County Probation Officer Salary Reimbursement Claim Form
Instructions

Purpose:

This form is used to calculate the amount of reimbursement each county receives from the CPO reimbursement. The
CPO reimbursement amount is appropriated by the MN State Legislature and 100% of the funds is distributed to the
counties around Man/June of each year and is based on Statute 244.19, Sub 6.

Overview:

To complete the claim form, include all approved County Probation Officer employees for the county, position
title, position full-time equivalent (FTE), hourly pay; plus, salary and total fringe amounts. Include all approved
probation officer positions and note the new hire start date and/or the last day of service for positions that were
vacant and/or filled. The director’s name should be on the first line of the form. Adjust Annual Salary Paid and
Total Fringe Benefits for the maximum caps by using the decrease columns. The vacant position tracking section
(new) was added to track vacation positions more easily. Enter all position that were vacant during the calendar
year in this section. Submit form in PDF format and by e-mail to Julie.harrison@state.mn.us.

Claim Form Example:
County Probation Officer Salary Reimbursement & Caseload Werkload
(nearest dollar)

CPO REIMBURSEMENT CLAIM
Fer the period January 1, 2017 throcugh December 31, 2017

(1)
The following is a claim for reimbursement of costs for providing parole and probation services to the district court incurred by the County of Select County
(See separate instructions. Add additional \i[r}ﬁs. if necessary and include all requested information in gray.)
(15)
Director 10) 11
Position () 8) (9) Total TotEﬂ S)alary (12) (13) u{potal Maximums:
(2) (3) (Enter ¥ (6) 7 Last Day Annual Fringe & Benefits | Decrease |Decrease For| Allowable | |Agent - Fringe: $28,678
Position for  |Position| Hourly o of Salary Benefits | before Max | For Salary | Total Fringe | Salary and Salary: 76,644
Probation Officer Name Title Director) | FTE Pay Start Date | Service Paid Paid Adjustment | Maximum | Maximum Benefits
Director - Fringe:
Snoopy Dir Y 1.00 $23.00 11172016 590,000 $31.000[ $121,000 51,757 §796| 5118.447 | |s30,204
Minnie Mouse Pro Officer 075 |  $2300| 11/2/2016 560,000 $15.000]  §75.000 $75,000 Salary: 88,243
Mickey Mouse Pro Officer 0.75 $21.00 $15.000 $15.000(  $30.000 $30.000
Crabby Paddy Pro Officer 0.50 $20.00 [ 8/1/1992| 12/15/2016]  §80.000 $15.000(  $95.000 $3.356 $91.644
Daffy Duck Pro Officer 1.00 $25.00 | 6/17/1982| 5/30/2015] §75.000 $31.000( §106.000 X $2,322]| $103.678
50 Pl 50
Decreases \ 50
Enter Adjustment Amount as a negative 50
Total Paid 4.00 (186) Grand Total $418,769 (17)

REIMBURSEMENT CLAIM (50% of Total Annual Salary and Fringe Benefits) $209.385 (18)

*List all approved probation officer positions and note the new hire start date and/or the last day of service for positions that were vacant and/or filled.
Mote: Drug Court/Speciality Court FTE's not allowed.

Vacant Positions Tracking (19)

Please complete the table below for positions that were vacant and/or filled during the calendar year. Mote if positions should be abolished.
If positions has been vacant for one year or more, please enter abolish and provide a reason.

(19 iv)
(19 ii) (19 iii) Abolish Position
Position  (19i) Employee Name Vacated Employee Name Filled Abolish Reason
Dir Snoopy N
Agent Crabby Paddy Minny Mouse N
Agent Daffy Duck ¥ Caseload insufficient
Certification (20)
| certify that the above claim is just and true and that the expenditures above constitute the costs incurred for providing parole and probation semvices to the
district court of Select County This claim is in accordance with Minnesota Statutes 244 19, Subd. 6.
(20) (20)
County Signature: Date:
Return completed and signed form by e-mail to: Julie Harrison at julie.harrison@state.mn.us.  (21)

Minnesota Department of Corrections, Financial Services, 1450 Energy Park Dr. #200, St. Paul, MN 55108
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Detailed Instructions:

Only approved positions should be reported. Probation officers used for drug court, specialty court, juvenile CHIP
cases, caseload/workload grant funded position’s salary are not eligible for CPO reimbursement. Do not include
salary costs for time spent as court referees or for court services secretarial work. To add a position contact Mary
Dombrovski by e-mail at mary.dombrovski@state.mn.us or 651-361-7167.

Detailed Instructions:
1) County (Cell L5)

a. Enter County by selecting drop down arrow and selecting county. If drop down arrow is not
visible, select Cell L5 and the arrow will display. If you have issues with this section, please contact
Julie Harrison at 651-361-7268.

2) Probation Officer Name (Column A)
a. Enter director’s name in the first row (Cell A11) and then the probations officer’s name after the
director. Do not enter position titles in this column.
3) Position Title (Column D)
a. Enter each positions title. (Column B)
4) Director Position (Column C)
a. EnterY (cell c11) to the right of the director’s position title to identify the director position.
Note: Leave blank for probation officers.
5) Position FTE (Column D)
a. Record the time employee works in the position.
i. Examples:
1. Full-Time 40 hours a week = 1.00.
2. Part-Time 30 hours a week = 0.75.
3. Part-Time 20 hours a week = 0.50.
4. Part-Time 10 hours a week = 0.25.

b. Note: If employee works part-time in the probation officer position and part-time in another
position, enter only the time the employee worked in the probation officer position. If employee
is partially funded under a grant position, enter the time the employee didn’t work under the
grant position. Example: Grant funded at 25% of salary enter .75 on the claim form.

6) Hourly Pay (Column E)
a. Employee’s total hourly rate of pay.
i. If employee works in two separate positions, do not split rate.
7) Start Date (Column F)
a. Enter the employee’s start date for each employee.
8) Last Day of Service (Column G)
a. Enter the employees last day of service, if applicable.
9) Annual Salary Paid (Column H)

a. Salary amount the employee was paid for the year. If the employee was not in the position a full

calendar year, record only the salary amount for the time the employee was in the position.
10) Total Fringe Benefits Paid (Column 1)

a. Total benefits paid for the year. If the employee was not in the position a full calendar year,
record only the total benefits amount for the time the employee was in the position. Fringe
benefit only include: FICA, retirement (PERA or MSRS), medical insurance, dental insurance, and
life insurance.

i. Note: The DOC no-longer requires counties to itemize fringe benefits, only total benefits.
11) Total Salary & Benefits Before Maximum Adjustment (Column J)

a. This column is the total of Annual Salary Paid and Total Fringe Benefits Paid before adjustments

for maximums. (Columns H and ).
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12) Decrease For Salary Maximum (Column K)

a. Use this column to adjust each employee’s salary so that the employee’s salary is not higher than
the salary max. See letter for maximums and minimums. Enter adjustment amount as a negative
number
Example below.

(10) 11 - 14

ot | Tots S}alary (12) (13) (s ta
(2) Fringe & Benefits | Decrease |Decrease For| Allowable
Benefits before Max | For Salary | Total Fringe | Salary and

Probation Officer Name Paid Adjustment | Maximum Maximum Benefits

Snoopy $31,000{ $121.000 $1,757 5796| $118.447
Minnie Mouse $156.000 576,000 575,000
Mickey Mouse $15.000 530,000 530,000
Crabby Paddy $15.000 $95.000 $3,356 591,644
Daffy Duck $31.000{ $106,000 '\ $2,322| $103.678
50 Pl 50
Decreases e 50
Enter Adjustment Amount as a negative 50

13) Decrease For Total Fringe Maximum (Column L)

a. Use this column to adjust each employee’s Total Fringe Benefits Paid so that the employee’s Total

Fringe is not higher than the total fringe max. See number 13 above for example.
14) Total Allowable Salary and Benefits (Column M)

a. This column is the Annual Salary Paid and Total Fringe Benefits amount after adjusting salaries and

benefits for the maximum amounts. (Column J less columns K and L).
15) Maximum’s & Minimums

a. Maximum reimbursable amount. According to state statute, reimbursement cannot be more
than the state contracts. Therefore, if salary or total benefits are higher than the maximum rate
of what a state agent or director is paid, then, the decrease columns must be used to adjust these
amounts to the maximum rates.

b. Minimum reimbursable amount. According to state statute, county employees must be paid at
least the minimum of state employees. Therefore, county employee’s salary must be equal to or
higher than the minimum. If an employee is below the minimum, then, salaries must be brought
up to the states minimum rate. If reported salary is less than the minimum rate due to leave of
absence, verify that the employee’s salary would normally be above the minimum and send an e-
mail explaining the difference to Julie Harrison at Julie.harrison@state.mn.us.

16) Total Paid (cell D29)

a. This total is a reference number for the DOC to compare the total number of reported positions to
the total number of approved positions. DOC will adjust this amount for an employee who leaves
a position and then another employee that fills the position during the year.

17) Grand Total (Cell M29)
a. Total of all employees (Director and probation officers’) allowable salaries and benefits.
b. The amount that will be used for the CPO reimbursement formula.

18) Reimbursement Claim(cCell M30)

a. This number is 50% of the Grand Total (Cell M30). The maximum reimbursement allowed by
statute. Reimbursements are currently less than 50%.
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19) Vacant Positions Tracking (Cell A34 — Cell M44) See below for example.

a. New for calendar 2017. DOC added this section so that vacant and/or filled positions could be
tracked more easily. Enter all positions that were vacant during the year, employee that filled a
vacant position and if a position has been vacant for one year or more, the position should be
abolished. If a County’s wants to add a position that has been abolished or a new position, they
should contact Mary Dombrovski at 651-361 7167.

i. Position: Enter the position description of the position that is/was vacant during the year.
ii. Employee Name Vacated: Enter the name of the employee that vacated the position. List
all position that were vacant during the year.
iii. Employee Name Filled: Enter the name of the employee that filled the vacated position.
iv. Abolish Position - If the position has been vacant for one year or more or the county
would like to abolish the position, enter Y for abolish in the abolish column. Give the
reason why the position is being abolished in the reason column.

Vacant Positions Tracking

(19)

Please complete the table below for positions that were vacant and/or filled during the calendar year. Mote if positions should be abolished.

If positions has been vacant for one year or more, please enter abolish and provide a reason. (19 iv)

(19 ii) (19 i) Abolish Position
Position  (19i) Employee Name Vacated Employee Name Filled Abolish Reason
Dir Snoopy N
Agent Crabby Paddy Minny Mouse N
Agent Daffy Duck Y Caseload insufficient

20) Certification
a. This is the certification section.

i. County Name - If the county name was entered at the top right of the form, then the
county name will automatically populate. This cell is locked.

ii. County Signature — Whomever your county has authority to sign the claim form is the
authorized signer. The DOC goes by the county’s signature authority.

21) Submitting the Form
a. Please e-mail the signed and dated form to Julie Harrison at Julie.harrison@state.mn.us by the
due date. There is no need to mail a hard copy to the DOC.
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Statute:

1 MINNESOTA STATUTES 2013 24410

244.19 PROBATION OFFICERS.

Subdivision 1. Appointment; joint services; state services. (a) If a county or group of
counties has established a human services board pursuant to chapter 402, the district court may
appoint one or more county probation officers as necessary to perform court services, and the
human services board shall appoint persons as necessary to provide correctional services within
the authority granted in chapter 402. In all counties of more than 200,000 population, which have
not organized pursuant to chapter 402, the district court shall appoint one or more persons of
good character to serve as county probation officers during the pleasure of the court. All other
counties shall provide adult misdemeanant and juvenile probation services to district courts i
one of the following ways:

(1) the court, with the approval of the county boards, may appoint one or more salaried
county probation officers to serve during the pleasure of the court;

(2) when two or more counties offer probation services the district court through the county
boards may appoint commen salaried county probation officers to serve in the several counties;

(3) a county or a district court may request the commissioner of corrections to furnish
probatien services in accordance with the provisions of this section, and the commissioner
of corrections shall furnish such services to any county or court that fails to provide its own
probation officer by one of the two procedures listed above;

(4) if a county or district court providing probation services under clause (1) or (2) asks the
comumissioner of corrections or the legislative body for the state of Minnesota mandates the
commissioner of corrections to furnish probation services to the district court, the probation
officers and other emplovees displaced by the changeover shall be emploved by the commissioner
of corrections. Years of service in the county probation department are to be given full credit for
future sick leave and vacation accrual purposes;

(3] all probation officers serving the juvenile courts on July 1, 1972, shall continue to serve
in the county or counties they are now serving.

(b) The commissioner of management and budget shall place emplovees transferred to state
service under paragraph (a), clause (4), in the proper classifications in the classified service.
Each emplovyee is appointed without examination at no loss in salary or accrued vacation or
sick leave benefits, but no additional accrual of vacation or sick leave benefits may occur until
the employee's total accrued vacation or sick leave benefits fall below the maximum permitted
by the state for the employee's position. An employee appeinted under paragraph (a), clause
(4). shall serve a probationary period of six months. After exhausting labor contract remedies,

a noncertified emplovee may appeal for a hearing within ten days to the comnussioner of
management and budget, who may uphold the decision, extend the probation period, or certify the
emplovee. The decision of the commissioner of management and budget 1s final. The state shall
negotiate with the exclusive representative for the bargaining unit to which the emplovees are
transferred regarding their seniority. For purposes of computing seniority among those employees
transferring from one county unit only, a transferred employee retains the same seniority position
as the emplovee had within that county's probation office.

Subd. 2. Sufficiency of services. Probation services shall be sufficient in amount to meet
the needs of the district court in each county. County probation officers serving district courts
in all counties of not more than 200,000 population shall also, pursuant to subdivision 3,
provide probation and parole services to wards of the commissioner of corrections resident in
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2 MINNESOTA STATUTES 2013 24419

their counties. To provide these probation services counties containing a city of 10,000 or more
population shall, as far as practicable, have one probation officer for not more than 35,000
population; in counties that do not contain a city of such size, the commissioner of corrections
shall, after consultation with the chief judge of the district court and the county commissioners
and in the light of experience, establish probation districts to be served by one officer.

All probation officers appointed for any district court or community corrections agency shall
be selected from a list of eligible candidates who have minimally qualified according to the
same or equivalent examining procedures as used by the commissioner of management and
budget to certify eligibles to the commussioner of corrections in appointing parole agents, and the
Department of Management and Budget shall furnish the names of such candidates on request.
This subdivision shall not apply to a political subdivision having a civil service or merit system
unless the subdivision elects to be covered by this subdivision.

Subd. 3. Powers and duties. All county probation officers serving a district court shall act
under the orders of the court in reference to any person committed to their care by the court, and
in the performance of their duties shall have the general powers of a peace officer; and 1t shall
be their duty to make such investigations with regard to any person as may be required by the
court before, during, or after the trial or hearing, and to furnish to the court such information
and assistance as may be required; to take charge of any person before, during or after trial or
hearing when so directed by the court, and to keep such records and to make such reports to the
court as the court may order.

All county probation officers serving a district court shall. in addition, provide probation and
parole services to wards of the commissioner of corrections resident in the counties they serve,
and shall act under the orders of said conumissioner of corrections in reference to any ward
committed to their care by the commissioner of corrections.

All probation officers serving a district court shall, under the direction of the authority having
power to appoint them, initiate programs for the welfare of persons coming within the jurisdiction
of the court to prevent delinquency and crime and to rehabilitate within the community persons
who come within the jurisdiction of the court and are properly subject to efforts to accomplish
prevention and rehabilitation. They shall, under the direction of the court, cooperate with all
law enforcement agencies, schools, child welfare agencies of a public or private character, and
other groups concerned with the prevention of crime and delinquency and the rehabilitation of
persons convicted of crime and delinguency.

All probation officers serving a district court shall make monthly and annual reports
to the commissioner of corrections, on forms furnished by the commissioner, containing
such information on number of cases cited to the juvenile division of district court, offenses,
adjudications, dispositions, and related matters as may be required by the commissioner of
corrections.

Subd. 3a. [Repealed, 1Sp2003 c 2 art 65 7]
Subd. 4. [Repealed, 1998 ¢ 367 art 75 15; 1998 ¢ 408 5 11]

Subd. 5. Compensation. In counties of more than 200,000 population, a majority of
the judges of the district court may direct the payvment of such salary to probation officers
as may be approved by the county board, and in addition thereto shall be retmbursed for all
necessary expenses incurred in the performance of their official duties. In all counties which
obtain probation services from the commissioner of corrections the comumissioner shall, out
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3 MINNESOTA STATUTES 2013 24419

of appropriations provided therefor, pay probation officers the salary and all benefits fixed by

the state law or applicable bargaining unit and all necessary expenses, including secretarial
service, office equipment and supplies, postage, telephone and telegraph services, and travel and
subsistence. Each county recetving probation services from the commissioner of corrections
shall reimburse the department of corrections for the total cost and expenses of such services as
incurred by the commissioner of corrections. Total annual costs for each county shall be that
portion of the total costs and expenses for the services of one probation officer represented by the
ratio which the county's population bears to the total population served by one officer. For the
purposes of this section, the population of any county shall be the most recent estimate made by
the Department of Health. At least every six months the commussioner of corrections shall bill for
the total cost and expenses incurred by the commissioner on behalf of each county which has
recerved probation services. The commissioner of corrections shall notify each county of the cost
and expenses and the county shall pay to the commissioner the amount due for reimbursement.
All such retmbursements shall be deposited i the general fund. Objections by a county to all
allocation of such cost and expenses shall be presented to and determined by the commissioner of
corrections. Each county providing probation services under this section 1s hereby authonzed to
use unexpended funds and to levy additional taxes for this purpose.

The county commissioners of any county of not more than 200,000 population shall, when
requested to do so by the juvenile judge. provide probation officers with suitable offices, and may
provide equipment, and secretarial help needed to render the required services.

Subd. 6. Reimbursement of counties. In order to retmburse the counties for the cost
which they assume under this section of providing probation and parole services to wards of the
commissioner of corrections and to aid the counties in achieving the purposes of this section,
the commissioner of corrections shall annually, from funds appropriated for that purpose. pay
50 percent of the costs of probation officers’ salaries to all counties of not more than 200,000
population. Nothing in this section will invalidate any payments to counties made pursuant to
this section before May 15, 1963 Salary costs include fringe benefits, but only to the extent that
fringe benefits do not exceed those provided for state civil service employees. On or before
July 1 of each even-numbered vear each county or group of counties which provide their own
probation services to the district court under subdivision 1, clause (1) or (2), shall submut to
the commissioner of corrections an estumate of 1ts costs under this section. Reimbursement
to those counties shall be made on the basis of the estimate or actual expenditures incurred,
whichever is less. Reimbursement for those counties which obtain probation services from the
commissioner of corrections pursuant to subdivision 1, clause (3), must be made on the basis
of actual expenditures. Salary costs shall not be reimbursed unless county probation officers
are paid salaries commensurate with the salaries paid to comparable positions in the classified
service of the state civil service. The salary range to which each county probation officer 15
assigned shall be determined by the awthority having power to appoint probation officers, and
shall be based on the officer's length of service and performance. The appointing authority shall
annually assign each county probation officer to 2 position on the salary scale commensurate with
the officer's experience, tenure, and responsibilities. The judge shall file with the county auditor
an order setting each county probation officer's salary. Time spent by a county probation officer
as a court referee shall not qualify for reimbursement. Reimbursement shall be prorated if the
appropration s msufficient. A new position eligible for reimbursement under this section may
not be added by a county without the written approval of the commissioner of corrections. When
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a new position is approved, the commissioner shall include the cost of the position in calculating
each county's share.

Subd. 7. Certificate of counties entitled to state aid. On or before January 1 of each vear,
until 1970 and on or before April 1 thereafter, the commissioner of corrections shall deliver to
the commissioner of management and budget a certificate in duplicate for each county of the
state entitled to receive state aid under the provisions of this section. Upon the receipt of such
certificate, the commissioner of management and budget shall draw a warrant in favor of the
county treasurer for the amount shown by each certificate to be due to the county specified. The
commissioner of management and budget shall transmit such warrant to the county treasurer
together with a copy of the certificate prepared by the commuissioner of corrections.

Subd. 8. Exception. This section shall not apply to Ramsey County.

History: JOI7 030750, 1033 c 20451, 1945 ¢ 51754, 1959 ¢ 608 £ 3, 1961 ¢ 4305 2-4;
1963 c 094 51, 1965 c 3165 7-11; 1065 c 6075 1, 1960 ¢ 2785 1, 196003905 ], 1971 ¢ 255 51;
J971 c 051 54143, 19730402514, 1973 ¢ 507 545, 1973 ¢ 054515, 1975¢ 25855, 1975¢ 271
56,1975 381521, 1976 c 1635 58, 1977 ¢ 281 5 1-3; 1077 ¢ 3025 8, 1080 c 617 547, 198] ¢
192520, 1983 c 274 5 18; 1085 ¢ 2205 5,6, 15pl085 c Dart 25 76, 1986 c 444, 1987 ¢ 2525 8;
J988c 305514, 1092 ¢ 570 art 1] 5 10, 1896 c 408 art 85 8, 1997 ¢ 230 qri 95 32,51, 1998 ¢
367 art 752,15, 1998 c 4085 10; 2003 c 12 ari 2531, 2008 ¢ 204 542, 2009 ¢ 101 art 2 5 109



