ISAC’s 2009 CHECKLIST

FOR COUNTY SUPERVISORS
Every county supervisor has to become familiar with many county functions and make decisions regarding many pending policy issues. With the wide range of issues inherent in county government, this brief checklist is neither exhaustive nor detailed.  Instead it is intended to provide some guidance to county supervisors -- questions to ask, matters to pursue – in order to get a better handle on the complex job of Iowa county supervisor. 
Not everything on this checklist is mandatory.  For instance, we ask if your board has included a public comment period at board meetings.  We also ask if your personnel policies include any mention of a dress code.  You don’t have to allow public comment at board meetings, and you don’t have to have a dress code.  But these are both examples of good things to think about as you ponder what you want your county government to look like. 

ADA

· Who is the county’s Americans with Disabilities Act (ADA) coordinator?

· Has the county ever had any ADA complaints?  How were they resolved?

· What steps does the county still need to take to come into full compliance with the ADA?
· How does the county publicize the identity of its ADA coordinator?
ADMINISTRATIVE
· What is the administrative structure within the offices under direction of the supervisors, such as the CPC administrator and the county engineer?  What are the lines of responsibility from these offices up to the supervisors?

· What board-related duties are vested with the auditor?  Are any administrative duties vested in a position other than the auditor?  Does the board have an administrative assistant?
· Has the board considered holding evening meetings or alternating meeting times to allow greater attendance?

· Has the board adopted parliamentary rules and rules of conduct/decorum for public meetings?

· Has the board included a public comment period at board meetings?

· Has the county undertaken any special studies of its administrative structure (performance audits, citizen or business task force, consulting studies)?

· Has the county completed its Health Insurance Portability and Accountability Act (HIPAA) compliance for both privacy and security?  Who is in charge of HIPAA compliance?
· Has the board made the required appointments to the 25 different county positions, such as county commission of veterans’ affairs, county conservation board, and general assistance director?

· How many “official newspapers” does the county have?  Which ones are they?  How much does the county pay annually for the publication of public notices in these official newspapers?

· Are all board meetings held in compliance with the Open Meetings Law?

· How much does the county charge for copies of public records?  Does this differ by office?
· Are employees in every county office trained on what to do if someone requests a copy of a public record?

· Is smoking allowed anywhere on county property?  What have the supervisors done to implement Iowa’s 2008 Smokefree Air Act?
· Does the county have a policy regarding the disposal of county property?
AGING

· How many elderly consumers does the county currently serve and what numbers are projected within the next five years? 

· What are the community relationships that have been cultivated and volunteer resources mobilized by county employees?

· Do any county programs for elderly consumers have a waiting list for service? 

ASSESSMENT AND VALUATION OF PROPERTY
· When did the county assessor last assess county property for taxation purposes?  When will it be done again?
· Does the county assessor do the assessment, or is that work contracted out?
· Who sits on the conference board that oversees the work of the assessor?
· What is the total value of the assessed property in the county?

· What is the assessed value of the tax exempt property in the county?
· How many TIF districts are there in the county?  How much revenue does the county forego annually due to TIF districts?
CHILDREN AND YOUTH
· What direct services does the county provide to children?
· What are the differences between juvenile shelter care and juvenile detention?

· What are the trends related to county expenditures for juvenile detention?

· What juvenile detention facilities does the county use?
· What are the trends related to county expenditures for juvenile shelter care costs?
· What juvenile shelters does the county use?

· How have state policies affected county services to juveniles?

CORRECTIONS/PUBLIC SAFETY
· What is the jail’s current population?  What is its capacity?  What are the demographics of the population?  
· Does the jail hold women and juveniles?

· What percentage are pretrial, presentence, sentenced, state parole violators, state probation violators?

· Are any prisoners housed in other counties?  What is the annual cost of housing prisoners out of the county?  Does the jail house any prisoners from other counties, other states, or federal prisoners?

· When was the most recent jail inspection?  What were the results?
· What is the general condition of the jail?

· Does the jail have a legally supported strip search policy?  A restraint policy?  A suicide prevention policy?  A policy on distribution of medications?

· Who provides medical care to prisoners?

· How are prisoners’ medical expenses paid?

· Does the jail charge prisoners room and board?  How much?  Where do the proceeds go?
· What special programs are available to prisoners, such as GED?
· What is the obligation of the cities in the county to provide law enforcement?

· Does the sheriff’s office do any contract law enforcement?

· How much time do deputy sheriffs spend transporting prisoners?  What are the costs associated with transportation of prisoners?
· Does the sheriff’s office use reserve officers?  For what tasks?
· How many full-time employees in the sheriff’s department?  How many part-time employees?  Are they civilian employees or certified deputies?

· Does the sheriff’s office provide 24-hour law enforcement?

COURTS/COURTHOUSE
· What is currently provided to the court system as far as courthouse space, telephones, etc.?
· What is the arrangement for paying for remodeling, maintenance, and custodial work for the court system?  

· Do county employees provide security in the courtrooms?

· How adequate is the current courthouse security?
· What upgrades in courthouse security are most essential?
· Is there a committee responsible for looking at courthouse security issues?
· Is there a written evacuation plan in the event of a courthouse emergency?
ECONOMIC DEVELOPMENT
· Have you met with the county community development and/ or economic development director to learn about programs and funding streams?  

· Have you met with the county/ regional economic development agencies (local development district, planning and development commission, industrial development corporation, etc.)?
· Does the county offer any infrastructure or tax incentives for economic development?

· Have you met with the county / regional tourism officials to learn about programs and funding streams?
· Does the county have a hotel tax and if so, for what purposes?  What is the duration of the tax?

· Does the county have a local option sales tax?  If so, for what purposes?  What is the duration of the tax?

ELECTIONS
· Is the county compliant with the federal Help America Vote Act (HAVA) requirements, including registration, voting equipment, vote counting, voter accessibility, alternate language, and absentee ballot requirements?

· What voting equipment does the county use?  Is the county going to have to switch to different voting equipment?
· What has it cost the county to comply with HAVA?

· What steps has the county taken to comply with ADA requirements for polling places and equipment?

· Does the county have adequate storage space for election equipment?

· Is it difficult to find pollworkers?  If so, why?

· Are there certain days and times of day that county auditors’ offices are required by law to be open for election purposes?

· Who decides whether certain polling locations should be closed due to low voter turnout?
EMERGENCY MANAGEMENT / HOMELAND SECURITY
· What are the supervisors’ responsibilities and prerogatives in the event of emergencies of varying types?
· What boards and committees do the supervisors participate in, or appont members to, regarding emergency management, homeland security and E911?
· How is the regional funding emphasis by Iowa Homeland Security impacting the county?
· What Homeland Security grants are in effect or pending?

· Has the county inventoried its vulnerable infrastructure?

· How much does the county E911 Service Board collect in surcharge money, and what does the E911 Service Board use it for?
· Are there any emergency management plan revisions pending?
· What training do I need to take as a supervisor to become more aware of my role in emergency preparedness?
FAIRGROUNDS

· Does the county own the land on which the fairgrounds are located?

· Who insures the property and buildings?

· What is the board’s involvement with the fair board?

FINANCIAL
· What are the county’s current tax bases and rates?

· What are the county’s historic and projected trends for tax bases, income and expenditures?  What is the relative rate of growth in different budget areas?

· What are the procedures for receipt and approval of invoices and payment of bills?

· What method of accounting does the county use?
· What is GASB 45?  What is the county doing to comply with GASB 45?

· What are the county's major operating funds and what is the purpose of each of those funds?

· How does the county borrow money?

· What has been the desired range of operating reserves?

· What has been the county's philosophy for capital budgeting?  

· What has been the desired range of capital reserves and does it have a multi-year capital budget or plan?

· What debt does the county have outstanding, for what purpose, at what rates, for what duration?

· What is the county's written investment policy?  
HUMAN SERVICES 
· What services (e.g. child protective services, food stamps) are provided exclusively by the state?  What services are provided exclusively by the county?
· How have reductions in state funding for county-managed human services impacted the county’s delivery of services?

· When it comes to the delivery of county-managed services:

· How do we measure our progress? 

· How often do we measure our progress?

· Is funding related to progress?

· Are our priorities for human services the same or different from those of the state?

· Is it difficult to hire and retain qualified staff?

· Are county programs involved in collaborative community efforts and partnerships?

· Does the county provide free office space for DHS workers,  or does DHS pay rent?

· What does your general assistance ordinance look like, and what form of assistance does the county provide to poor persons and needy persons?

· Does the county fund any services for juveniles beyond your required contributions to shelter, detention and juvenile defense?

INSURANCE
· Does the county have a Risk Manager? Loss Control Coordinator? Claims Coordinator?

· Who are our local insurance brokers or agents?

· Where are the county’s copies of current and all prior insurance policies kept? 

· Which of these coverages does the county have:  Property(including Flood and Earthquake); Auto Physical Damage; Boiler and Machinery; General Liability; Automobile Liability; Public Officials Liability (E&O); Law Enforcement Liability; Employment Practice Liability; Excess Liability Insurance or Umbrella Policy; Workers’ Compensation; Health Insurance (including dental, vision, etc.); Civil Rights Liability; Crime Insurance; Surety Bonds; Fidelity Bonds (minimum limits per state statute); Life Insurance; Accidental Death & Disability, Short Term Disability, Long Term Disability?

· Is the county self-insured or a member of an insurance pool for any of these coverages?  If self-insured/pool what is the self-insured retention (the deductible) of the program?  What third party vendors are used for claims and loss control? What is the county’s deductible for each line of insurance?  Does the county’s insurance provider provide loss control services?  How are loss control inspections performed?
· What are the expiration dates for the county’s policies?

· What is the annual premium for the policies carried by the county?

· When does the county get loss reports? Who gets the reports to review?

· Who in the county reports claims to our insurers?
· What is the procedure for filing tort claims for damages against the county (e.g., rock from a county truck breaks a windshield, tree in the right-of-way falls and breaks a house window)?

· Does the county have a self-inspection program for county buildings and property?

· Does the county have a Safety Committee?  Who is the chairperson, and how often does the committee meet? Does it report directly to the supervisors? 
· Does the county have a policy for those who drive on county business, including the use of personal autos?

· Does the county have standard operating procedures for personnel (hiring, interviewing, etc.), safety, and loss control?  

LABOR RELATIONS
· What collective bargaining units exist in the county?  Are any certification or decertification elections pending? 
·  What are the expiration dates of existing contracts?

· Who is the county’s labor relations representative?

· Who are the business agents for the collective bargaining units?

LEGAL
· What legal actions are currently pending, both on behalf of and against the county?  Who represents the county in each action?  Is the county’s insurance carrier involved?
· What issues is the county currently facing in which legal action is anticipated?
· Is the county attorney full-time or part-time?  
· Are there times when the county attorney will attend board of supervisor meetings?

· Is their a standard procedure to solicit legal advice from the county attorney?  In what format is it requested and delivered?  Who is entitled to share in this advice?
· How does the attorney-client privilege apply to the relationship between the county attorney and the board of supervisors?

· What are the proper topics for legal advice from the county attorney?  How does that differ from advice regarding policy?  
· Under what circumstances may outside counsel be employed to deal with county issues?
· Do other elected officials seek approval from the board of supervisors before hiring outside counsel?

LEGISLATIVE

· Is board agenda time set aside to review pending state and federal legislation and regulations?

· How do we get information about pending state and federal legislation and regulations?

· What is the nature of the relationship between the county and its state and federal legislators?

· Has the county established a meeting schedule and communication link with its state and federal legislators?

· Do we ever go to Des Moines to lobby on behalf of the county?

MEDIA
· Who is responsible for distributing county information to the local news media?
· Who informs the media of upcoming board meetings?  

· Have county officials been trained regarding how to work with the media?

· Does the county have a website?  If so, who maintains it?  What information is available on it?
· Does the county have other forms for dissemination of information to the public, such as list serves or e-mail?

MENTAL HEALTH / MENTAL RETARDATION
· What is the concept of “legal settlement,” and why is it important?
· What populations are eligible for services though the county’s MH/MR/DD/BI program?

· What is the financial eligibility for services through the county’s MH/MR/DD/BI program?
· Do any county MH/MR/DD/BI programs have a waiting list?  If not, is the use of a waiting list contemplated for any services in the near future?

· What is the “county management plan”?  How is it created?

· What is the size of the county MH/MR/DD/BI budget?  Is this figure up or down in the last five years?  Why?

· What is “Medicaid targeted case management”?  In the Iowa Code the county is charged with the responsibility of providing this service.  Who does our county’s case management?

· How many people are returning to community-based services from state institutions?  Is this number trending upward?  How does that affect the demand for local services?

· What is the federal match for county MH/MR/DD/BI expenditures?

· What is the “single entry point process” for the delivery of 
MH/MR/DD/BI services?

· Who finds hospital beds for mentally ill persons who are involuntarily committed by the court?  Why is that an issue right now?
· What supports does ISAC provide to the county regarding MH/MR/DD/BI programs?

PERSONNEL
· Does the county have personnel policies or an employee handbook?  To whom do the apply?
· Have the county’s personnel policies been reviewed recently for compliance with state and federal statues and case law?  
· How does the county ensure that employees are aware of their rights and responsibilities under the personnel policies?  Is there periodic training?

· Do the personnel policies address:

· sexual harassment?
· computer use?
· snow closure?
· dress code?
· political activity?

· use of county-provided cell phones?
· Which county employee is responsible for benefits administration?
· Are all county officials doing employment interviews trained in how to conduct a legal interview?
· What health insurance coverage is offered to county employees?  Who is eligible?  Is it available to spouses and children? 

· Does the county offer longevity pay?  Severance pay?
· Which county employees work under civil service commission rules?  Who is on the civil service commission?
· Does the county keep written certificates of appointment on file for all employees?
· Are there any employee recognition programs?

· Who is on the county compensation board?  Has the compensation board made its salary recommendations for the upcoming fiscal year?

· Does the county use written job applications for all county job openings?
· Do all county job applications inquire as to the veteran status of the applicant?
· Is the hiring process centralized or decentralized?  If it is centralized, which office oversees it?  If it is decentralized, how is consistency ensured?

· Which department heads report directly to the board?  Are performance evaluations conducted by the board on these employees periodically?

PLANNING AND LAND USE

· Is the county zoned?

· Does the county have a comprehensive development and land use plan?

· If so, how recently was the county’s comprehensive plan updated?

· Does the county have subdivision regulations?

· Has the county adopted a building code?  Is it enforced?  By whom?

· Has the county adopted floodplain regulations?
· Does the county use GIS to map county land use?  If so, is it also used to support other county services (voting districts, enhanced 911, human services caseload distribution, etc.)?  Is it done in cooperation with cities and state agencies?

· Are there any land use strategies underway involving cooperative development with the county’s cities?  Adjacent counties?  A regional planning commission?

· Do any of the cities in the county exercise extraterritorial jurisdiction of their zoning or subdivision regulations?

· Does the county enforce any zoning, subdivision or building codes for any cities in the county?

· Does the county use the master matrix to review applications construction permits for animal confinement operations?

· What is the board’s role in land use decisions?

· What are the roles of the planning and zoning commission and the board of adjustment in land use decisions?

PLANT AND EQUIPMENT
· Does the county conduct an annual appraisal to establish the value of its buildings?

· What properties does the county own?  Lease?

· Are there systems in place to maintain inventory of plant and equipment and its value?

· Are there systems in place to maintain inventory of other infrastructure (bridges, e.g.)?

· Has the county done an energy audit of HVAC and electrical systems?

· Does the county have in place a capital improvement plan for repair/replacement of county facilities?

· Are there any building projects currently planned or under way?

· How recently has the county reviewed its telephone service (both equipment and service provider)?  

· Does the county use analog or digital communications equipment and, if analog, has conversion to digital been studied?

· Does the county have a vehicle maintenance program, and who is responsible for monitoring the program?

· Is a policy or procedure in place for procuring new equipment, vehicles, maintenance services, building repair services, etc.?

· How does the county dispose of surplus property?  Is this centralized or department-by-department?

PUBLIC HEALTH

· Does the county employ public health nurses, or are those services contracted out?

· Does the county have a contract with the state to do restaurant inspections?

· How much income does the public health department generate for the county each year?  What percentage of the public health budget comes from non-county sources?

· Does the county employ a sanitarian for well and septic permitting or are these services contracted out?
· Do any supervisors sit on the board of health?  If not, are there regular meetings between the two boards?

· What is Public Health Redesign and how will that impact the county?
PUBLIC WORKS
· How many bridges does the county own, and what is their condition?

· Does the county have in place a capital improvement plan for bridges and other public works?

      What secondary road construction is planned in the county?  Is it sufficient to meet traffic growth?  Is it sufficient to keep the paved roads in good shape?
    What state and federal requirements affect the operation and maintenance of roads?
      What decisions regarding road construction and maintenance does the board delegate to the county engineer?  What decisions does the board make itself?

      Are there any drainage districts in the county?  If so, which districts does the board have responsibility for and which ones are overseen by elected trustees?

     What liabilities does a county face regarding  its road system?    When does action place you at risk?   When                          does inaction place you at risk?
RECREATION
· What parks or other recreation facilities are owned and operated by the county?  Are any under development?

· What revenue do these facilities generate annually?  Is this figure increasing or decreasing?
· How many people use these facilities annually?  Is this figure increasing or decreasing?
· What is the policy or procedure for accepting land donated for park or recreation purposes?

· What is in the latest annual report of the county conservation board? 

· What are the qualifications for conservation board members?

· Does the board of supervisors take applications for conservation board membership?

· Does the board of supervisors periodically inspect county conservation facilities with conservation director and county conservation board? 

· Does the conservation director periodically report to the board of supervisors on conservation activities? 

· Do any of the supervisors ever attend county conservation board meetings? 

· Does the conservation department have good communications with other county departments that have a major influence on natural resources and land use issues such as the engineer/secondary roads and planning and zoning?  . 

· How is law enforcement handled in county parks?  Does the conservation department have designated peace officers? 

· Do any local development or land use patterns have potential negative impacts on county parks or wildlife areas? 

· Do the conservation board's personnel policies and compensation plan differ from those used by the rest of the county? 

REGIONAL ISSUES
· In which regional groups does the county participate (planning, transportation, workforce, economic development, emergency management / homeland security, tourism promotion, councils of governments, special projects)?

· Who are the county’s representatives on these boards?  Are supervisors expected to serve?  If so, who?

· What 28E agreements, which provide for the sharing of services, are in place? 

· What is the county’s overall relationship with the cities, school districts, and other governmental entities in the county?
SOLID WASTE AND RECYCLING
· What sanitary landfills or sanitary disposal projects exist in the county?  What is the expected life of the facility?  Are any others planned?
· What is the county’s level of involvement with these facilities?

TECHNOLOGY
· What type of technology system(s) does the county have?  Does this vary by office?  Who is responsible for MIS county-wide and within each office or department?

· Does the county have in place a technology planning committee to give advice to the supervisors?
· What technology upgrades are planned, and how are the needs of each department determined?

· Does the county provide e-mail and internet access to elected officials and employees?

· Does the county have technology policies, such as acceptable use, email protocols, and internet access, in place to govern the use of technology by county employees and county officials? 

TOWNSHIPS
· How many townships are there in the county?  Who are the elected trustees and clerks?

· Does the board hold an annual meeting with the township officers?

TRANSPORTATION
· What mass transit and paratransit (free ride, shared ride) services does the county operate or fund?

· What transportation planning efforts are underway within the county and within the region?

Editor’s Note: Thanks to Doug Hill, Executive Director of the County Commissioners Association of Pennsylvannia, for allowing us to borrow his ‘checklist’ concept.
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