












































































































































e This position may require specific training or experience that is relevant to the
departn it and tasks |uired.

¢ This position is subject to worl inclement weather and hostile work
environments.

e This position req ‘"es the occasional exposure to hazardous materials and
conditions.

Must have a personal phone for contact 24 hours per day
o Maybe cz :d back to work for an emergency: .ation at any given time.
e Maybe 1contactv 1foullal 1age, unpleasant odors, and hostile public

Job Descriptic Ackr--lledgement

I, , have 2ad and understand my job description as
ree (Print

a/an . | also understand that if | ever have question

regarding my job description | am encouraged to request a meeting with my

supervisor and that | will be given a copy of my job description.

El e § Date

S sors { ature Date





































































10.

1.
12.

13.
14.

15.
16.

17.

18.

19.
20.

21.

22.

23.

24.

25.

26.

27.

28.

29.

30.

31.
32.

Coordinate with the £ iff/Chief De aty/Captains (5) updates and information in
the communities and ployees.

Answering incoming calls and correspondence directed to the Sheriff and Chief
Deputy.

Communicate with employees, complainants, offenders, and other individuals to
answer questions, disseminate/explain information and address complaints.
Compile, copy, sort and file records.

Operate and train employees on office machines such as computers, phone
systems, copiers, scanners, fax machines, etc.

Compute, record and proof data for records and reports.

Maintain and update filing, inventory, mailing and database systems either
manually or with a computer.

Open, sort, and route incoming mait as needed.

Process, create and prepare documents such as government forms, letters,
memos, and reports.

Rev v files records and other documents to obtain information to respond to
requests from the public and internal departments within the county.

Answer the telephone, take and relay messages and respond to general inquiries
from the general public, federal, state and local government.

Scheduling meetings and events involving the Sheriff and Chief Deputy.
Greeting visitors wishing to meet with the Sheriff or a member of the command
staff.

Receive all forms of communication directed to the command staff and ensure
that communications are answered in a timely manner.

Prepare and maintain general correspondence generated by the Sheriff or
command staff and monitor the flow of this correspondence.

Provide administrative support to the custodian of records with satisfying
statutory requirements relative to Open Records Reqi  ts.

Manage all files that are statutorily required or that are deemed to be beneficial in
creating and maintaining.

Manage records in compliance with statutory requirements of the Texas
Commission on Law Enforcement Officer Standards and Education relative to the
licensing of Sheriff's Office personnel and members of the County Jail Facility
(approximately one hundred twenty-five (125).

Manage records retention/destruction schedule for all department records and
case files.

Prepare meeting notifications, press releases and disseminate the information
through oral and written communications to the public media.

Provide administrative support to command staff in preparation of statutorily
required annual reports.

Analyze, troubleshoot and assist with issues from the public and other county
officeswt ¢ ning to the daily operations of the Burnet County Sheriff’'s
Office.

Coordii e, troubleshoot, train on and maintain updates to the * w Enforcement
module of county database system.

Prepare purchase orders as needed for all divisions of the Sheriff's Office.
Maintain, Schedule and coordinate all outside training registrations, lodging and
per diem.
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7.
8.
9.

~

k)
ies involved in the efficient operation of tI
department as assigned or required.
Attend professional conferences as required.
Order, recei and distribute incoming shipments of equipn 1t and supplies in
the Sheriff's Office.
Mana¢ inventory of all office supplies.
Reviewing and tracking of invoices.
Collect and disseminate office information to the county Grant Administrator when
requested.
Act as liaison with TRIAD of Burnet County.
Prepare minutes for the Training Coordinator Board meetings
Regular attendance and adherence to work schedules are required.

EDUCATION EQUIRS*EMTS

e High School Dipioma or equivalent is required.
e Must be bondable
e Must hold a valid Texas Driver’s License

EXPERIE E AND SKILLS

Four (4) years of comprehensive administrative clerical or secretarial experience.
Must have extensive knowledge of county policies relative to personnel matters
and the expenditure of county funds.
~ tensive knowledge in the statutory requirements of TCOLE, the Texas Open
scords Act, the retention of records maintained by this office
tensive knowledge of the reporting requirements of the State of Texas Annual
Reports.
Must have excellent computer skills and the ability to utilize all facets of the
“Microsoft Office Professional” software.
Skilled in the use of all types of office equipment and the ability to train others in
the use of this equipment is desirable.
Have a working knowledge of the office PBX system.
Must have the ability to concentrate on a task over a period of time without being
distracted.
Ability to use computer systems necessary to perform duties. Requires
knowledge of administrative and clerical procedures and systems such as word
processing, managing files, and records, transcription, completing and ¢ 1ting
forms and reports and other office procedures and terminology.
Requires knowledge of basic arithmetic including adding, subtracting,
multiplication, division, and fractions. Must be able to choose the right
mathematical method or formula to solve a problem. Requires knowledge of
basic bookkeeping and accounting principles and practices including payroll
processing and reporting of financial data.
Must have the ability to meet, serve, convey information and interact with the
public and coworkers in a professional and efficient manner. Requires knowledge
of principles and processes  providing customer services. Must also spe
clearly so that others can understand you. Must be an active listener and give full
attention to what other people are saying, taking time to understand the points
being made, asking questions as appropriate and not interrupting at inappropriate
times.
Must have the ability to perform detailed work with speed and accuracy

Business Manager SO11-04-19
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e Must! the abilitytop  irerecorc inasys natic, neat and legible n  ner

e Must have the ability to maintain confidentiality

e Requires t ywledge of the structure and content of the English langt
including the meaning and spelling of words, rules of composition and grammar.

e Must understand written sentences and paragraphs in work-related documents

e Must communicate effectively in writing

e Must also have the ability to read and understand information and ideas
presented in writing.

e Requires communication and interpersonal skills with the ability to present
information respond to questions from a variety of people with different
backgrounds

e Ability to work independently without direct supervision.

e Must have the ability to make decisions under stressful conditions and situations

PHYS|~*' DEMANDS AND WORK ENVIRONMENT

This posiuon typically performs a significant portion of work while sitting at a desk or table,
however, while performing the duties of this position, the incumbent is regularly required
to sit, walk, type, stand, stoop, lift, push, pull, carry and bend. This position typically
performs a significant portion of work while standing, kneeling, reaching and climbing.
This position requires the handling of objects of varying weights and shapes, requiring
good physical conditioning, flexibility, and balance. This position requires occasional
physical labor, endurance, and mental well-being.

The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential duties of this position. While performing
the duties of this position the employee is frequently required to talk, hear, see, walk, run,
sit, stand, kneel, climb, feel, and lift.

crECIA' ZONDITIONS
e This position requires the passing of an extensive pre-employment background
investigation.
e This position may require specific training or experience that is relevant to the
department and tasks required.
e This sition is subject to working in inclementv ather and hostile work
environments.

This position requires occasional exposure to hazardous materials and conditions.

Must have a personal phone for contact 24 hours per day

May be called back to work for an emergency situation at any given time.

May be in contact with foul language, unpieasant odors, and hostile public

Either possess or be capable of obtaining the education and skills necessary to

effectively function as the assistant to the department head and command staff in

the la 2st division of local county go©  nment.

e Formal education equal to the level of an Associate Degree in a business-related
field is desirable but not  juired.

e To be successful, the individual who fills this position should be multi-task
oriented and possess excellent organizational awareness in order to coordinate
multiple assignments while staying abreast of changes in job-related practices,
policies, and procedures. A mature and professional approach to this job will also
contribute to this individual’s ability to excel as the Administrative Secretary to the
Burnet County Sheriff.
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gﬂgﬁ’i’;}; Donna Fritsch <dfritsch@burnetsheriff.c 1>

Budget Ini _ ‘'mation Needed ASAP

Joshua Swain <jswain@burnetsheriff.com> Thu, Jul 3, 2025 at 11:52 AM
To: Donna Fritsch <dfritsch@burnetsheriff.com>, Alan Trevino <atrevino@burnetsheriff.com>

Here is the list | put together. This has not been verified by Tessa yet. | will be here Monday and will continue to try and
get with her then.

196
200
204
195
194
203
206
213
217

215
[Quoted text hidden]



BURNET COUN Y ¢ :RIl 'S OFFICE
Calv

P.0. BOX 1249 Burnet :xas 78611
Phone: (512) 756-8080 Fax: (512) 756-4064

TO: Burnet County Commissioners Court
From: Captain Mike Sorenson

Date 7-24-25

Ref: CIT Position

The Crisis Intervention unit (CIT) has ben funded by Bluebonnet Trails Community Center
(BBTCC) for the past 12 years. This funding is now no longer available, the funding will be
ending Sept. 30" This position is extremely valuable, it fills a need in our County by recognizing
those in need of assistance with mental health issues. In years past when we didn’t have the CIT
unit, the most common thing for officers to do, was make an arrest for misdemeanor charges,
such as criminal trespass, P.I. etc.

With the creation of this program, the Burnet County Sheritf’s Office has trained officers with
every agency within Burnet County. The purpose was to help identity people in crisis, utilize de-
escalation techniques, learn basics of understanding mental illness and specific traits of
behaviors, commonly associated with mental illness. The purpose is to be able to de-escalate a
situation, then determine what’s actually occurring, to more eftectively address this crisis rather
than automatically make an arrest.

The diversions from the jail serves two purposes. One is to get the person in crisis to the correct
facility, when needed for treatment and or medications. The second one saves the County money,
by diverting this person in a mental health crisis, to an appropriate inpatient facility for
treatment.

Another positive outcome from having these CIT officers available is that use of force has

decreased as well.

Stats:
2023
Tot: calls for CIT 435

Calls from City L.E. 212
Calls in County 223

Training class hours 230
Man, hours on CIT calls. 619 = avg. 1.43 hrs. per call

Diversion from the jail. 22 people for a dollar savings of $81,400
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43
‘ Calvin Boyd
W SHERIFF
P.0. BOX 1249 Burnet, Texas 78611

Phone: (512) 756-8080

Stats:
2024
Total calls for CIT 557

Calls from City L.E. 268
Calls from County 289

Training class hours 210
Man, hourson ca .89(0 1.60 hrs. per call

Diversion from jail. 64 people for a dollar savings of $153,060

Formula for identifying dollar savings in the jail.
$80.00 per day for a person to be kept in the Burnet County jail.

Multiplied by the number of average days an inmate with a misdemeanor would stay in jail
which is 30 days.

Multiplied by the number of inmates in a year that have been diverted.

Any diversions made can now be utilized to generate income from other counties.







Page 2
B DC | BY CLIENT DEMOGR HICS
Jan. Feb. March
27 21 19
1
2
27 24 19
White femaie 24 17 8
Black fermala 2
Hispanic 1 2 1
Other fan 1
TO1 F } 27 19 10
Vi 1S 8 7 4
Veterans
Ho ess
Cutter

NUMBER OF CALLS BROKEN DOWN BY SIX HOUR INCREMENTS

Jan, Feb. March
nnpo-0559 (12:00 a.m. to 5:59 am.) 4 5 6
)-1159 (6:00 a.m. to 11:59 a.m.) 9 10 4
1200-1759 (12:00 p.m. to 5:59 p.m.) 26 17 11
1800-2359 (6:00 p.m. to 1159 p.m.) 14 12 8
TOTAL CALLS 53 44 29

NUMBER OF CALLS BROKEN DOWN BY DAY OF THE WEEK

Jan. Feb. March
Monday 9 6 3
Tuesday 10 7 7
inesday 5 1 6
rsday 9 7 6
Fridav 5 4 3
S y 1 2 1
S 4 7 3
TC .CALLS 53 44 29

Crisis Intervention Team
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2
1
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July
22

25

22

July

13
17
18

52

July
12

10
13

52

Aug.

26

27

25

28

Aug.

22
17
14

55

Aug.

10
"
12

55

Sept.

21

22

13

Sept.

-
o &

37

Oct.

27

29

20

31
13

Oct.

17
21
19

60

Nov.

23

27

Nov.

13
13

40

Nov.

oo

~N OGN M

Dec.

41

17
1"

Dec.

Ll
13
22
14

60

Dec.

%
92.8%
2.0%
5.2%
0.0%
55.1%

78.4%
4.0%
16.0%
1.6%
44.9%
13.8%
0.2%
0.0%
0.0%

%

12.7%
21.0%
36.6%
29.6%

100%

%
15.3%
15.1%
17.2%
14.9%
13.1%
12.0%
12.4%

100%

Total
285

16

307

196
10
40

250
77

Total

71
17
204
165

557

Total
85
84
96
83
73
67
69

557
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P: 3 Crisis Intervention Team

DOWN OF THE TYPES OF COMMITMENTS/TRANSPORTS AND 'OLVED FACILI S
Jan. Feb. March April May June July Aug. Sept. Oct. Nowv. Dec. Total
Austin »s Hospital NED
oPC
Voluntary/Non
Au Oaks Hospital NED 1 1 1
OoPC
Voluntary/Non
Austin State Hospital NED
OoPC
Voluntar  >n
Canyon Creek NED 1 1 2 1 3 2 2 3 1 1 1
OoPC
VoL 1 1 1
Cedar Crest Hospital & RTC NED 1 1 1 1 2 1 1 1
oPC
Voluntary/Non 1 2 1
Cross Creek Hospital NED 1 2 1 2 1
oPC
Voluntary/Na 1 2
Exte »d Observation Unit NED 1
oPC
Voluntary/Non
D NED 1 2 2 2
oPC
VOL
Georgetown Behavioral H. I. NED 6 5 1 3 6 7 3 4 2 3 2 1
OPC
Voluntary/No
ock Springs Hospital NED
oPC
Voluntary 1 1 1 2 1 1 1 3 1
Shoal Creek Hospital NED 1
OPC
Voluntary
V.A. Waco Medical Center NED 1
oPC
Voluntary/Non
Res )Home Voluntary
DIV 3ION NED 3 3 4 4 8 5 4 1 7 3 4
OoPC
Voluntary/No 3 1 1 1 1 3 1 1 2 1
oc is NED 1 1 2
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21

15

10

16

24

25

18

29

13

29

23

21

244



25, 11:20 AM

at
Percentage of Call:

% to Austin Lakes Hosp.

% to Austin O Hosp.

% to Austin State Hosp.

% to Cedar Crest Hospital & RTC
% to Cross Creek Hospital

% to Extended Observation Unit
% to Georgetown Behavioral H.I.
% to Rock Springs Hospital

% Shoal Creek Hospital

% to V.A. Medical Ctr.

Other

F w-up calls in 2018 20

Restraints

Calls Outside City Limits
Calis Inside City Limits

COURTESY RIDES:

Public Place
Rusiness/Bui g
‘ivate Residence
aspital
Treatment Center
PES
MHMR/Respite

TOTAL COURTESY ES
Man Hours Spent on Calls

Average me Spent on Calls

CIT Awareness/Training Provided: (hours)

Jan.
0.0%
0.0%
0.0%
0.0%
0.0%
0.0%
11.3%
3.8%
0.0%
0.0%
5.7%

Jan.,

0

32
21

Jan.

77.0

1.45

Feb.
0.0%
0.0%
0.0%
2.3%
0.0%
0.0%
11.4%
6.8%
0.0%
0.0%
0.0%

Feb.

o]

14
30

Feb.

'sulted in a Notification of Emergency Detention (NED)

March
0.0%
3.4%
0.0%
0.0%
0.0%
0.0%
34%
0.0%
0.0%
0.0%
10.3%

March

0

12
17

March

450

1.55

30

April
0.0%
0.0%
0.0%
2.2%
0.0%
0.0%
6.7%
0.0%
0.0%
0.0%
8.9%

April
0
21

24

April

61.0

May
0.0%
0.0%
0.0%
0.0%
0.0%
2.4%
14.3%
7.1%
0.0%
0.0%
9.5%

May

0

24
18

May

72.0

1.71

30

2024 irly stats.xlsx - Google Sheets

Crisis Intervention Team

June
00%
0.0%
0.0%
2.5%
0.0%
0.0%
17.5%
10.0%
0.0%
0.0%

20.0%

June

19

21

June

67.0

40

July
0.0%
0.0%
0.0%
1.9%
1.9%
0.0%
5.8%
5.8%
0.0%
0.0%
9.6%

July

25
27

July

Aug.
0.0%
0.0%
0.0%
3.6%
3.6%
0.0%
7.3%
55%
1 ,BD/D
0.0%
7.3%

Aug.

27
28

Aug.

83.0

1.51

38

Sept.
0.0%
0.0%
0.0%
2.7%
2.7%
0.0%
5.4%
2.7%
0.0%
0.0%
2.7%

Sept.

25
12

Sept.

59.0

1.59

33

Oct.
0.0%
1.7%
0.0%
0.0%
0.0%
0.0%
5.0%
M1.7%
0.0%
1.7%
M1.7%

Oct.

38
22

Oct.

100.0

1.67

Nov.
0.0%
0.0%
0.0%
2.5%
5.0%
0.0%
5.0%
12.5%
0.0%
0.0%
7.5%

Nov.

20
20

Nov.

74.0

1.85

Dec.
0.0%
1.7%
0.0%
1.7%
1.7%
0.0%
1.7%
3.3%
0.0%
0.0%
6.7%

Dec.

32
28

Dec.

15

Average
0.0%
0.6%
0.0%
1.6%
1.2%
0.2%
7.9%
5.8%
0.2%
0.1%
8.3%

289
268

Total

4

18
TOTAL
890
Average
1.60

Total
210.5



7123125, 11:20 AM 2024 yearly stats.xl Goot  3hee

Page 5 Burnet County Crisis Int  :ntion Team Savings ]
2024 Savil
KN e I FLNT N RIS S S i N i o
0 Consumers diverted from ER X SRS =
024
Consumers diverted from follow up x $1,552.00 = $0.00
Li CHAL 202 SAVINGS 10 COUNTY 153 600 SRR TR AN

In 2024 average stay at $80 a day at average stay of 30 day 80
**** Savings amount reflects yearly re-evaluation by Sheriff's Office Auditor



Burmet Courmty
Sherif ’s Office

Additiona Patrol Deputy Request/ Patrol Corporal Pay



wl B |l VvV s'or & ¢

* 4 Shifts
* Alpha (Day Shift)
* Bravo (Night Shift)
* Charlie (Day Shift)
* Delta (Night Shift)

* Positions
* 4 Staff Sergeants
* 4 Corporals
* 23 Fie d Deputies



(11 'enf Staflir.g £Assignme

e Alpha (Day Shift)
» 1St: fSergeant
e 1 Corporal
* 5 Deputies
e Bravo (Night Shi t)
1 Staff Sergeant
e 1 Corporal
* 6 Jeputies



- en S.eff o, rs g

* Charlie (Day Shift)
1 Staff Sergeant
e 1 Corporal
* 6 Deputies

* Delta (Night Sh t)
1 Staff Sergeant
* 1 Cc poral
* 6 Deputies

lq‘



Cuire~{ §i: ff ng

* Real Worle Staft ng
* 16 Deputies on shifts (70%)
4 Deputy vacancies
1 Deputy on loan to Court Security
1 Cadet in academy session
1 Deputies in training (working with a training deputy)






Bucdge! F equest

« Four Additional Deputies
» 1 Added to each patrol shift

 Corporal pay increase
» Corporals are currently paid as field deputies






fdd*tional L puty Benel i

» Emergency Operations Coverage
 Available staffing for call in on short notice
+ Availability to staff dedicated units to such events
* Quicker Response Times
* Ability to cover Calls for Service faster
» ravel time is shortened with more units on the road

 Officer Safety

* More read y available bac :ing units
« Backing units decrease uses of force






Corporal Pay

 Patrol Corporals (Last year build out)
» Built in a secondary layer of supervision without pay increase
* Provides for 24 hour supervision on all shifts
» Requesting for pay adjustment for this intermediate supervisor

* Districting of the county

« Used with great success during increased staffing operations for the
April 2024 eclipse

« With appropriate staffing, districts will increase coverage in higher call
volume areas as well as decrease response times

 Field deputies will better know their areas of responsibility






