consultation and Coordination 
 

1. Maintain and manage the Bicentennial Park property with the goal of establishing and 
maintaining an historic park that demonstrates the significance of Baldwin County’s 
heritage. 

2. Expand Bicentennial Park as needed to fit the needs of the established goal and to adhere 
to the wishes and desires of the Baldwin County Commission. 

3. Establish events at Bicentennial Park that emphasize the distinct culture of Baldwin 
County. 

D. Reception and Referral 
 

1. Verbal and writing skills to communicate effectively. 
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2. Provide information by telephone and personally to the general public. 
3. Establish and maintain effective working relationships with employees, public officials, 

and the general public as needed to answer questions and provide technical expertise in 
the maintenance and retrieval of documents and records. 

 
Knowledge, Skills, and Abilities 

(any item with an asterisk will be taught on the job.) 
 
1. Knowledge of the legal and administrative rules and regulations of records disposal and 

retention. 
2. General knowledge of the functions, organizations and history of the county. 
3. Knowledge of the techniques of records preservation, duplication, and restoration. 
4. Knowledge of the principles of records management and record retention schedules. 
5. Knowledge of various types of office equipment used to index and store documents such as 

microfilm, microfiche, and computer databases. 
6. Ability to plan and organize to include setting priorities, developing a strategy, following a 

plan, and accomplishing goals. 
7. Ability to judge the adequacy of departmental record keeping and storage facilities and to 

make recommendations for revision when necessary. 
8. Ability to communicate ideas in writing to include organizing thoughts in a logical manner 

with clarity and conciseness. 
9. Ability to develop, implement and analyze complex filing and records management systems 

to include manual and automated systems as needed to collect, store, and retrieve historical 
documents and records. 

10. Ability to read and understand complex written materials including state, federal and local 
laws, regulations, legal documents, professional publications, and finding aids. 

11. Ability to use math skills to calculate fees, maintain accounts, and manage a budget. 
12. Ability to write legibly to complete documents and forms. 
13. Ability to operate standard business equipment. 
 

Other Characteristics 
 

1. Willing to work nonstandard hours as necessary. 
2. Willing to travel to attend meeting and workshops as required.    
 

Minimum Requirements 
 

1. Bachelor’s degree from an accredited four (4) year college or university in history, political 
science, government, public administration or closely related field and two (2) graduate 
courses in archival administration.  

2. Master’s degree from an accredited four (4) year college or university in one of the areas 
listed above or library science including two (2) graduate courses in archival administration 
is preferred. 

3. Have a valid driver’s license. 
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POSITION DESCRIPTION 
 
Title:    Scheduler Customer Service Representative I 
 
Department:   Baldwin Regional Area Transit System (BRATS) 
 
Job Analysis:   04/25/01, 09/24/2008 Revised 06/09, 02/11, 09/13, 02/14, 10/19 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
 

 
Relationships 

 
Reports To: Scheduling Manager, Assistant Director of Transportation, 

Director of Transportation 
 
Subordinate Staff: None 
 
Internal Contacts: Baldwin County Commission, County Administrator, County 

Engineer, Co-workers 
 
External Contacts:  General Public, Business Community 
 
Status:    Classified/Non-Exempt (G) 
 

Job Summary 
 

Scheduler Customer Service Representative I’s are required to answer all incoming telephone 
calls and handle them professionally and appropriately.  They are required to correctly book all 
passenger trips by collecting all pertinent data from caller, entering information into computer, 
assigning trip to a route, and the route to a driver.  The information is used to generate trip 
manifests for each driver for the next day.  Scheduler Customer Service Representative I’s are 
responsible for collecting correct data, confirming that each driver knows their schedule for the 
next day, and receives their manifest.   Assists Drivers with questions in regards to diver 
manifest and other passenger information. Must be willing to perform other duties as deemed 
necessary by management.  
 

Job Domains  
A. Essential Functions 
  

1. Answer all incoming telephone calls and radio calls in a professional manner. 
2. Accurately record all incoming calls on Telephone Log. 
3. Book all trips for passengers. 
4. Communicate clearly and effectively with drivers and general public. 
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5. Assist Drivers with questions in regards to manifest and other passenger information. 
6. Accurately schedule and cancel trips. 
7. Generate driver manifests. 
8. Promptly forward accurate information to drivers. 

 
Knowledge, Skills and Abilities 

 
1. Skills to communicate effectively, courteously and professional with coworkers and general 

public. 
2. Telephone skills to handle multiple lines at one time. 
3. Ability to neatly and accurately maintain telephone logs. 
4. Ability to spell common words and names for computer data entry. 
5. Ability to multi- task effectively. 
6. Ability to communicate effectively and clearly with drivers on dispatch radio. 
7. Ability & patience to work with individuals with disabilities. 
8. Ability to read maps and accurately direct drivers to addresses. 
9. Math skills in order to assist drivers in computing fares. 
10. Ability to make decision with in the standards of BRATS policies and guidelines. 
11. Computer skills to work accurately and effectively in Excel, Microsoft Word and other 

current software programs. 
12. Able and willing to learn new computer programs when necessary. 

 
Other Characteristics 

 
1. Need to have transportation to work. 
2. Must dress in professional manner to meet the public. 
3. Must have positive attitude. 
4. Handle stressful situations calmly and professionally. 
5. Must be able to travel as deemed necessary. 
6. Willing to work non-standard hours as necessary. 
 

Physical Qualifications 
 

1. Must have 20/40 vision or better with corrected lenses. 
 

Minimum Qualifications 
 

1. Must have a valid driver’s license. 
2. Experience with operating computer software programs. 
3. Criminal background check authorization required. 
4. Pre-employment drug screening, random drug screening and post accident drug and alcohol 

screenings are required. 
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POSITION DESCRIPTION 
 

Title:    Director of Transportation 
 
Department:   Baldwin Regional Area Transit System (BRATS) 
 
Job Analysis:   11/87, Revised 7/95, 5/01, 05/06, 6/09, 02/11, 08/15, 10/19 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 

Reports To:   County Administrator 
 
Subordinate Staff: Assistant Director, Scheduling Manager, Driver Supervisors, 

Schedulers, Dispatcher, Mechanics, Bus Drivers, Bookkeeper, 
Office Assistants, County Courier Drivers 

 
Internal Contacts: Baldwin County Commission, Elected Officials, County 

Administrator, County Engineer, Employees of County, Eastern 
Shore Metropolitan Planning Organization (ESMPO), EMA 

 
External Contacts: General Public, Business Community, Alabama Department of 

Transportation, Federal Transit Authority, Department of Safety, 
Insurance Companies, State, Local and County Law Enforcement, 
Alabama Florida Transportation Planning Organization 
(AL/FLTPO), Chamber of Commerce’s, and Social Service 
Agencies 

 
Status:    Classified/Exempt (EC-9) 
 

Job Summary 
 

Prepares and maintains county and federal budgets yearly for Section 5311 Rural, 5307 Small 
Urban, 5307 Large Urban and other federal grants for funding.  Must understand state bid laws, 
federal register, and state and federal audit procedures.  Generates revenue by marketing and 
selling BRATS services to potential customers, local population, businesses, social service 
agencies, and organizations by conducting workshops, and giving presentations.  Serves on 
various boards and committees.  Attends meetings, conferences and workshops, relating to the 
job in order to promote public transportation and the Baldwin County Commission and to bring 
back new, innovative ideas.  Develops new routes, and supervises staff working hours, leave 
time and signs time cards.  Supervise all subordinate personnel for over fifty (50) employees 
including Assistant Director, Scheduling Manager, Driver Supervisors, Schedulers, Dispatcher, 
Mechanics, Full and Part Time Bus Drivers, Office Assistant, Temporary Staff, and volunteers.  
Supervises the operation of the cost center of County Transportation which includes the courier 
service and county owned transit related vehicles. Activated during emergencies for assisting in 
County evacuation with Emergency Management.  Works closely with both the ESMPO and 
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AL/FLTPO by serving on Technical Advisory Committees (TAC) and coordination of special 
transit projects with cities, county, state and federal governments. 
 

Job Domains 
 

A. Supervisor 
 

1. Oversees the overall operation of public transit.  
2. Oversees all department personnel ensuring staff follows county policies and procedures. 
3. Ensures staff handles public professionally and equally. 
4. Ensures subordinates prepare neat accurate and reports on time.   
5. Signs off on time cards of employees, scheduling work hours, lunch times, and leave 

times, travel, etc.   
6. Interviews new hires, temporary staff and volunteers. 

 
B. Management 
  

1. Plans budgets of various local, state and federal agencies. 
2. Plans and schedules bus routes. 
3. Oversees grants relating to transportation (i.e.--FTA Section 5311 Rural, 5307 Small 

Urban, 5307 Large Urban & Other Federal Grants). 
4. Oversees marketing program to promote the transportation program. 
5. Maintains up-to-date office policies and procedures. 
6. Promotes an active Transportation Steering Committee. 
7. Prepares cost analysis for consumers and prospective consumers. 
8. Prepares cost analysis to insure full cost recovery on contract services. 
9. Prepares cost analysis on all routes to ensure efficiency of routes. 
10. Supervises over fifty (50) employees. 

 
C. Public Relations/Service 
 

1. Plan and conduct public transit awareness events. 
2. Give presentations to churches, civic, clubs, social services both in and out of the county. 
3. Develop and write public service announcement newspaper, radio, and television in 

relation to the job. 
4. Attend workshops, conferences in relation to the job. 

 
Knowledge, Skills and Abilities 

(Any item with an asterisk will be taught on the job.) 
 
1. Skills to converse with agency personnel and the general public. 
2. Math skills to compute and understand basic arithmetic functions. 
3. Accounting skills for budget preparations and analysis. 
4. Skills to neatly and clearly complete various records and reports. 
5. Skills to understand reports, instructions and correspondence. 
6. Interpersonal skills to manage and coordinate various resources. 
7. Knowledge of various social service agencies and organizations. 
8. *Knowledge of Federal, County and department rules, regulations, policies, and procedures. 
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Other Characteristics 
 
1. Willing to work non-standard hours as necessary for festivals and special events. 
2. Willing to travel to meetings and seminars as necessary. 
3. Must have own automobile. 
4. Activated during emergencies for assisting in County evacuation. 
5. Other duties as deemed necessary. 
 

Minimum Requirements 
 

1. Bachelor’s degree in business or marketing, or six (6) years’ experience working with 
public transit. 

2. Must have a current driver’s license. 
3. Two (2) years’ experience in accounting. 
4. Experience or appropriate training in social services. 
5. Experience in public speaking, supervision and scheduling. 
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POSITION DESCRIPTION 
 

Title:    Auto Mechanic II 
 
Department:   Baldwin Regional Area Transit System (BRATS) 
 
Job Analysis:   7/95, Reviewed 4/01, 06/09, 02/11, 02/14, 10/19 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 

Reports To: Scheduling Manager, Assistant Director of Transportation, 
Director of Transportation 

 
Subordinate Staff: None 
 
Internal Contacts: Baldwin County Commission, County Administrator, County 

Engineer, Co-workers 
 
External Contacts:  General Public, Business Community 
 
Status:    Classified/Non-Exempt (J) 
 

Job Summary 
 

Mechanical repair and maintenance of gasoline and diesel-powered vehicles in the BRATS fleet, 
using standard practices and equipment of the automotive trade. On-call for emergencies as 
needed.  Must be willing to perform other duties as deemed necessary by management.   
 

Job Domains 
 
A. Automotive Repair and Maintenance 
 

1. Complete the Preventive Maintenance Checklist in a timely manner. 
2. Tune engines including testing/cleaning/replacement of spark plugs, adjusting timing, 

valves, carburetor needle, and replacement of coil, condenser, and breaker points. 
3. Remove and disassemble major units such as engine, transmission, differential, inspects 

parts for wear and reassembles.  
4. Use the diagnostic equipment for finding computer problems. 
5. Repair and/or replace parts such as pistons, rods, gears, and bearings. 
6. Overhaul and replace carburetors, generators, radiators, alternators, starters, distributors 

and pumps. 
7. Rewire ignition system, lights and instrument panel. 
8. Install radios and Mobile Data Systems. 
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9. Turn drums, realigns and adjusts brakes, aligns front end, repairs or replaces shock 
absorbers. 

10. Replace and adjust headlights, and install or repair accessories such as radios, heaters, 
mirrors, and windshield wipers.   

11. Perform inspections on vehicles for safety issues on tires, engines, etc. including post 
accident and new vehicle inspections. 

 
B. Miscellaneous 
  

1. Weld to repair broken or cracked frames, bars, plates, and other metal objects. 
2. Replace batteries, hydraulic fluid, oil, antifreeze/coolant, etc. 
3. Repair or replace tires. 
4. Perform related mechanic duties as required. 
5. Perform various duties including operations of transportation buses. 
6. Test repaired equipment to ensure operating efficiency. 
7. Perform additional repairs as needed. 
8. Maintain accurate records on all vehicles maintenance. 
9. Maintain accurate vehicle information list including radio and mobile data computer 

information. 
 

Knowledge, Skills and Abilities 
 (Any item with an asterisk will be taught on the job.) 

 
1. Verbal skills to communicate information to supervisors and coworkers. 
2. Writing skills to clearly and precisely complete routine forms and order parts. 
3. Reading skills to understand equipment and maintenance manuals, parts list, instructions, etc. 
4. Math skills to understand precision gauges to measure and fit parts. 
5. Listening skills to receive information about equipment problems. 
6. Skills in the use of hand and machine tools and equipment used in automotive repair. 
7. Skills in the use of major items of electronic and mechanical shop equipment and machinery. 
8. Skills in operating various types of equipment. 
9. Skills in analyzing and diagnosing problems in automotive and heavy construction 

equipment. 
10. Knowledge of safety rules, including accident causation and prevention. 
11. Ability to work independently without close supervision. 
12. *Knowledge of federal and state requirement of vehicle maintenance for a transit fleet.  
 

Other Characteristics 

1. Willing to work non-standard hours as necessary. 
2. Willing to provide personal hand tools. 
3. Must be able to travel as deemed necessary for maintenance training or parts.  

 
Minimum Requirements 

 
1. Have a valid driver’s license with CDL with Passenger Endorsement. 
2. Experience in automotive and heavy equipment repairs and maintenance. 
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POSITION DESCRIPTION 
 

Title:    Building Maintenance Engineer II 
 
Department:   Building Maintenance 
 
Job Analysis:   Feb 2001, Sept 2011, Sept 2014, Sept 2017, Oct 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 

Reports To: Building Maintenance Supervisor (or Facilities Maintenance 
Coordinator) 

 
Subordinate Staff:  None 
 
Internal Contacts:  All County Departments 
 
External Contacts:  Contractors, Building Material Suppliers 
 
Status:    Classified/Non-Exempt (J) 
 

Job Summary 
 

Under the direction of Building Maintenance Supervisor; makes repairs on plumbing, heating, 
cooling and electrical systems.  Performs carpentry work when requested.  Performs emergency 
mechanical repairs as needed.  Orders supplies required by building maintenance.  Inspects 
environmental systems.  
 

Job Domains 
 

A. Equipment Maintenance 
 

1. Make repairs on the plumbing systems in all county buildings. 
2. Make repairs to the electrical systems in all county buildings. 
3. Maintain air condition systems, water coolers, refrigerators, and freezers in all county 

buildings. 
4. Maintain heating systems and water heaters in county buildings. 
5. Perform carpentry work for various projects as necessary. 
6. Perform welding repairs on equipment as necessary. 
7. Inspect plumbing, heating, cooling and electrical systems. 
8. Perform other maintenance as required. 

 



Approved 09/19/2017 BC Commission Meeting For Approval 10/01/2019 
 
 

B. Operations Management 
 

1. Report to supervisor on progress of repair tasks. 
  

Knowledge, Skills, and Abilities 
 

1. Skills to communicate with supervisor, subcontractors, and co-workers. 
2. Math skills to take accurate measurements and perform multiplication and division. 
3. Skills to complete order forms and progress reports accurately. 
4. Skills to understand mechanical reports, blueprints, and wiring diagrams. 
5. Knowledge of plumbing, heating, air conditioning and electrical systems. 
6. Knowledge of materials and quantities necessary for maintaining county buildings. 
7. Ability to inspect, diagnose problems, and complete repairs in a timely and effective manner. 
8. Knowledge of basic carpentry. 
 

Other Characteristics 
 

1. Willingness to provide own hand tools. 
2. Willingness to work non-standard hours. 
 

Minimum Requirements 
 

1. Possess a valid driver’s license. 
2. Minimum of three (3) years experience in building maintenance field. 
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POSITION DESCRIPTION 
 

Title:    Building Maintenance Engineer III 
 
Department:   Building Maintenance 
 
Job Analysis:   February 2001, September 2011, September 2014, Oct 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included 
 

Relationships 
 

Reports To:   Building Maintenance Supervisor (or Facilities Maintenance 
Coordinator) 
 
Subordinate Staff:  None 
 
Internal Contacts:  All County Departments 
 
External Contacts:  Contractors, Building Material Suppliers, General Public 
 
Status:    Classified/Non-Exempt (K) 
 

Job Summary 
 

Under the direction of the Building Maintenance Supervisor, maintain and repair on plumbing, 
heating, cooling, electrical systems and carpentry work as required.  Performs emergency 
mechanical repairs as needed.  Orders supplies required for building maintenance.  Schedules 
repairs to be done within budget constraints.  Inspects environmental systems.   
 

Job Domains 
 

A. Equipment Maintenance 
 

1. Responsible for repairs on the plumbing systems in all county buildings. 
2. Repairs to the electrical systems in all county buildings. 
3. Maintain air condition systems, water coolers, refrigerators, and freezers in all county 

buildings. 
4. Maintain heating systems and water heaters in county buildings. 
5. Supervise and perform carpentry work for various projects as necessary. 
6. Perform welding repairs on equipment as necessary. 
7. Inspect plumbing, heating, cooling and electrical systems. 
8. Perform other maintenance as required. 
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B. Operations Management 
 

1. Inspect work done by subcontractors as necessary. 
2. Coordinate the work done by subcontractors and staff. 
3. Order supplies required for building maintenance. 
4. Schedule repairs to be completed on a daily basis within budget constraints. 
5. Report to supervisor on progress of repair tasks. 

  
Knowledge, Skills, and Abilities 

 (Any item with an asterisk will be taught on the job.) 
 

1. Skills to communicate with supervisor, subcontractors, and co-workers. 
2. Math skills to take accurate measurements and perform multiplication and division. 
3. Skills to complete order forms and progress reports accurately. 
4. Skills to understand mechanical reports, blueprints, and wiring diagrams. 
5. Knowledge of plumbing, heating, air conditioning and electrical systems. 
6. Knowledge of materials and quantities necessary for maintaining county buildings. 
7. Knowledge of maintenance materials. 
8. Ability to inspect, diagnose problems, and complete repairs in a timely and effective manner. 
9. Knowledge of basic carpentry. 

 
Other Characteristics 

 
1. Willingness to provide own hand tools. 
2. Willingness to work non-standard hours. 
 

Minimum Requirements 
 

1. Possess a valid driver’s license. 
2. Minimum of six (6) years experience in building maintenance field. 
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POSITION DESCRIPTION 
 

Title:    Building Maintenance Engineer IV 
 
Department:   Building Maintenance 
 
Job Analysis:   February 2001, September 2011, September 2014, Oct 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included 
 

Relationships 
 

Reports To:   Building Maintenance Supervisor (or Facilities Maintenance 
Coordinator) 
 
Subordinate Staff:  None 
 
Internal Contacts:  All County Departments 
 
External Contacts:  Contractors, Building Material Suppliers, General Public 
 
Status:    Classified/Non-Exempt (L) 
 

Job Summary 
 

Under the direction of the Building Maintenance Supervisor, supervises and directs repairs on 
plumbing, heating, cooling and electrical systems.  Supervises carpentry work as required.  
Inspects work done by subcontractors.  Performs emergency mechanical repairs as needed.  
Orders supplies required for building maintenance.  Schedules repairs to be done within budget 
constraints.  Inspects environmental systems.  Supervises, directs and inspects all repairs and 
installations as directed. 
 

Job Domains 
 

A. Equipment Maintenance 
 

1. Responsible for repairs on the plumbing systems in all county buildings. 
2. Repairs to the electrical systems in all county buildings. 
3. Maintain air condition systems, water coolers, refrigerators, and freezers in all county 

buildings. 
4. Maintain heating systems and water heaters in county buildings. 
5. Supervise and perform carpentry work for various projects as necessary. 
6. Perform welding repairs on equipment as necessary. 
7. Inspect plumbing, heating, cooling and electrical systems. 
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8. Perform other maintenance as required. 
 
B. Operations Management 
 

1. Inspect work done by subcontractors as necessary. 
2. Coordinate the work done by subcontractors and staff. 
3. Order supplies required for building maintenance. 
4. Schedule repairs to be completed on a daily basis within budget constraints. 
5. Report to supervisor on progress of repair tasks. 

  
Knowledge, Skills, and Abilities 

 (Any item with an asterisk will be taught on the job.) 
 

1. Skills to communicate with supervisor, subcontractors, and co-workers. 
2. Math skills to take accurate measurements and perform multiplication and division. 
3. Skills to complete order forms and progress reports accurately. 
4. Skills to understand mechanical reports, blueprints, and wiring diagrams. 
5. Knowledge of plumbing, heating, air conditioning and electrical systems. 
6. Knowledge of materials and quantities necessary for maintaining county buildings. 
7. Knowledge of maintenance materials. 
8. Ability to inspect, diagnose problems, and complete repairs in a timely and effective manner. 
9. Knowledge of basic carpentry. 

 
Other Characteristics 

 
1. Willingness to provide own hand tools. 
2. Willingness to work non-standard hours. 
 

Minimum Requirements 
 

1. Possess a valid driver’s license. 
2. Minimum of six (6) years experience in building maintenance field. 
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POSITION DESCRIPTION  

Title:  Building Maintenance Supervisor  

Department:  Building Maintenance  

Job Analysis: February 2001, May 2006, August 2011, September 2014, Oct 2019  

Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included 

 
Relationships 

Reports To:  Facilities Maintenance Coordinator  

Subordinate Staff:  Maintenance Engineer II, III, IV, HVAC Preventative Maintenance, 
Plumbing Technician    

Internal Contacts:  County Employees, Elected Officials  

External Contacts:  Architects, Contractors, Building Material Suppliers, Insurance 
Representatives, Alabama Department of Environmental 
Management, General Public  

Status:  Classified/Non-Exempt (M) 

Job Summary  

Supervise and direct installation and repairs on plumbing, heating, cooling and electrical systems. 
Supervise construction work as required. Inspect work done by contractors and subcontractors. 
Perform emergency mechanical repairs as needed. Order supplies as needed. Schedule repairs and 
construction to be done within budget constraints. Inspect environmental systems. Supervise, 
direct and inspect all repairs and installations as directed. Review work orders, set priorities, 
assign work to subordinate staff and report to Director.  

*In the temporary absence of, or as directed by, the Facilities Maintenance Coordinator, the 
Building Maintenance Supervisor shall supervise all custodial staff (Custodians). 

Job Domains  
A. Equipment Maintenance  

1. Responsible for installation and repairs on plumbing, electrical, HVAC, and refrigeration.  
2. Supervise construction work for various projects as necessary.  
3. Perform or supervise welding repairs on equipment as necessary.  
4. Inspect plumbing, heating, cooling, and electrical systems.  
5. Inspect fire protection equipment as necessary. 
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B. Management  

1. Coordinate the work done by subcontractors and staff.  
2. Order supplies required for building maintenance.  
3. Schedule repairs to be completed on a daily basis within budget constraints.  

 
C. Supervision  

1. Plan, direct and supervise maintenance staff.  
2. Provide technical assistance to contractors and purchasing as directed.  

 
Knowledge, Skills, and Abilities 

(Any item with an asterisk will be taught on the job.)  

1. Skills to communicate with supervisor, subcontractors, and co-workers.  
2. Math skills to take accurate measurements and perform multiplication and division.  
3. Skills to complete order forms and progress reports accurately.  
4. Skills to understand mechanical reports, blueprints, and wiring diagrams.  
5. Knowledge of plumbing, heating, air conditioning and electrical systems.  
6. Knowledge of materials and quantities necessary for maintaining county buildings.  
7. Ability to inspect, diagnose problems, and complete repairs in a timely and effective manner.  
8. Knowledge of basic carpentry.  
 

Other Characteristics  

1. Willingness to provide own hand tools.  
2. Willingness to work non-standard hours.  
 

Minimum Requirements 
 

1. Possess a valid driver's license.  
2. Minimum of six (6) years’ experience in building maintenance field.  
3. Must possess a HVAC Certification.  
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POSITION DESCRIPTION 
 

Title:    HVAC Preventive Maintenance Technician 
 
Department:   Building Maintenance 
 
Job Analysis:   October 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included 
 

Relationships 
 

Reports To: Building Maintenance Supervisor (or Facilities Maintenance 
Coordinator) 

 
Subordinate Staff:  None 
 
Internal Contacts:  All County Departments 
 
External Contacts:  Contractors, Building Material Suppliers, General Public 
 
Status:    Classified/Non-Exempt (L) 
 

Job Summary 
 

Under the direction of the Building Maintenance Supervisor, operate, maintain and repair all 
equipment used for heating, ventilation and air conditioning of county building equipment.  
Supervises HVAC work as required.  Inspects work done by subcontractors.  Performs 
emergency HVAC repairs, as needed.  Orders supplies required for building maintenance.  
Schedules repairs to be done within budget constraints.  Inspects environmental systems.  
Supervises, directs and inspects all repairs and installations as directed. 
 

Job Domains 
 

A. Equipment Maintenance 
 

1. Responsible for repairs on the heating, cooling, and refrigeration systems in all county 
buildings. 

2. Maintain and repair all HVAC equipment and components to manufactures 
recommendation, i.e. valves, motors, belts, bearings, filter, and lubrications etc.  

3. Maintain heating systems and water heaters in county buildings. 
4. Perform emergency repairs to air condition systems, water coolers, refrigerators, and 

freezers, as necessary. 
5. Inspect plumbing, heating, cooling and electrical systems. 
6. Perform other building maintenance as required. 
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B. Operations Management 
 

1. Inspect work done by subcontractors as necessary. 
2. Coordinate the work done by subcontractors and staff. 
3. Order supplies required for building maintenance. 
4. Schedule repairs to be completed on a daily basis within budget constraints. 
5. Report to supervisor on progress of repair tasks. 

  
Knowledge, Skills, and Abilities 

 (Any item with an asterisk will be taught on the job.) 
 

1. Skills to communicate with supervisor, subcontractors, and co-workers. 
2. Math skills to take accurate measurements and perform multiplication and division. 
3. Skills to complete order forms and progress reports accurately. 
4. Skills to understand mechanical reports, blueprints, and wiring diagrams. 
5. Knowledge of plumbing, heating, air conditioning and electrical systems. 
6. Knowledge of materials and quantities necessary for maintaining county buildings. 
7. Knowledge of maintenance materials. 
8. Ability to inspect, diagnose problems, and complete repairs in a timely and effective manner. 
9. Knowledge of basic carpentry. 

 
Other Characteristics 

 
1. Willingness to provide own hand tools. 
2. Willingness to work non-standard hours. 
 

Minimum Requirements 
 

1. Possess a valid driver’s license. 
2. Minimum of six (6) years experience in building maintenance field. 
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POSITION DESCRIPTION 
 

Title:    Plumbing Technician 
 
Department:   Building Maintenance 
 
Job Analysis:   October 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included 
 

Relationships 
 

Reports To: Building Maintenance Supervisor (or Facilities Maintenance 
Coordinator) 

 
Subordinate Staff:  None 
 
Internal Contacts:  All County Departments 
 
External Contacts:  Contractors, Building Material Suppliers, General Public 
 
Status:    Classified/Non-Exempt (L) 
 

Job Summary 
 

Under the direction of the Building Maintenance Supervisor, maintain, repair and/or replace 
damaged dish washer, broken pipes, clogged drains, sinks, toilets, tubs, and any pipe work as 
needed.  Inspects work done by subcontractors.  Performs emergency plumbing repairs, as 
needed.  Orders supplies required for building maintenance.  Schedules repairs to be done within 
budget constraints.  Inspects environmental systems.  Supervises, directs and inspects all repairs 
and installations as directed. 
 

Job Domains 
 

A. Equipment Maintenance 
 

1. Responsible for repairs and installation on the plumbing systems such as sinks, toilets, 
tubs, and also install supports and hangers for plumbing fixtures and pipes in all county 
buildings. 

2. Maintain plumbing systems in all county buildings. 
3. Perform emergency repairs to plumbing systems, as necessary. 
4. Inspect plumbing systems. 
5. Perform other building maintenance as required. 
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B. Operations Management 
 

1. Inspect work done by subcontractors as necessary. 
2. Coordinate the work done by subcontractors and staff. 
3. Order supplies required for building maintenance. 
4. Schedule repairs to be completed on a daily basis within budget constraints. 
5. Report to supervisor on progress of repair tasks. 

  
Knowledge, Skills, and Abilities 

 (Any item with an asterisk will be taught on the job.) 
 

1. Skills to communicate with supervisor, subcontractors, and co-workers. 
2. Math skills to take accurate measurements and perform multiplication and division. 
3. Skills to complete order forms and progress reports accurately. 
4. Skills to understand mechanical reports, blueprints, and wiring diagrams. 
5. Knowledge of all plumbing and piping systems. 
6. Knowledge of materials and quantities necessary for maintaining county buildings. 
7. Knowledge of maintenance materials. 
8. Ability to inspect, diagnose problems, and complete repairs in a timely and effective manner. 
9. Knowledge of basic carpentry. 

 
Other Characteristics 

 
1. Willingness to provide own hand tools. 
2. Willingness to work non-standard hours. 
 

Minimum Requirements 
 

1. Possess a valid driver’s license. 
2. Minimum of six (6) years experience in building maintenance field. 
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POSITION DESCRIPTION 
 

Title:    Administration/Records Manager  Administrative Services 
Manager 
 
Department:   Commission Administration 
 
Job Analysis:   01/97, 01/01, 11/11, 09/14, 02/17, 09/17, 06/18, 10/19 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 

Reports To:   County Administrator 
 
Subordinate Staff: Assistant Administrative Services Manager, Administrative 

Support Specialist II, Administrative Support Specialist IV, 
Commission Executive Assistant, Custodian (Commission 
Administration/ Bay Minette Custodial, Central Annex I,  
Fairhope Courthouse, Foley Courthouse)  

 
Internal Contacts:  County Commissioners and Other Departmental Personnel 
 
External Contacts:  General Public, various Government Officials, Vendors 
 
Status:    Classified/Exempt (EC-8) 
 

Job Summary 
 

Performs various administrative duties for the County Commission and additional duties as 
directed by the County Administrator.  Oversees the day to day operations of the Commission 
Administration Offices and supervises the Commission Administration personnel at the Bay 
Minette Commission Office, Fairhope Courthouse, Foley Courthouse and Central Annex I.  
 

Job Domains 
 
1. Supervises the Commission Administration personnel at the Bay Minette Commission 

Office, Fairhope Courthouse, Foley Courthouse and Central Annex I.  
2. Coordinates records management activities with Administration staff to ensure effective and 

efficient creation and maintenance of records.   
3. Responsible for agenda management related activities (review, compilation and publishing of 

meeting agendas, recording proceedings for meetings and transcribing meeting minutes).  
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4. Coordinates with internal and external contacts regarding television production, closed 
captioning services, court reporting services, and local cable providers for meetings 
production.   

5. Drafts, prepares and reviews agenda items, correspondence, legal advertisements, policies 
and procedures, reports, contracts, resolutions, proclamations, and other documents. 

6. Manages content for the County Commission and Administration Department webpages and 
online calendars.  Responsible for the content maintenance of various online public and 
internal document repositories. 

7. Responsible for press releases/public notices as directed by the County Administrator and as 
requested by various county departments and/or other organizations.  Responsible for 
distribution of related information on various media platforms. 

8. Coordinates public records requests for the County Commission, communicating with the 
requestor and appropriate county departments regarding the compilation of records, 
information and billing.  Provides information available to inquiries from general public. 

9. Handles county alcohol license requests and oversees the application process under the 
responsibility of County Commission. 

10. Assists County Administrator with voting administration and matters related to elections 
under the responsibility of the County Commission.   

11. Performs research, prepares reports and provides other administrative/clerical assistance for 
the County Administrator as directed.  

 
Knowledge, Skills, and Abilities 

 (Any item with an asterisk will be taught on the job.) 
 

1. Ability to establish and maintain effective working relationships with supervisors,  
      subordinates, and the general public. 
2.   Strong interpersonal and communication skills (both written and verbal) and the ability to 
      communicate and work effectively with all levels of management, county departments and 
      various agencies, elected officials and the public. 
3.   Strong organizational, time-management, problem solving, critical thinking, research, writing 
      and proofreading skills. 
4.   Able to accurately edit and write materials for publication. 
5.   Skills to understand codes, regulations and policies. 
6.   Ability to handle multiple assignments and have knowledge of research procedures with the 
      ability to document findings and provide reports. 
7.   A good working knowledge of general office practices, procedures, equipment and software. 
8.   The ability to take dictation and to type a minimum of sixty (60) words per minute within an 
      acceptable standard of quality and accuracy. 
9.   Knowledge of County Commission activities.* 
 

Other Characteristics 
 

1. Willing to work overtime or non-standard hours when necessary. 
2. Willing to travel for the purposes of professional development. 
3. Ability to work under stress of recurring deadlines. 
 



Approved 06/05/2018 BC Commission Meeting   For Approval 10/01/2019  
 

Minimum Qualifications 
 

1. Bachelor’s Degree in Public Administration or Business Administration or minimum of ten 
(10) years of related government administration/records experience.   

2. Have a valid driver’s license. 
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POSITION DESCRIPTION 
 

Title:    Administrative Support Specialist II 
   
Department: Commission Administration   

 
Job Analysis:   October 2019  

 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 
Reports To:   Assistant Administrative Services Manager and Administrative 
                                                Services Manager 
 
Subordinate Staff:  N/A 
 
Internal Contacts:  General Public, Public Officers, Co-workers and Other 
                                                Departmental Staff 
 
Status:    Classified/Non-Exempt (H) 
 

Job Summary 
 
The Administrative Support Specialist II for the Commission Administration Department serves 
to accomplish a myriad of clerical administrative and receptionist duties to assist the 
Administrative staff as assigned by the Assistant Administrative Services Manager, 
Administrative Services Manager and the County Administrator, with emphasis on general office 
organization, scheduling and calendars, data entry, and invoicing.   

 
Job Domains 

 
A.  Reception and Referral 
 

1. Greets visitors to the office, offers assistance/direction to appropriate personnel or 
departments and assures they are comfortable if they must wait, with emphasis on 
customer service. 

2. Answers all incoming calls to the office and relays detailed information/messages 
accurately to the appropriate person/department. 

3. Provides information to general inquiries. 
4.  Assists the public and discusses problems and complaints tactfully, courteously and 

effectively.  
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5. Effectively interfaces with all levels of management, co-workers, and general public to 
promote a positive relationship between the County Commission Office and the general 
public. 
 

B. Clerical 
 

1. Performs various clerical and secretarial duties as requested. 
2.   Prepares agenda items, correspondence, reports, contracts, resolutions, proclamations, 
      and other documents, as requested.  
3.   Scans, copies, uploads, archives and files documents, maintaining a proper document 
      filing system.   
4.   Maintains a filing system and properly disseminates, files and archives all 
      incoming/outgoing correspondence, and other documentation related to the daily 
      operations of the office. 
2. Orders and maintains a proper inventory of office supplies and any other supplies as  
      directed, maintaining proper purchasing and requisition files, with emphasis on 
      organization, accuracy and timeliness.      
3. Schedules meetings, coordinates travel reservations, training course registrations as 
      requested and maintains multiple calendars. 
4. Schedules and monitors vehicle maintenance and upkeep and maintains proper vehicle 
      maintenance files for the Administration Department. 
5. Enters work orders and maintains files for various building maintenance requests. 
8.   Assists with the application process for county alcohol licenses under the responsibility 
     of County Commission. 
12. Assists with scheduling for court reporter and coordination of various meeting calendars 
      and transcripts. 
13. Assists with uploading and publishing documents to various internal/external document  
      libraries, with emphasis on timelines, organization and proper reporting. 
14. Assists with billing/invoices of various vendors and maintains proper vendor files and  
      Information, with emphasis on organization and accuracy. 
 

Knowledge, Skills, and Abilities 
                                    (Any item with an asterisk will be taught on the job) 
 
1. Knowledge of basic high school mathematics, basic bookkeeping procedures and basic 

internet usage. 
2. A good working knowledge of English grammar, composition, and spelling within 

acceptable standards of quality and accuracy. 
3. A good working knowledge of general office practices, procedures, equipment and software 

(Microsoft Office, Adobe, email, *agenda management software).  
4. Ability to take dictation and type a minimum of fifty (50) words per minute within an 

acceptable standard of quality and accuracy. Ability to communicate effectively and handle 
multiple assignments. 

5. Ability to maintain effective and positive working relationships with public officers, 
supervisors, co-workers and general public. 

6. Skills to read, understand and compile printed reports and research assignments. 
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7. *Knowledge of County Commission and meetings related activities. 
8. *Notary Public in the State of Alabama (must be bondable). 
9. Knowledge of filing procedures. 
10. Knowledge and ability to operate office machinery, computers and general software. 
11. Strong interpersonal and communication skills (both written and verbal) and the ability to 

communicate and work effectively in assisting other county departments, elected officials 
and the public. 

12. Ability to be self-motivated, and have strong organizational and time-management skills, 
multitask and perform job duties under the stress of multiple, reoccurring deadlines. 

13. Ability to quickly acclimate and re-direct focus of work, depending on changes of County 
Commission activities, meetings deadlines and changing work environment. 

  
Other Characteristics 

 
1. Willing to work overtime or non-standard hours when necessary. 
2. Willing to work from multiple office locations as necessary. 
 

Minimum Qualifications 
 

1. Three (3) years of experience in administrative/secretarial related work. 
2. Have a valid driver’s license. 
3. High school diploma or equivalent. 
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POSITION DESCRIPTION 
 
Title:    Administrative Support Specialist IV 
 
Department:   Commission Administration  
     
Job Analysis:   October 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
                                                                  

Relationships 
 
Reports To: Assistant Administrative Services Manager or Administrative 

Services Manager 
 
Subordinate Staff:  N/A 
 
Internal Contacts: General Public, Public Officers, Co-workers and Other 

Departmental Staff 
 
Status:    Classified/Non-Exempt (J) 
                                                              

Job Summary 
 
The Administrative Support Specialist IV for the Commission Administration Department serves 
to accomplish a myriad of clerical and administrative duties to assist the Assistant 
Administrative Services Manager and Administrative Services Manager with emphasis on 
agenda management, all meeting related activities and providing assistance to various other 
county departments related to the same.  
 

Job Domains 
A. Agenda Management 
 

1. Assists with agenda management including reviewing of agenda items and related 
documents, compilation and publishing of meeting agendas and minutes, with emphasis 
on organization, accuracy and proper record keeping procedures. 

2. Assists with recording proceedings for meetings, takes dictation/notes and transcribes and 
proofreads various meeting minutes and related documents, as requested. 

3. Uploads and publishes documents to various internal/external document libraries, with 
emphasis on timelines, organization and proper reporting. 

4. Provides assistance and guidance to various other County departments with meeting 
related agenda review and submission process, with emphasis in effective communication 
and responsiveness. 

5. Assists with scheduling and organization of meetings and public hearings, pre and post 
meeting preparation work and assists with disseminating related information to staff, 
elected officials and various departments/agencies.    
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6. Assists with development of training materials and training of various departments’ staff 
members on agenda drafting/submittal procedures and use of agenda software.       

 
B. Clerical 
  

1. Performs various administrative and secretarial duties for the Commission.  
2. Maintains calendars, scheduling and communication for the office and/or staff and 

coordinates appointments, meetings, and events, as requested.  
3. Prepares and reviews agenda items, correspondence, reports, contracts, resolutions, 

proclamations, and other documents.  
4. Coordinates public hearings and newspaper advertisements. 
5. Maintains a filing system and properly disseminates, files and archives all 

incoming/outgoing correspondence, and other documentation related to the daily 
operations of the office. 

6. Accomplishes research as directed. 
7. Assists with the application process for county alcohol licenses under the responsibility 

of the County Commission.  
8. Assists with public notices and other information distributed to the public and/or media 

as directed by the Assistant Administrative Services Manager and/or Administrative 
Services Manager. 

9. Scans, copies, uploads, archives and files documents, maintaining a proper document 
filing system. 

 
C. Reception and Referral 
 

1. Greets visitors to the office, offers assistance/direction to appropriate personnel or 
departments and assures they are comfortable if they must wait, with emphasis on 
customer service. 

2. Answers all incoming calls to the office and relays detailed information/messages 
accurately to the appropriate person/department. 

3. Provides information to general inquiries. 
4. Assists the public and discusses problems and complaints tactfully, courteously and 

effectively.  
5. Effectively interfaces with all levels of management, co-workers, and general public to 

promote a positive relationship between the County Commission Office and the general 
public. 

 
Knowledge, Skills, and Abilities 

                                    (Any item with an asterisk will be taught/provided on the job) 
 
1. Knowledge of basic high school mathematics, basic bookkeeping procedures and basic 

internet usage. 
2. A good working knowledge of English grammar, composition, and spelling within 

acceptable standards of quality and accuracy. 
3. A good working knowledge of general office practices, procedures, equipment and software 

(Microsoft Office, Adobe, email, *agenda management software).  
4. Ability to take dictation and type a minimum of fifty (50) words per minute within an 

acceptable standard of quality and accuracy. Ability to communicate effectively and handle 
multiple assignments. 
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5. Ability to maintain effective and positive working relationships with public officers, 
supervisors, co-workers and general public. 

6. Skills to read, understand and compile printed reports and research assignments. 
7. *Knowledge of County Commission and meetings related activities. 
8. *Notary Public in the State of Alabama (must be bondable). 
9. Knowledge of filing procedures. 
10. Knowledge and ability to operate office machinery, computers and general software. 
11. Strong interpersonal and communication skills (both written and verbal) and the ability to 

communicate and work effectively in assisting other county departments, elected officials 
and the public. 

12. Ability to be self-motivated and use independent judgement to gather, manage and impart 
information in a timely manner. 

13. Ability to multitask and perform job duties under the stress of multiple, reoccurring 
deadlines. 

14. Ability to quickly acclimate and re-direct focus of work, depending on changes of County 
Commission activities, meetings deadlines and changing work environment. 

15. Strong organizational, time-management, problem solving, critical thinking, research, writing 
and proofreading skills. 
 

Other Characteristics 
 

1. Willing to work overtime or non-standard hours when necessary. 
2. Willing to travel for the purposes of professional development. 

 
 

Minimum Qualifications 
 

1. Minimum of five (5) years of experience in administrative/secretarial related work. 
2. Have a valid driver’s license. 
3. High school diploma or equivalent. 
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POSITION DESCRIPTION 
 

Title:    Assistant Administration/Records Manager Assistant 
Administrative Services Manager 
 
Department:   Commission Administration 
 
Job Analysis:   11/11, 09/14, 02/17, 09/17, 10/19 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 

Reports to:  Administrative Services Manager 
 
Subordinate Staff:  Administrative Support Specialist II, Administrative Support 
                                                Specialist IV  (*see note below) 
 
Internal Contacts:  County Commissioners and Other Departmental Personnel 
 
External Contacts:  General Public, various Government Officials, Vendors 
 
Status:    Classified/Exempt (EC-7) 
 

Job Summary 
 
Performs various administrative and secretarial duties for the County Commission and additional 
duties as directed by the Administrative Services Manager. Assists with the day to day 
operations of the Commission Administration Offices, with emphasis on all agenda and meeting 
management related duties and supervises the Administrative Support Specialist II and 
Administrative Support Specialist IV.   
 
*In the temporary absence of, or as directed by the Administrative Services Manager, the  
Assistant Administrative Services Manager supervises the Commission Executive Assistant,  
Custodian (Commission Administration/ Bay Minette Custodial, Central Annex I, Fairhope  
Courthouse, Foley Courthouse)  
 

Job Domains 
 

1. Supervises the Administrative Support Specialist II and Administrative Support Specialist 
IV.   

2. Performs various administrative and secretarial duties for the Commission. 
3. Assists with records management activities to ensure effective and efficient creation and 

maintenance of records.   
4. Schedules and coordinates events and assists with meeting preparation. 
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5. Assists with agenda management related activities (review, compilation and publishing of 
meeting agendas, recording proceedings for meetings and transcribing meeting minutes).   

6. Records proceedings for meetings, takes dictation/notes and transcribes various meeting 
minutes.   

7. Prepares and reviews agenda items, correspondence, reports, contracts, resolutions, 
proclamations, and other documents. 

8. Assists with content maintenance of various online public and internal document repositories. 
9. Assists with press releases/public notices as directed by the Administrative Services Manager 

and as requested by various county departments and/or other organizations.  Distributes 
related information on the Commission’s social media outlets. 

10. Assists with coordination of public records requests for the County Commission and provides 
information available to inquiries from general public. 

11. Handles county alcohol license requests and assists with the application process under the 
responsibility of County Commission. 
 

Knowledge, Skills, and Abilities 
 (Any item with an asterisk will be taught on the job.) 

 
1. Ability to establish and maintain effective working relationships with supervisors,  
      subordinates, and the general public. 
2.   Strong interpersonal and communication skills (both written and verbal) and the ability to 
      communicate and work effectively with all levels of management, county departments and 
      various agencies, elected officials and the public. 
3.   Strong organizational, time-management, problem solving, critical thinking, research, writing 
      and proofreading skills. 
4.   Able to accurately edit and write materials for publication. 
5.   Skills to understand codes, regulations and policies. 
6.   Ability to handle multiple assignments and have knowledge of research procedures with the 
      ability to document findings and provide reports. 
7.   A good working knowledge of general office practices, procedures, equipment and software. 
8.   The ability to take dictation and to type a minimum of sixty (60) words per minute within an 
      acceptable standard of quality and accuracy. 
9.   Knowledge of County Commission activities.* 

 
Other Characteristics 

 
1. Willing to work overtime when necessary or non-standard hours when necessary. 
2. Willing to travel for the purposes of professional development. 
3. Ability to work under stress of recurring deadlines. 

 
Minimum Requirements 

 
1. Minimum of five (5) years of administrative/records and secretarial experience in 

administrative related field. Bachelor’s Degree in Public Administration or Business 
Administration preferred but not required. 

2. High school or equivalent required. 
3.   Have a valid driver’s license. 
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POSITION DESCRIPTION 
 
Title:    Commission Executive Assistant 
 
Department:   Commission Administration  
    (Bay Minette, Fairhope, Foley, Central Annex) 
 
Job Analysis: October 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
                                                                  

Relationships 
 
Reports To: Administrative Services Manager (or Assistant Administrative 

Services Manager) 
 
Subordinate Staff:  Custodians (in conformance with this position description)  
 
Internal Contacts:  General Public, Public Officers, and Co-workers 
 
Status:    Classified/Non-Exempt (J) 
                                                              

Job Summary 
 
The Commission Executive Assistant for the Commission Administration Department serves to 
accomplish a myriad of clerical administrative duties to assist the Baldwin County 
Commissioners and as assigned by the Administrative Services Manager or the County 
Administrator.  The position serves as a facility coordinator for the building/grounds and 
supervises the custodial staff in the facility/facilities. 
 

Job Domains 
 
A. Facility Coordinator 

 
1. Coordinates operations of the primary workplace facility, if applicable, or as requested by 

the Administrative Services Manager or County Administrator.   
2. Oversees and coordinates general day-to-day facility operations with facility tenants, 

Public Officers and the public with kindness, professionalism, tact and with a strong 
emphasis on responsiveness and customer service. 

3. Supervises custodians only at the primary workplace, if applicable, or as requested by the 
Administrative Services Manager or County Administrator.  

4. Maintains office and cleaning supplies inventory and prepares requisitions for the same.  
(Spending authorization will always be applicable as approved by the Administrative 
Services Manager or County Administrator and on file in the Budget/Purchasing office).  

5. Regularly inspects the facilities for maintenance and cleanliness.  
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6. Coordinates building maintenance/grounds upkeep for assigned facilities and 
communicates necessary information related to building/grounds maintenance with 
facility tenants and appropriate contact persons, with emphasis on responsiveness. 

7. Responsible for reservations of the public meeting rooms in the facility and coordination 
of meeting/event requests.  

8. Monitors fuel tank levels and orders fuel (if applicable) for the facility. 
9. Responsible for the dissemination of mail (internal and external) to all offices and tenants 
      in the facility and the mail room equipment maintenance, if applicable. 
10. Maintains current files/contact lists on facility tenants and conducts annual meetings for 

tenants regarding safety and emergency procedures for the facility. 
11. Serves as a shelter manager for the facility (if applicable) when the facility is used as an 

electrical support shelter (shelter of last resort). 
 
B. Administrative/Clerical Assistance to a County Commissioner 
 

1. Performs various administrative and secretarial duties for the Commissioners. 
2. Maintains calendars, scheduling, communication and coordination of appointments, 

meetings, travel reservations and events for the Commissioners.  
3. Maintains a filing system for the Commission Office, with emphasis on organization. 
4. Properly disseminates, files and archives all incoming/outgoing correspondence 

requisitions/invoices for purchases, Commissioners’ expense reports and travel 
documents, and other documentation related to the daily operations of the office. 

5. Drafts routine correspondence and emails as requested by Commissioners and 
communicates with various agencies, departments and the general public for the 
Commissioner, as requested, with professionalism, tact and with a strong emphasis on 
responsiveness and customer service. 

6. Effectively interfaces with all levels of management, elected officials, various 
departments/agencies, and the general public to promote professional relationships and 
positive image for the County Commission Office. 
 

C. Administrative/Clerical – General 
 

1. Submits agenda items for meetings and assists with meeting preparation as assigned.  
2. Assists with recording proceedings for meetings, takes dictation/notes and transcribes and 

proofreads various meeting minutes, as requested.  
3. Prepares and reviews agenda items, correspondence, reports, contracts, resolutions, 

proclamations, and other documents, as requested.  
4. Accomplishes research as directed. 
5. Assists with the application process for county alcohol licenses under the responsibility 

of County Commission, as requested.  
 
D. Reception and Referral 
 

1. Greets visitors to the office, offers assistance/direction to appropriate personnel or 
departments and assures they are comfortable if they must wait, with emphasis on 
customer service. 

2. Answers all incoming calls to the office and relays detailed information/messages 
accurately to the appropriate person/department. 
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3. Provides information to general inquiries. 
4. Assists the public and discusses problems and complaints tactfully, courteously and 

effectively.  
Knowledge, Skills, and Abilities 

                                    (Any item with an asterisk will be taught/provided on the job) 
 
1. Knowledge of basic high school mathematics, basic bookkeeping procedures and basic 

internet usage. 
2. A good working knowledge of English grammar, composition, and spelling within 

acceptable standards of quality and accuracy. 
3. A good working knowledge of general office practices, procedures, equipment and software 

(Microsoft Office, Adobe, email, *agenda management software).  
4. Ability to take dictation and type a minimum of fifty (50) words per minute within an 

acceptable standard of quality and accuracy.  
5. Ability to maintain effective and positive working relationships with public officers, facility 

tenants, supervisors, co-workers and general public. 
6. Skills to read, understand and compile printed reports and research assignments. 
7. *Knowledge of County Commission activities. 
8. *Notary Public in the State of Alabama (must be bondable). 
9. Knowledge of filing procedures. 
10. Knowledge and ability to operate office machinery, computers and general software. 
11. Strong interpersonal and communication skills (both written and verbal) and the ability to 

communicate and work effectively in assisting other county departments, elected officials 
and the public. 

12. Must be self-motivated and have the ability to use independent judgement to gather, manage 
and impart information in a timely manner as requested. 

13. Ability to multitask and perform job duties under multiple, reoccurring deadlines. 
14. Ability to quickly acclimate and re-direct focus of work, depending on changes of County 

Commission activities and changing work environment. 
15. Strong organizational and time-management skills. 

 
Other Characteristics 

 
1. Willing to work overtime or non-standard hours when necessary. 
2. Willing to travel for the purposes of professional development. 
3. Ability to work under stress of multiple, reoccurring deadlines. 
 

Minimum Qualifications 
 

1. Minimum of five (5) years of experience in administrative/secretarial related work. 
2. Have a valid driver’s license. 
3. High school diploma or equivalent. 
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POSITION DESCRIPTION 
 
Title:    Administrative Support Specialist IV 
 
Department:   Council on Aging 
 
Date:    October 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 
Reports To:   Council on Aging Coordinator 
 
Subordinate Staff: *Case Manager, Center Manager, OAIV, Senior AIDES, Case 

Worker, Mature Staffing * In the temporary absence of, or as 
directed by, the Council on Aging Coordinator, the Administrative 
Support Specialist IV shall supervise all staff. 

 
Internal Contacts: Council on Aging Coordinator, Center Managers, Volunteers, 

Senior Aides, Case Managers, Case Workers 
  
External Contacts:  A.A.A. Staff and other agencies and resources relating to  
    the senior population. 
 
Status:    Classified/Non-Exempt (J) 
 

Job Summary 
 

Duties include secretarial, bookkeeping and supervising staff. Provide information and referrals 
as needed for general inquiries.  Prepares bank deposits, assists with annual budget reports. 
Applies for Title III grant to secure funding for COA programs and staff.  Prepares monthly 
reports of expenditures and request for payment to South Alabama Regional Planning 
Commission.  Creates reports and correspondence as needed.  Prepares agenda items and 
performs follow up tasks as required.  Assist with outreach preparation and budget items as 
needed.   Maintain Council on Aging website information.  Provide public educational and 
outreach items for social media.   Maintain Council on Aging organizational chart and job 
descriptions. Attend Safety meetings and coordinate/distribute safety materials as needed.  
Prepare COA Staff meeting agenda/minutes as needed. Assist with staff timecards in absence of 
Coordinator.  Coordinate Older American Day picnic and special events as needed.  Seeks 
donations to fund special events.  Responsible for maintaining office supplies, maintenance of 
vehicles.  Coordinate repairs and maintenance of S.A.I.L. Center.  Provide support at S.A.I.L. 
Center as needed.  Submits work orders for maintenance/CIS repairs and projects.  Coordinate 
use of legal/conference room.  Works with AARP, coordinating use of office during tax season.  
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Compiles units of service data for all staff and logs information with the Alabama Information 
Management System (AIMS) on a monthly basis.  Coordinates Indigent Cremation/Burial 
application process, meets with families and gather supporting documentation for the program. 
Coordinates pickup of body and receipt of cremains with Coroner’s Office.  Process payment 
request for indigent services.   Responsible for petty cash funds and monthly reporting.  Aides in 
distribution of Senior Christmas gifts and food bags.  Order craft/ceramic supplies maintain 
purchase orders and requisition files.  Report time and attendance records for Senior AIDE staff.  
Oversees donation and distribution of donated medical equipment and supplies. Provides support 
to COA Coordinator as needed.  Provide Notary services for items prepared by State Legal 
Service provider.  Support staff and oversee training requirements.  Help to ensure staff work 
and promote good working standards.  Attend meetings when required. 
 
*In the temporary absence of, or as directed by, the Council on Aging Coordinator, the 
Administrative Support Specialist IV shall supervise all staff. 
 

Job Domains 
A. Record Keeping 
  
      1.  Organizes and maintains office supplies. 
      2.  Records and documents petty cash funds. 
      3.  Seek donations for special programs and record deposits. 
 
B.  Reception and Referral 
 
       1.  Answers telephone, providing general information and referral assistance. 
       2.  Greets visitors, provide assistance and information relating to the elderly. 
 

Knowledge, Skills, and Abilities 
 
1.  Knowledge of principles and procedures of record keeping. 
2.  Knowledge of current office procedures, methods, and computer equipment. 
3.  Ability to learn departmental programs, policies, and procedures. 
4.  Ability to maintain accurate records and meet deadlines. 
5.  Ability to deal with the elderly and general public in a courteous and polite manner. 
6.  Ability to follow written and oral instructions. 
7.  Establish and maintain cooperative working relationships with those in course of  
     work. 
8.  Knowledge and ability to operate office machinery, computer and general software.  
 

Other Requirements 
 
1. Must have own transportation. 
2. Be willing and available to attend training related to job. 
3. Be responsible for keeping accurate time sheets. 
4. Help coordinate new programs. 

 



For Approval 10/01/2019 BC Commission Meeting 

Minimum Requirements 
 

1. Must possess and maintain valid driver’s license. 
2. Two-year degree or five-year work-related experience or combination of both. 
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POSITION DESCRIPTION 
 
Title:    Case Manager  
 
Department:   Council on Aging 
 
Job Analysis:     November 1, 2011; September 18, 2014; October 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
 
      

Relationships 
 
Reports To:   Council on Aging Coordinator 
 
Subordinate Staff:  None 
 
Internal Contacts: Administrative Support Specialist IV, Center Managers, Case 

Workers, Volunteers, Senior Aides, Office Assistant 
 
External Contacts:  Alabama Department of Senior Services, Social services   

  and other agencies and resources relating to the senior   
  population.   

 
Status:    Classified/Non-Exempt (I) 
 

Job Summary 
 
Nature of Work: Responsible, professional case management, administering to the needs of 
elderly individuals.  Providing scheduling, training and monitoring quality of work of 
subordinate staff.  Coordinate emergency service with other service agencies.  Promote Council 
on Aging programs. Maintain productive professional networking relationships. 
 
Serve as first point of contact for new clients and develop case plans. Assess needs and delivery 
of services through available resources.  Provide information and referrals. Create and maintain 
client files.  Make in-home case management visits as needed.  Address legal/financial/ 
abuse/neglect issues and coordinate services with DHR, County Conservator and other 
professionals needed to secure assistance.  Serves as client advocate, provide assistance from 
governmental and private agencies.  Responsible for locating available known resources within 
family, community and other service agencies.  Provide insurance assessments and benefit 
checkups.  Provide work schedules, training and monitors quality of subordinate staff’s work. 
Manage and evaluate clients for the Frozen Meal, S.A.I.N.T.S. and Telephone Reassurance 
Programs.  Initiate contact of case services needed and secure services.  Represent, COA on 
committees, serving as COA representative to the local V.O.A.D. program, seeking to secure aid 
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for the elderly. In the event of a disaster, Case Manager serves as a Long-Term Recovery case 
manager, evaluating seniors needs and coordinating with local agencies and volunteers to meet 
those needs.  Evaluates and coordinates frozen meals delivery for Baldwin County.  Coordinates 
Medicaid Waiver referrals. Actively involved with the Ozanam Charitable Pharmacy program 
and evaluates clients in need of prescription assistance not available through the pharmaceutical 
companies.  Assists Seniors in sorting through Medicare Part D providers and provides 
information on the various options available. Assists with enrollment if necessary. Supervise 
COA Case Workers, reviewing cases, keeping information updated on new programs and 
changes to existing programs.  Coordinates emergency services with other agencies.  Provide 
community outreach, distribute and promote program information.  Holds public education 
events for local civic groups and organizations; health fairs, presentations upon request.  Educate 
area medical professionals on COA programs possibly benefitting their patients.  Case Manager 
works under the direction and supervision of Baldwin County Council on Aging Coordinator and 
is evaluated through periodic review of case records and reports. 
 

Job Domain 
 
A. Case Management 
 

1. Identifies possible clients through referrals and various means of communication. 
2. Determines financial eligibility for government, private and community resources. 
3. Develops a care plan designed to satisfy clients’ needs. 
4. Monitors services delivered to clients to assure appropriateness and adequacy of   

      service. 
5. Maintains files and complete records and detailed work schedule. 
6. Plans, organizes, and coordinates volunteers, provides training and placement with  

     compatible clients or positions. 
7. Evaluates progress toward the achievement of goals established by the care plan and        

      makes necessary adjustments. 
8. Performs other duties as assigned. 
9. Refers clients to other agencies, coordinates service with public, private and  

      community agencies. 
10. Work closely with DHR, to resolve legal/financial/abuse issues. 

 
Knowledge, Skills, and Abilities 

 
1. Knowledge of principles and procedures of record keeping. 
2. Knowledge of current office procedures, methods, and computer equipment. 
3. Ability to learn departmental programs, policies, and procedures. 
4. Ability to maintain accurate records and meet program deadlines. 
5. Ability to plan, organize and prioritize case loads. 
6. Ability to communicate clearly and effectively orally with staff and clients, orally and   
       in writing. 
7. Ability to establish and maintain cooperative working relationships with those  
       contacted in the course of work. 

Other Characteristics 
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1. Must have own transportation. 
2. Be willing and available to attend training related to job. 
3. Be responsible for keeping accurate time sheets. 
 

Minimum Qualifications 
 

1. Valid Alabama driver’s license. 
2. Five (5) years active employment with any combination of training and experience in       

community service or a closely related field preferred. 
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POSITION DESCRIPTION 
 

Title:    Case Worker 
 
Department:   Council on Aging 
 
Job Analysis:   October 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 

 
Relationships 

 
Reports To:   Council on Aging Coordinator 
 
Subordinate Staff:  None 
 
Internal Contacts:  Chief Administrative Assistant, Case Manager, Office staff 
 
External Contacts:  A.A.A. Staff and other agencies and resources relating to  
    the senior population. Doctors and their staff, Pharmaceutical  
                                                Representatives 
 
Status:    Classified/Non-Exempt (H) 

 
Job Summary 

 
Create and update client files.  Document contact with client, caretakers, doctor’s offices and 
pharmaceutical companies and charitable pharmacy.  Obtain necessary documentation for filing 
of prescription assistance applications.  Reorder medications as requested.  Follow up with 
clients to maintain current client information.  Provide Insurance counseling, assessments and 
benefit checkups.  Provide clients with referrals and resource information.  Locate resources 
within family, community and service agencies.  Provide assistance with government and private 
programs.     Keep current on new Medicare/Social Security information as it becomes available.  
Attend training sessions.  Provide Community outreach, distribute and promote program 
information.   Serves as back up to Case Manager for new and existing clients.  Assist with 
special events. 
 

Job Domains 
 
A. Case Work 
  

1. Organize and maintain client files. 
2. Document client contacts, insurance counseling, benefit checkups. 
3. Provides Insurance assessments. 
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4. Conduct Benefit Checkups 
5. Refer clients to other agencies, coordinates service with public, private and community 

agencies. 
6. Follow up with clients. 

 
Knowledge, Skills, and Abilities 

 
1. Knowledge of principles and procedures of record keeping. 
2. Knowledge of current office procedures, methods, and computer equipment. 
3. Ability to learn departmental programs, policies, and procedures. 
4. Ability to maintain accurate records and meet deadlines. 
5. Ability to deal with the elderly and general public in a courteous and polite manner. 
6. Ability to follow written and oral instructions. 
7. Establish and maintain cooperative working relationships with those in course of work. 
 

 
Other Characteristics 

 
1. Must have own transportation. 
2. Be willing and available to attend training related to job. 
3. Be responsible for keeping accurate time sheets. 
 

Minimum Qualifications 
 

1. Must possess and maintain valid driver’s license. 
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POSITION DESCRIPTION 
 
Title:    Council on Aging Coordinator  
 
Department:   Council on Aging 
 
Job Analysis:   March 2012, September 2014, September 2018, Oct 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 
Reports To:   County Administrator 
 
Subordinate Staff: Administrative Support Specialist IV, Case Manager, Case 

Workers, Center Manager/Activities Coordinator, Office Assistant 
IV, Homebound Meals Driver, Program Support Specialist, 
Volunteers, Senior Aides,  

 
Internal Contacts: Council on Aging staff, County Employees  
 
External Contacts:  South Alabama Regional Planning Commission, State  

Department of Senior Services, Current contracted food service 
vendor Auburn University Social Services and other resources 
related to the senior population. 

 
Status:    Classified/Exempt (EC-8) 
 

Job Summary 
  
The COA Coordinator shall be responsible for providing guidance, development, direction, 
cooperation, and supervision of activities related to the implementation and operation of 
programs for older persons in Baldwin County.  The COA Coordinator will promote senior 
programs, services, information and referral, outreach, advocacy, technical assistance and 
coordinate community resources for seniors.  The COA Coordinator will network with other 
agencies and departments to meet the needs of the elderly.  The Coordinator supervises 
nutritional center managers, senior aides, office assistant, case manager, mature staffers and 
volunteers.  The director will assist the State Department of Senior Services and South Alabama 
Regional Planning Commission/Area Agency on Aging with special projects as needed.   
 

Job Domains 
 
A. Support & Development 
 



Approved 09/18/2018 BC Commission Meeting   For Approval 10/01/2019 

1. Supervise and coordinate agency procedures, programs and services.  
2. Create and implement service programs 
3. Monitor subordinate staff. 
4. Monitor services delivered to clients to assure appropriateness and adequacy of service. 
5. Plans, organizes, and coordinates staff, assigning new programs/tasks as needs arise. 
6. Develop programs and modification of existing programs, locate funding. 
7. Provide good community relations through membership in professional organizations, 

interagency collaborations and councils related to aging. 
8. Performs other duties as assigned. 
9. Conduct educational presentation to increase public awareness of the Council on Aging’s 

programs. 
 

Knowledge, Skills, and Abilities 
 
1. Knowledge of issues affecting Senior Citizens. 
2. Become knowledgeable and implement departmental programs, policies, and procedures. 
3. Ability to maintain accurate records and meet program deadlines. 
4. Ability to plan, organize and prioritize the needs of seniors. 
5. Ability to communicate clearly and effectively orally with staff and clients, orally and in 

writing. 
6. Ability to establish and maintain cooperative working relationships with Federal, State and 

Local agencies.                                                                    
 

Minimum Requirements 
 

1. Valid driver’s license or ability to obtain suitable alternate transportation. 
2. Five (5) years active employment with any combination of training and experience in 

community service, Senior related field or a closely related field preferred. 
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POSITION DESCRIPTION 
 
Title:    Horticulturist 
 
Department:   Parks Department 
 
Job Analysis:     January 2013, August 2015, October 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 

Reports to:   County Administrator 
 
Subordinate staff:  Parks Supervisor, Parks Personnel 
 
Internal contacts: County Employees 
 
External Contacts:  Courthouse Personnel, General Public, State Highway Department  

   and other state and local officials, attorneys, vendors, utility  
   boards, and developers 

 
Status:    Classified/Exempt (EC-8) 
 

Job Summary 
 
Provide professional level expertise and leadership in planning, coordinating, implementing, and 
maintaining various projects involving trees, shrubs, and other plants.  Provide professional 
maintenance to county facilities, lawns and shrubs.  Supervise inmate crews in accomplishing 
jobs. 

 
Job Domains 

 
1. Direct and coordinate projects relating to trees, shrubs, other plants, and lawns. 
2. Provide professional expertise and leadership in planning, coordinating, implementing,          

and maintaining various projects involving trees, shrubs, and other plants. 
3. Prepare special plans for various forest and landscaping projects as directed by the                   

County Engineer. 
4. Formulate a comprehensive (long-range) plan for the development of the Baldwin County 

Parks County grounds. 
5. Responsible for supervising workers in planning and maintenance on County lawns, parks, 

trees, and shrubs. 
6. Work to stay within budgeted amounts. 
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 Knowledge, Skills and Abilities 

 
1. Knowledge of professional planning, implementation and maintenance for various lawns, 

shrubs, trees and landscaping projects. 
2. Verbal and presentation skills to interact with the public and various departments. 
3. Ability to supervise workers in maintenance projects. 
4. Ability to properly water, prune and otherwise maintain trees, shrubs and plants. 
5. Ability to properly plant trees, shrubs and other plants required in landscaping. 
6. Ability to walk, stoop and bend.   
7. Ability to lift fifty (50) pounds, unassisted. 
8. Ability to work in adverse weather conditions. 
9. Knowledge of computer data storage/retrieval. 
10. Ability to use shovel, pruning saw, shears, loppers, rake, hoe, Maddox watering device, 

ladders, etc.  
 

Other Characteristics 
 

1. Willing to work non-standard hours as necessary. 
2. Willing to attend meetings and other work related activities. 
    

Minimum Requirements 
 
1. College degree in landscaping, horticulture, or similar area of concentration. 
2. Possess a valid driver’s license. 
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POSITION DESCRIPTION 
 
Title:    Landscape Technician I 
 
Department:   Parks Department   
 
Job Analysis:     Jan 2012, Sept 2017, Feb 2019, May 2019, Oct 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 

Reports to: Crew Chief, Parks Supervisor, Horticulturist, County 
Administrator,  dotted line to Director of Archives and History as 
directed 

 
Subordinate staff:  Department of Corrections inmates 
 
Internal contacts:  Area Supervisors, and County Employees 
 
External contacts:  General Public, State and Federal Officials   
 
Status:    Classified/Non-Exempt (G)    

 
Job Summary 

 
Performs a variety of unskilled and semi-skilled tasks in the security of inmates assigned to the 
Baldwin County Commission for work detail and a variety of unskilled and semi-skilled tasks in 
the maintenance and operations of recreation buildings, grounds, open spaces, and parks. An 
employee in this position could be responsible for security of the Department of Corrections 
work crew. Work involves some clerical functions associated with reports. All work is performed 
in accordance with Departmental rules, regulations, and instructions. Work involving 
Department of Corrections work crews is performed under the guidelines of the Department of 
Corrections. 

 
Job Domains 

 
1. Mows and maintains park and open space areas, mows weed; maintains sprinkler systems 

and assists in the repair and installation of sprinkler lines and heads. 
2. Sweeps, washes, paints, and repairs, or replaces playground equipment, park tables, and 

slabs. 
3. Performs routine maintenance on lawn and power equipment. 
4. Plants lawns, trees, shrubs, and flowers. 
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5. Carries out the seeding, fertilizing, top dressing, soil conditioning, watering, and the pest and 
weed control of the county parks and open spaces. 

6. Maintains and adjusts specialized turf care equipment and tools, including electric motors, 
pumps, sprinklers, tractors, mowers, and irrigation systems. 

7. Operates tractor, mowers, trucks, steam cleaners, buffers, washers, and other listed equipment 
as needed. 

8. Maintains current skills and knowledge in the proper and safe techniques of building and 
grounds maintenance functions. 

9. Performs custodial work as assigned including changing light bulbs and fluorescent tubes; 
sweeping floors; vacuuming carpets, mopping, shampooing and steaming carpets; buffing 
non-carpeted areas’ dumping garbage and relining cans with liners’ sweeping; washing 
windows, walls, metal and woodwork; cleaning rain gutters; sweeping roofs; and cleaning 
restrooms. 

10. Occasional clerical work needed for routine reports and evaluations. 
11. Collects and disposes of solid waste from buildings and grounds; picks up litter from 

premises. 
12. Opens and closes, locks and unlocks facilities as needed. 
13. Assists in setting up and taking down equipment for various park and recreation programs. 

Prepares facilities for park and recreation program use. 
14. Assists in the construction of new parks facilities including clearing, grading, drainage, and 

foundation work. 
 

Knowledge, Skills, and Abilities 
 

1. Some knowledge of equipment, materials, and supplies used in building and grounds 
maintenance.   

2. Some knowledge of equipment and supplies used to do minor repairs. 
3. Some knowledge of applicable safety precautions. 
4. Skill in operating the tools and equipment listed below. 
5. Ability to work independently and to complete daily activities according to work schedule.  
6. Ability to communicate orally and in writing. 
7. Ability to use equipment and tools properly and safely.   
8. Ability to understand, follow, and transmit instructions.   
9. Ability to establish effective working relationships with employees, supervisors, and the 

public to communicate information clearly and correctly to supervisor and co-workers; give 
information over radio and telephone. 

10. Writing skills to clearly and neatly complete and maintain logs, records, report, routine 
forms, bonds, and booking cards. 

 
Tools and Equipment Used 

 
Pick up truck; lawn and landscaping equipment including tractors, mowers, airifier, chainsaw, 
edgers, weed trimmers, electric motors, pumps, sprinklers, and irrigation systems;  miscellaneous 
hand and power tools for turf maintenance, carpentry, painting, plumbing, electrical, and cement 



Approved 05/21/2019 BC Commission Meeting     For Approval 10/01/2019 
  

finishing work; janitorial equipment including floor buffers, steam cleaner, carpet cleaners, 
washers, vacuums, mops, and dusting equipment. 
 

Physical Demands and Work Environment 
 

While performing the duties of this job, the employee is regularly required to reach with hands 
and arms.  The employee frequently requires standing, walk, and use hands to finger, handle, feel 
or operate objects, tools, or controls.  The employee is occasionally required to sit; climb or 
balance; stoop, kneel, crouch, or crawl; and talk or hear, and type on computers. 
 
The employee must frequently lift and/or move up to 50 pounds and occasionally lift and/or 
move more than 100 pounds.  Specific vision abilities required by this job include close vision, 
distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus. 
 
While performing the duties of this job, the employee regularly works near moving mechanical 
parts in outside weather conditions.  The employee occasionally works in high, precarious places 
and is frequently exposed to wet and/or humid conditions, fumes or airborne particles, toxic or 
caustic chemicals, and vibration.  The employee is occasionally exposed to the risk of electrical 
shock. The noise level in the work environment is occasionally loud in this field. 
 

Minimum Qualifications 
 
1. Have a valid driver’s license and be insurable by the County’s insurance standards.  
2. Obtain Class “B” CDL with air brakes and passenger endorsement for passengers. Must 

obtain CDL within six (6) months, if deemed necessary by existing immediate supervisor. 
3. Any combination of education and experience which demonstrates the knowledge and 

experience to perform the work.  
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POSITION DESCRIPTION 
 
Title:    Landscape Technician II 
 
Department:   Parks Department 
 
Job Analysis:     September 2017, February 2019, May 2019, Oct 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 

Reports to: Parks Supervisor, Horticulturist, County Administrator, dotted line 
to Director of Archives and History as directed 

 
Subordinate staff:  Crew assigned by Supervisor, Department of Corrections inmates 
 
Internal contacts:  Area Supervisors, and County Employees 
 
External contacts:  General Public, State and Federal Officials   
 
Status:    Classified/Non-Exempt (H)    

 
Job Summary 

 
Performs a variety of tasks in the security of inmates assigned to the Baldwin County 
Commission for work detail and a variety of tasks in the maintenance and operations of 
recreation buildings, grounds, open spaces, and parks. An employee in this position could be 
responsible for security of the Department of Corrections work crew. Work involves some 
clerical functions associated with reports. All work is performed in accordance with 
Departmental rules, regulations, and instructions. Work involving Department of Corrections 
work crews is performed under the guidelines of the Department of Corrections. Assists in 
overseeing performance and training of Landscape Technician I. Must be able to serve as crew 
leader for operations as directed. 
 

Job Domains 
 
1. Mows and maintains park and open space areas, mows weed; maintains sprinkler systems 

and assists in the repair and installation of sprinkler lines and heads. 
2. Sweeps, washes, paints, and repairs, or replaces playground equipment, park tables, and 

slabs. 
3. Performs routine maintenance on lawn and power equipment. 
4. Plants lawns, trees, shrubs, and flowers. 
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5. Carries out the seeding, fertilizing, top dressing, soil conditioning, watering, and the pest and 
weed control of the county parks and open spaces. 

6. Maintains and adjusts specialized turf care equipment and tools, including electric motors, 
pumps, sprinklers, tractors, mowers, and irrigation systems. 

7. Operates tractor, mowers, trucks, steam cleaners, buffers, washers, and other listed equipment 
as needed. 

8. Maintains current skills and knowledge in the proper and safe techniques of building and 
grounds maintenance functions. 

9. Performs custodial work as assigned including changing light bulbs and fluorescent tubes; 
sweeping floors; vacuuming carpets, mopping, shampooing and steaming carpets; buffing 
non-carpeted areas’ dumping garbage and relining cans with liners’ sweeping; washing 
windows, walls, metal and woodwork; cleaning rain gutters; sweeping roofs; and cleaning 
restrooms. 

10. Occasional clerical work needed for routine reports and evaluations. 
11. Collects and disposes of solid waste from buildings and grounds; picks up litter from 

premises. 
12. Opens and closes, locks and unlocks facilities as needed. 
13. Assists in setting up and taking down equipment for various park and recreation programs. 

Prepares facilities for park and recreation program use. 
14. Assists in the construction of new parks facilities including clearing, grading, drainage, and 

foundation work. 
 

Knowledge, Skills, and Abilities 
 

1. Some knowledge of equipment, materials, and supplies used in building and grounds 
maintenance.   

2. Some knowledge of equipment and supplies used to do minor repairs. 
3. Some knowledge of applicable safety precautions. 
4. Skill in operating the tools and equipment listed below. 
5. Ability to work independently and to complete daily activities according to work schedule.  
6. Ability to communicate orally and in writing. 
7. Ability to use equipment and tools properly and safely.   
8. Ability to understand, follow, and transmit instructions.   
9. Ability to establish effective working relationships with employees, supervisors, and the 

public to communicate information clearly and correctly to supervisor and co-workers; give 
information over radio and telephone. 

10. Writing skills to clearly and neatly complete and maintain logs, records, report, routine 
forms, bonds, and booking cards. 

 
Tools and Equipment Used 

 
Pick up truck; lawn and landscaping equipment including tractors, mowers, airifier, chainsaw, 
edgers, weed trimmers, electric motors, pumps, sprinklers, and irrigation systems;  miscellaneous 
hand and power tools for turf maintenance, carpentry, painting, plumbing, electrical, and cement 
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finishing work; janitorial equipment including floor buffers, steam cleaner, carpet cleaners, 
washers, vacuums, mops, and dusting equipment. 
 

Physical Demands and Work Environment 
 

While performing the duties of this job, the employee is regularly required to reach with hands 
and arms.  The employee frequently is required to stand, walk, and use hands to finger, handle, 
feel or operate objects, tools, or controls.  The employee is occasionally required to sit; climb or 
balance; stoop, kneel, crouch, or crawl; and talk or hear, and type on computers. 
 
The employee must frequently lift and/or move up to 50 pounds and occasionally lift and/or 
move more than 100 pounds.  Specific vision abilities required by this job include close vision, 
distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus. 
 
While performing the duties of this job, the employee regularly works near moving mechanical 
parts in outside weather conditions.  The employee occasionally works in high, precarious places 
and is frequently exposed to wet and/or humid conditions, fumes or airborne particles, toxic or 
caustic chemicals, and vibration.  The employee is occasionally exposed to the risk of electrical 
shock. The noise level in the work environment is occasionally loud in this field. 
 

Minimum Qualifications 
 
1. Have a valid driver’s license and be insurable by the County’s insurance standards.  
2. Obtain Class “B” CDL with air brakes and passenger endorsement for passengers. Must 

obtain CDL within six (6) months, if deemed necessary by existing immediate supervisor. 
3. Any combination of education and three (3) years’ experience preferred, which demonstrates 

the knowledge and experience to perform the work.  
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POSITION DESCRIPTION 
 

Title:    Mechanic II  
 
Department:   Parks Department 
 
Job Analysis:   February 2019, October 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
 responsibilities of this classification and are not to be interpreted as being all inclusive. 
 The employee may be assigned other duties that are not specifically included. 
 

Relationships 
 

Reports To: Traffic Operations Manager, Horticulturist, County Administrator 
 
Subordinate Staff:  Shop help assigned by Supervisor 
 
Other Internal Contacts: Operation Support Specialist II, Engineering, Equipment Manager, 

County Purchasing Officer 
 
External Contacts:  Equipment Suppliers, Parts Suppliers, General Public 
 
Status:    Classified/ Non-Exempt (J) 
 

Job Summary 
 

Performs skilled tasks in mechanical repair and maintenance of gasoline and diesel powered 
automotive and heavy equipment using standard practices and equipment of the automotive 
trade. Operates some heavy equipment. 
 

Job Domains 
 
A. Automotive Repair and Maintenance 
 

1. Tunes engines including testing/cleaning/replacement of spark plugs, adjusting timing, 
valves, carburetor needle, and replacement of coil, condenser, and breaker points. 

2. Removes and disassembles major units such as engine, transmission, differential; inspects 
parts for wear, and reassembles. 

3. Repairs and replaces parts such as pistons, rods, gears, and bearings. 
4. Overhauls and replaces carburetors, generators, radiators, alternators, starters, distributors 

and pumps. 
5. Rewires ignition system, lights and instrument panel. 
6. Realigns and adjusts brakes, repairs or replaces shock absorbers. 
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7. Replaces and adjusts headlights, and installs or repairs accessories such as radios, heaters, 
mirrors, and windshield wipers. 

8. Performs additional repairs as needed. 
9. Performs routine maintenance and repairs on bucket trucks as needed.   

 
B. Heavy and Light Equipment Repair and Maintenance 
 

1. Analyzes malfunctions, and repairs, rebuilds and maintains heavy/light construction 
equipment such as asphalt spreader, rollers, paint truck, tractors, bat wings, lawn mowers, 
weed eaters, pressure washers, small engines, etc. 

2. Replaces defective engines and subassemblies. 
3. Replaces or repairs major components, attachments or implements such as blades, tracks, 

compressors, etc. 
 
C. Miscellaneous 
 

1. Welds to repair broken or cracked frames, bars, plates, and other metal objects on               
machinery.  Fills holes and builds up metal parts. 

2. Replaces batteries, hydraulic fluid, oil, antifreeze/coolant, etc. 
3. Repairs or replaces tires. 
4. Performs related mechanic duties as required. 
5. Performs various duties including operation of equipment and some manual labor  as 

needed. 
6. Tests repaired equipment to ensure operating efficiency. 
7. Makes recommendations to supervisor concerning specification requirements for bidding 

and purchasing of new equipment. 
8. Ensures Vehicle / Equipment fleet is kept in safe operational working order. 
9. Ensures all Vehicles/Equipment in fleet receive routine maintenance on schedule. 
10. Ensures accurate records are maintained for repairs/maintenance performed on all 

Vehicles/Equipment.       
 

Knowledge, Skills, and Abilities 
 

1. Verbal skills to communicate information to supervisors, co-workers, and vendors. 
2. Writing skills to clearly and neatly complete routine forms and order parts. 
3. Reading skills to understand equipment and maintenance manuals, parts lists, instructions. 
4. Math skills to understand precision gauges to measure and fit parts. 
5. Listening skills to receive information about equipment problems. 
6. Skills in the use of hand and machine tools and equipment used in automotive repair. 
7. Skills in the use of major items of electronic and mechanical shop equipment and machinery. 
8. Skills in operating various types of equipment. 
9. Skills in analyzing and diagnosing problems in automotive and heavy/light construction 

equipment. 
10. Knowledge of safety rules, including accident causes and prevention. 
11. Knowledge of first aid procedures. 
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12. Ability to work independently without close supervision 
13. Knowledge of county policies, procedures and rules. 
14. Knowledge of/and has ability to work on Tier 4 engine component. 
15. Required to wear uniforms as directed by County Engineer. 
 

Physical Characteristics 
 

1. See well enough to read regular print and numbers without error or transposition and inspect 
small parts. 

2. Hear well enough to talk on telephone, to determine mechanical problems. 
3. Speak clearly enough to communicate information to helper. 
4. Use of hands and fingers to write, to use tools. 
5. Strength to lift 50 pounds. 
6. Physical dexterity sufficient to operate levers, gears, etc. 
7. Body movement to climb on top of or crawl under various types of equipment. 
 

Minimum Qualifications 
 

1. Willing to work overtime and weekends in emergencies. 
2. Have a valid commercial driver’s license. (CDL – Class A). 
3. Willing to travel to pick up parts, materials and gather quotes out of area. 
4. Experience in automotive and heavy equipment repairs and maintenance. 
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POSITION DESCRIPTION 
 
Title:    Parks Supervisor 
 
Department:   Parks Department 
 
Job Analysis:     January 2013, October 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 

Reports to: Horticulturist, County Administrator 
 
Subordinate staff:  Parks Personnel 
 
Internal contacts:  Area Supervisors and County Employees 
 
External contacts:  General Public, Suppliers, State and Federal Officials  
 
Status:    Classified/Exempt (EC-07)     
 

Job Summary 
 

Responsible for directing the activities of the Parks crew. Work involves supervision of several 
types of heavy equipment operation as well as journeyman and unskilled labor activities.  
Perform detailed planning of projects including construction sequences and procedures, required 
material, quantity and sources, and operating costs.  Helps oversee maintenance of all county 
parks and facilities. 
 

Job Domains 
 
A. Supervision 

 
1. Supervise daily work routines of park crews; monitor work-in progress; make the spot 

corrections when necessary. 
2. Inspect finished work for compliance with specifications. 
3. Make sure all construction/parks materials are up to standard. 
4. Record material used, progress achieved, and total costs. 

 
B. Planning and Coordinating 

 
1. Plan and schedule projects and other objectives to be accomplished. 
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2. Develop a budget. 
3. Assign work to subordinates. 
4. Plan for necessary maintenance and repairs for equipment; orders parts, supplies, fuel, 

etc., as required. 
5. Projects cost of projects. 

 
C. Miscellaneous 

 
1. Perform various duties including operation of equipment and manual labor as required in 

emergencies or other critical situations. 
        

Knowledge, Skills and Abilities 
 

1. Verbal skills to explain procedure and work methods, counsel with subordinates, and make 
oral reports to county personnel. 

2. Skills to perform basic arithmetic functions. 
3. Writing skills to fill out data reports and write various construction plans and procedures. 
4. Reading skills to understand maps, blueprints, manuals, etc. 
5. Skills in planning and scheduling. 
6. Knowledge of occupational safety and health requirements. 
  

Other Characteristics 
 

1. Willing to work non-standard hours as necessary. 
2. Willing to attend meetings and other work activities. 
3. Willing to attend training seminars. 
  

Minimum Requirements 
 

1. Possess a valid driver’s license with CDL. 
2. Five (5) years experience in related field. 
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POSITION DESCRIPTION 
 

Title:    Office Administrator (Permit Option) 
 
Department:   Planning and Zoning 
 
Job Analysis:   November 2012, September 2017, September 2018, Oct 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive. The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 

Reports To: Permit/Subdivision Coordinator, Planning and Zoning Director, 
County Administrator 

 
Subordinate Staff:  None 
 
Internal Contacts: Highway Department Staff, Purchasing Department, Commission 

Administration, Other County Employees 
 
External Contacts: General Public, Developers, Engineers, Surveyors, Utility 

Companies 
 
Status:    Classified/Non-Exempt (H) 
 

Job Summary 
 

Organize and compile the Subdivision Staff Reports for the Planning Commission Meetings, 
prepares public notices as required for the applications processed by the Permit Division, types 
correspondence generated by the Permit Section, prepares Commission Agenda Items as needed 
for the Permit Section, handles correspondence incoming and outgoing so as to stay “in tune” 
with current affairs, stay informed to make decisions and represent the Permit Section of the 
Highway Department, responsible for filing, typing, scheduling and communication for the 
Permit/Subdivision Coordinator and Construction Development Manager. 

 
Job Domains 

 
A. Typing and Word Processing 
 

1. Prepare Public Notices for Subdivision Cases. 
2. Prepare Notice of Actions from the Planning Commission. 
3. Type letters and other memoranda as necessary. 
4. Maintain all scheduling, filing, and communication for the permitting and subdivision 

division of the Construction Section. 
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5. Type and prepare Agenda Items for the County Commission meetings as necessary. 
6. Receives Applications for the permit/subdivision division of the Construction Section. 
7. Maintains the Database of all Subdivision Files. 
8. Prepares requisitions as necessary. 

 
B. Reception and Referral 
 

1. Greet visitors to the office; refer them to whom they need to see, and make them 
comfortable if they must wait. 

2. Answer incoming calls for the permit/subdivision division of the Construction Section 
and transfer them to the proper office. 

3. Take written telephone messages when people are out of the office. 
4. Provide whatever information is available to general inquiries. 

 
C. Filing and Records Management 
 

1. File all correspondence on a daily basis. 
2. Retrieve materials from files upon request. 
3. Maintain filing system in an organized manner. 
4. Maintain copies of all Planning Commission Meeting Agendas and Minutes pertaining to 

the permit/subdivision division.  
 

Knowledge, Skills, and Abilities 
 
1. Knowledge of basic high school mathematics. 
2. Knowledge of basic bookkeeping procedures. 
3. A good working knowledge of English grammar, composition, and spelling. 
4. The ability to type a minimum eighty (80) words per minute within acceptable standards of 

quality and accuracy. 
5. A good working knowledge of general office practices and procedures. 
6. Skills to communicate effectively with office staff, supervisors and general public. 
7. Skills to read and understand printed reports. 
8. Knowledge of Highway Department activities. 
9. Knowledge of filing procedures. 
10. Knowledge of office machinery operations. 
11. Ability to establish and maintain effective working relationships with supervisors, co-

workers and the general public.  
12. Skills to post to journals, neatly and legibly. 
13. Ability to operate computer effectively. 
 

Other Characteristics 
 

1. Willing to work non-standard hours, including evenings and weekends when necessary. 
2. Willingness to work with the general public. 
3. Ability to work under stress of recurring deadlines. 
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Minimum Qualifications 
 
1. High School diploma or equivalent. 
2. Have a valid driver’s license and be insurable by the County’s insurance standards.  
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POSITION DESCRIPTION 
 
Title:                                      Permit/Subdivision Coordinator 
 
Department:                           Planning and Zoning 
 
Job Analysis:        September 2018, October 2019 
 
Note: Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all inclusive.  The 
employee may be assigned other duties that are not specifically included. 
 

Relationships 
 
Reports To:                           Planning and Zoning Director, County Administrator 
 
Subordinate Staff:             Permits Office Administrator, Permits Engineering Technician I, 

Permits Engineering Technician II, Permits Engineering 
Technician III 

 
Internal Contacts:       BCHD Section Heads, Staff and other County Employees 
 
External Contacts:                General Public, Municipal Officials, Contractors, Developers, 

Engineers, Surveyors, ALDOT and other state and local officials, 
attorneys, and vendors. 

 
Status: Classified/Exempt (EC-07) 
 

Job Summary 
 
The Permit/Subdivision Coordinator assists the Construction Development Manager in 
coordinating all Permit Section reviews. The Permit/Subdivision Coordinator reviews 
applications and plans for compliance with the Baldwin County Subdivision Regulations and 
other applicable laws and regulations. 
 

Job Domains 
          
1. Coordinates all commercial turn-out permits. 
2. Coordinates all turn-lane permits. 
3. Coordinates all utility permits. 
4. Coordinates all subdivision applications. 
5. Performs thorough review of all proposed subdivisions to ensure compliance with the 

Baldwin County Subdivision Regulations.  
6. Coordinates with Construction Development Manager on the review of roadway design, 

drainage calculations, traffic studies, field inspections etc., to ensure compliance with the 
Baldwin County Subdivision Regulations. 
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7. Reports results of subdivision reviews in written and verbal form to the Planning & Zoning 
Commission and subdivision developer/engineer. 

8. Advise applicants/property owners of subdivision and other land use requirements and 
respond to public inquiries on same. 

9. Coordinates all variance applications. 
10. Coordinate all subdivision exemption applications. 
11. Coordinate all complaint requests and violations. 
12. Coordinate with Municipalities on ETJ Agreements. 
13. Coordinate with Planning and Zoning Department on zoning cases. 
14. Coordinate all Highway Construction Setback appeals. 
        

Miscellaneous 
           
1. Reads literature and attends formal training to improve knowledge and skills for both 

immediate and long-term application to the job. 
2. Attend seminars and conferences related to job domains. 
3. Must be highly motivated and organized. 
          

Knowledge, Skills, and Abilities 
  
1. Verbal skills to direct and supervise subordinates, deal with the public, and handle                  

various requests from the public, other departments, and commissioners. 
2. Knowledge of math formulas and basic geometry. 
3. Writing skills to prepare reports and presentations. 
4. Reading skills to read maps, blueprints, etc. 
5. Ability to establish and maintain effective working relationships with associates, supervisors, 

subordinates, developers, citizens, and contractors. 
6. Ability to understand and follow complex written and verbal instructions.  
7. Skills in planning and scheduling. 
8. Knowledge of occupational safety and health requirements. 
9. Hear well enough to understand normal conversations. 
 

Other Characteristics 
 
1. Willing to work non-standard hours as necessary. 
2. Willing to attend meetings and other work activities. 
 

Minimum Requirements 
 

1. Bachelor’s Degree in Civil Engineering or a minimum four (4) years of experience in 
planning or civil engineering activities in lieu of degree. 

2. Possess a valid driver’s license and be insurable by the County’s insurance standards. 
3. CAD and GIS experience preferred, but not required. 
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POSITION DESCRIPTION 
 
Title:    Senior Planner 
 
Department:   Planning and Zoning 
 
Job Analysis:   October 2019 
 
Note:  Statements included in this description are intended to reflect in general the duties and 
responsibilities of this classification and are not to be interpreted as being all-inclusive. 
 

Relationships 
 
Reports to:   Planning Director 
 
Subordinate staff:  Planner, Planning Technician 
 
Internal contacts:  Code Enforcement Officer, Administrative Support Specialist I, 

Office Administrator (Subdivisions), Permit Subdivision 
Coordinator, Building Official 

 
External contacts: Public, Developers, Builders, Consultants 
 
Status: Classified/Non-Exempt (EC-08) 
 

 Job Summary 
 

This is an advanced professional position which must exercise judgment in preparing reports 
within established guideline and ordinances.  Must supervisory/management skills and have a 
thorough knowledge of the principles and practices and techniques of planning and zoning and 
development.  Assists in the administration of the Baldwin County Land Development 
Regulations, prepare staff reports.  Assists in the research and development of Comprehensive 
Plan and other long-range plans relating to growth and development of the County.  Conducts 
plan review for zoning compliance and other applicable regulations. 
 

Job Domains 
 

1. This position will conduct plan review for compliance with the zoning regulations and other 
land development regulations. 

2. This position will advise applicants, property owners and public on land development 
regulations. 

3. This position will prepare staff reports for rezoning, conditional use, special exception, and 
variance requests. 

4. Research and develop information for Comprehensive Plan and other long-range plans as 
directed. 
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5. Act as lead planner of development review and manages project as assigned for Planner and 
Planning Technician. 

6. Act as point of contact for major project plan submissions. 
7. Assist with the Municipal Separate Storm Sewer System (MS4) program. 
8. Assist Planning Director on other projects as needed. 
 

Knowledge, Skills, and Abilities 
 

1. Ability to communicate effectively. 
2. Ability to use computers and software related to job (word processing, spreadsheets, GIS). 
3. Ability to prepare plans, studies, reports and correspondence. 
4. Knowledge of planning process, zoning, subdivision, and other land use regulatory and 

planning mechanisms. 
5. Ability to analyze complex situations, problems and data, and use sound judgment in 

drawing conclusions and making decisions. 
6. Ability to handle high stress situations and effectively deal with difficult, angry or 

threatening people and situations 
7. Ability to establish and maintain effective working relationships with citizens, employees, 

supervisors and the public. 
8. Ability to comprehend and articulate complex facts and relationships in detail, to summarize 

and write clearly, concisely and legibly. 
9. Skills in reading and interpreting site plans, zoning maps, engineering/architectural drawings, 

topographic maps and aerial photographs. 
 

Other Characteristics 
 
1. Willing to work evenings and weekends when necessary. 
 

Minimum Requirements 
 

1. Graduate of an accredited college or university with a bachelor’s degree in planning or 
related field and a minimum of 3-5 years professional planning experience.  Master’s degree 
and AICP certification preferred. 

2. Possess a valid driver’s license. 
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