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Planning assumptions:  
· Pandemic flu demands a different set of continuity assumptions from previous emergency planning because it will be widely dispersed geographically and potentially occurs in waves that could last several months at a time.

· Public health officials project cumulative absentee rates of 25 – 30 percent for over three to four months.  

· King County will encourage social distancing if a pandemic is declared 

· The Executive will declare a state of emergency if warranted.

· The Emergency Coordination Center will be activated at the appropriate level.

A.  Create plans & procedures that address pandemic flu assumptions.

1.  Continuity of Government issues include:

a. Provide your line of succession at the legislative agency level and for other essential services. 

Chair of the King County Council:

a)  Vice Chair of Policy and Administration


b)  Vice Chair of Council Affairs

     c)  Vice Chair of Regional Policy
Chief of Staff:


a)  Policy Staff Director


b)  Council Administrator


c)  Clerk of the Council


d)  Director of Communications
Policy Staff Director:


a)  Legislative Director – Budget


b)  Legislative Director – Health and Human Services


c)  Legislative Lead Staff – LOT

Council Administrator:


a)  Office Manager


b)  Chief of Staff


c)  Policy Staff Director

Clerk of the Council:


a)  Deputy Clerk of the Council


b)  Chief of Staff


c)  Policy Staff Director

b. Institute delegation of authority to implement your line of succession.
· Council Line of secession defined in the Organization Motion and Council Rules.
· Other lines of succession will be authorized by memorandum from the Council Chair. 

2. Identify any critical times of year when certain functions must be performed.  

Council, Committee Staff and Clerk of the Council

Legislation:

· Collective Bargaining Agreements 

· Interlocal Agreements 
· Ballot Issues 
· Employment related decisions 

· Current Use Ordinance (December – June)

· Sewer Rates (June)

· Council Organization and Rules ( January)

· Emergency legislation required to fund County services or take emergency action.
· Comprehensive Plan and related elements (September – November)

· Annual King County Budget (October – December)
Administration:
· Payment of Invoices (weekly)
· Payroll (twice monthly)
· Financial Disclosure Forms (April)
· Budget preparation (August/September)
· End of the year activities – Implement wage changes/COLA (December – January)
Government Relations:
· State Legislative Session (January – April)

3. Identify a Public Information Officer who will provide information to the public as necessary to ensure that they stay informed.  This person or team may be part of a county or regional Joint Information System. 
· Director of Communications
· Media Relations Associate

· Chief of Staff

· Policy Staff Director

· Council Administrator 
4. Identify any changes that your reduced level of service will have on other agencies not only within King County government but also other local, state, or federal programs.  
· Possible delays in legislation and agency appropriations.
· Possible delays in approval of interlocal agreements.
· Possible delays in providing policy direction.

· Reduction in information on which to base decision making.

5. Identify all groups and agencies with which you regularly do business.
Council, Committee Staff and Clerk of the Council

· Constituents

· Executive Office

· Other Elected Officials within King County

· Other Government Officials

· Federal, State, Local and Tribal Government

· Prosecuting Attorney’s Office
· Legislative Agencies
· Executive Agencies

· News Media
· Regional Agencies

· Board of Health

· Community  Agencies and Organizations

· Businesses

· The Public
Communications:
· Legislative Branch Officials and Staff

· Print and Broadcast News Media

· Printing

· Post Office
Administration:

· Legislative Branch Officials and Staff
· Legislative Branch Agencies

· Executive Agencies/Budget Office

· Contractors
· Vendors

· The Public

Government Relations:

· Legislative Branch Officials and Staff

· Contractors

· Federal and State Legislators

· Executive Office

· Other Separately Elected King County Officials

· Regional Agencies and Organizations
· State Agencies and Organizations

· Federal Agencies and Organizations

· Other Government Officials

· Executive Agencies

6.  Identify goods and services you receive from others.  

· Office supplies*
· Copy services and Supplies*
· Printer supplies*

· Mail services

· Recycle service

· Custodial services

· HVAC 
· Elevator access
· Telephone services

· Computer services/e-mail communication

· Cell phone service

· Emergency Supplies*

· Contractual Services

· Advocacy Services

· Studies and other Analysis

· Payroll Processing

· Financial Services

· Records Retention
· Newspapers and other Publications 

· Mail Service

* Need to keep minimum of two week supply.
7.  Identify a single point of contact in your department who will record and transmit information about employee absentee rates and the ability to deliver essential service. 
· Payroll
· Executive Secretary
· Legislative Secretary

· Receptionist

8.  Identify a method of notifying employees of changing information.  

· E-Mail Groups
· Council Hotline number

· Emergency Phone Tree
· King County Employee Intra-net

9.  If job functions are rotated to different employees, how will those needing services be advised? 
· Council Hotline number

· E-mail Groups
· Emergency Phone Tree

B.  Identify essential functions
1.  Identify mission essential functions for your legislative agency.  
Council, Committee Staff and Clerk of the Council

· Analysis and take action on policy and strategic issues;
· Inform and assist the public; 

· Provide necessary interface between County and social service agencies;

· Assist constituents (both individuals and businesses) with contingency planning;

· Receive, analyze and consider proposed ordinances, motions and other legislation;
· Review and accept an annual statement of financial and government affairs of the county;
· Analyze and take action in the annual King County Budget;
· Analyze and take action on King County Comprehensive plans including capital improvement plans for present and future development of the county;
· May override veto of any ordinance vetoed by the County Executive as provided in the charter;
· Receive and process claims against the County;
· Receive summons and complaints;
· Complete the legislative process (transmittal through final signature by Executive);
· Certify election results and levees;

· Receive and process road vacations;
· Receive and process plats;
· Receive and process current use ordinances;
· Close annexation files;
· Respond to Public Disclosure Requests;
· Receive and processes franchise agreements.
Legal:
· Legal review and advice. 
Administration:
· Coordinate operations and services

· Payroll
· Personnel

· Accounts Payable

· Budgeting

· Purchasing
· Date integrity (computer security and backup)
· Network, Server and Desktop operations

Communications:

· Urgent News Bulletins

· Public Notices

2.  Identify functions that can be suspended while staff is reassigned to more critical roles.
· Defer non-essential legislation

· Committees may stand down – allow all essential legislation to be heard through the Committee of the Whole
· Government Relations

· Some Community Relations Activities

· Non-critical or special meetings and events including Town Hall Meetings
· Archiving
· Processing of signed ordinances
· General reception
· Mail distribution

· Contract management (for a limited time)
· Financial reporting

· Policies and Procedures

· Stocking kitchens, meeting rooms and multiple storerooms

· Secretarial support 
· Inventory

· Budgeting

· Non-critical computer operation/maintenance

· Non-critical purchasing of equipment and supplies 
· Council Communiqué
· Maintenance and assistance with non-essential computer equipment

· Non-critical desktop support

3.  Review legal authorities and recommend updating or initiating legislation if needed to complete mission essential tasks. 
· Changes in the Council organizational motion and rules to allow for emergency flexibility and provide additional operational options. 
· Provide emergency clause to allow a flexible work place policy
· Review temporary assignment policy

C.  Identify essential staff
1. Identify positions needed to carry out mission essential functions.  Identify key employees and multiple backups.  

(Note:  See A1 for Chief of Staff, Policy Staff Director, Council Administrator and Clerk of the Council.  See A3 for Director of Communications)

A. Legal Counsel:  

a. Prosecuting Attorney Office

Lead liaison attorneys: Sr. DPA Kevin Wright and Darren Carnell

B. Network Manager: 
a. Network Administrator 

C. Office Manager: 
      a.  Executive Assistant; 
      b.  Council Administrator; 
      c.  Government Relations Assistant

D. Payroll Coordinator
a. Office Manager;
b. Council Administrator,
c. Account Payable;
d. Office Manager – Auditor’s Office
e. Office Manager – Ombudsman’s Office
E. Accounts Payable 
a. Government Relations Assistant; 
b. Office Manager;  
c. Office Manager – Ombudsman’s Office
d. Legislative Secretary
F. Committee Staff

a. Number of staff needed dependent on the volume and the type of legislation/issues.

2. Identify staff from non-mission essential areas that can be cross trained to backfill critical functions.
· Some Legislative Analysts (depending on legislation and emergency committee structure)

· Some Committee Assistants (depending on legislation and emergency committee structure)

· Receptionists
· Legislative Secretary

· Mail Clerk

· Government Relations Staff
· Executive Assistant

· Communication Specialists
3. Identify an additional workforce, for example retired employees, to complete mission essential functions. 

· Former employees

· Temporary employees

D.  Identify alternate facilities or service delivery
1. Identify ways in which you can achieve social distancing (to prevent spread of disease) in the delivery of essential services.
· Encourage phone contact rather than in-person visitors

· Encourage phone conferencing (expand this capability?)
· Allow telecommuting

· Allow video conferencing 

· Place box for filings outside the Clerk’s office to permit filing without contact  

· Remote computer access

2. Can you achieve social distancing (to prevent spread of disease)?  Consider ideas such as telecommuting, alternate work hours, alternate work locations, conference calls instead of meetings.

· Employees not required to have face to face contact can telecommute.
· Video conferencing and whiteboard software should be explored to facilitate remote participation in meetings. 

3 What tools or services will you need from other county or government organizations to achieve social distancing?  

· Dial-in access to e-mail and internet from employee’s homes or other off-sight worksites.  King County VPN.
· Dial-in access to council network and servers
· On-line payroll and account payable.
· Back-up computer management/maintenance.

· Ability to update web site from home.

4.  Identify the legislative agency’s technology needs related to large-scale telecommuting, teleconferencing and conference calling. 
· Lap-top computers
· Remote access to Council server and e-mail

· Legislative IT infrastructure would not be impacted by large scale remote access.

· Legislative staff would have to supply their own equipment for telecommuting.  Most employees have computers and internet connections. Some lap-top computers currently available.

· Approximately 25% of our desktop computers would need to be upgraded to Windows XP to support Windows Remote Desktop for optimum telecommuting.

· Fax capabilities
5.  Identify changes in facility needs associated with alternate work locations.

None
6.  Determine whether critical functions could be performed through flex shifting.

Yes – but may not be necessary
7.  Employ use of employee direct deposit for payroll.  
Employee encouraged to use direct deposit.

Technology Questionnaire:

1. Describe any plans to expand staff’s ability to work remotely?  How many are currently working remotely? How many more are likely to work remotely if a pandemic materializes?

All staff could have the ability to work remotely using personally owned and branch supplied equipment, though most may not be set up to do so.

What services will they need access to?  (e-mail only, King County network, access to their office desktop computer, access to applications and/or data files, same capabilities remotely as in the office).

Windows Remote Desktop gives users access to all services available on their office desktop computer.


How many staff will need high speed access (more than just simple dial up) and are you making plans to secure their service from commercial providers? 

None. Though Windows Remote Desktop is slower on a dial connection, it is completely sufficient for short term and occasional use for almost all staff.

2. Are you considering changing any support arrangements with ITS for application servers currently supported by your agency staff? (e.g. having ITS host your servers)

No.

E.  Provide data support systems

Develop mechanisms to track and report agency’s ability to deliver critical services.   
Red, yellow, green system

F.  Proactive Measures to put in place now:
· Use relevant public health materials to promote employee education campaigns with posters in Council facilities and use newsletters and e mails.

· Participate in training of all employees to address procedures, communications and working during a pandemic event.

· Distribute memoranda from the Council Chair regarding procedures, succession and authorities during a pandemic flu event.

· Encourage employees to use mail in prescriptions for regular perception purchases. 

· Promote use of had gel
· Promote training on Pandemic flu for employees.

Emergency Powers of the Executive KCC 12.52

The Executive may proclaim an emergency in writing.  

The Executive may issue orders to do the following during an emergency:

· Recall King County employees from vacation, cancel days off, authorize overtime, recall retired employees

· Waive procurement procedures and authorize expenditures in excess of appropriation

· Order evacuations and/or clearing of debris and wreckage from public and private lands

· Impose a curfew

· Close businesses

· Discontinue the sale, distribution or giving away of alcoholic beverages; close such businesses

· Discontinue the sale of gasoline and other combustibles other than directly into a car’s gas tank

· Close public places including streets, schools, parks, amusement areas, public buildings

· Prohibit the carrying or possession of firearms and other weapons

· Postpone permitting procedures for public work projects

· Other orders as are “imminently necessary for the protection of life and property”

The Executive must file such orders with the Clerk of the Council by 10:00 a.m. of the second business day after issuance, except for orders waiving the requirements of KCC 4.04 (Budget & Reporting System), 4.16 (Procurement Procedures), 4.18 (Minority & Women Business Enterprises), 12.16 (Affirmative Action in Employment by Contractors) and 12.18 (Fair Employment Practices).  The Council can terminate emergency orders by ordinance.  It is a misdemeanor punishable by $1000 fine or 90 days imprisonment for any person to fail to obey an emergency order.

Special Council Roles under an Emergency Proclamation
	Activity
	Situation
	Response
	Actor
	Authority

	Conduct of business
	Cannot conduct affairs at regular or usual place of business
	Determine and meet at temporary location or locations
	Chair or two Councilmembers
	1.28.010

	Continuity of government; vacancies of offices
	Reduction of number of Councilmembers due to situation
	Available members act with authority of full Council; quorum requirements suspended, proportional voting requirements  apply to available members rather than to full Council; fill vacancies as soon as practicable
	Available Councilmembers
	1.28.020, 2.56.060B, 2.56.060E.1, Section 680 of Charter, State Constitution Article II, Section 15.

	Termination of waiver of purchasing constraints
	Waiver for emergency purchases made by Executive
	Ordinance to terminate waiver (Executive may also terminate waiver)
	Council
	4.16.050A

	Receipt of report of  expenditures 
	Executive shall report emergency expenditures exceeding $250,000 or in excess of appropriation to Council within 45 days of determining an emergency
	Council receives report
	Council
	4.16.050A

	Receipt of Waiver for Contracts, which combined for each emergency, Exceed $250,000, or are in Excess of Appropriation
	Waivers for contracts made by Executive
	Waivers shall be forward to Clerk of the Council no later than 10:00 a.m. the second business day after waiver is issued
	Clerk of the Council
	4.16.050B

	Termination of waiver  for contracts, which combined for each emergency exceed $250,000, or are in excess of appropriation
	Waiver for contracts made by Executive
	Ordinance to terminate waiver by council.  Waiver also automatically expires 10 days after contracts entered into that combined encumber funds over $250,000 or exceed appropriation  (Executive may also terminate waiver)
	Council
	4.16.050B


	Activity
	Situation
	Response
	Actor
	Authority

	Extension of waiver  for contracts  that combined encumber over $250,000 or exceed appropriation
	Waiver for contracts made by Executive
	Motion to extend waiver beyond 10-day automatic expiration
	Council
	4.16.050B

	Receipt of emergency order made by Executive
	Order made by Executive under emergency powers in 12.52.030B (not including orders waiving K.C.C. 4.04, 4.16, 4.18, 12.16 & 12.18)
	Order shall be filed with Clerk of the Council no later than 10:00 a.m. the 2nd business day after  order is issued
	Clerk of the Council
	12.52.030C

	Termination of emergency order made by Executive
	Order made by Executive under emergency powers in 12.52.030B (not including orders waiving K.C.C. 4.04, 4.16, 4.18, 12.16 & 12.18)
	Ordinance to terminate order (Executive may also terminate waiver)
	Council
	12.52.030C

	Termination of emergency order made by Executive
	Order made by Executive waiving K.C.C. 4.04, 4.16, 4.18,  12.16 & 12.18 under emergency powers in 12.52.030B
	Ordinance to terminate made by Council.  Waiver also automatically expires 10 days after  contracts entered into that combined encumber  over $250,000 or exceed appropriation.  Council may extend waiver by motion.  (Executive may also terminate waiver)
	Council
	12.52.030C & 4.16.050B


Note:  The Council may proceed with any other business, including passing ordinances and motions, as provided in the Charter.  This includes making appropriations.

PANDEMIC FLU 2006 CONTINUITY OF OPERATIONS PLAN

KING COUNTY AUDITOR’S OFFICE

APRIL 2006
Planning assumptions:  
· Pandemic flu demands a different set of continuity assumptions from previous emergency planning because it will be widely dispersed geographically and potentially occurs in waves that could last several months at a time.

· Public health officials project cumulative absentee rates of 25 – 30 percent over three to four months.  

· King County will encourage social distancing if a pandemic is declared 

· The Executive will declare a state of emergency if warranted.

· The Emergency Coordination Center will be activated at the appropriate level.

Planning Elements:

A.  Create plans & procedures that address pandemic flu assumptions.

1. Continuity of Government issues include:

a.
Provide your line of succession at the legislative agency level and for other essential services. 

Line of succession:
1)
Cheryle Broom

2)
Ron Perry

3)
Yaeko Rojnuckarin

4)
Bob Thomas

5)
Larry Brubaker

b. Institute delegation of authority to implement your line of succession.

Ron Perry already has authority to act in county auditor Cheryle Broom’s absence.  Will need internal memo or P&P for going deeper in the organization.
2. Identify any critical times of year when certain functions must be performed.  

Workload mostly evenly distributed throughout the year, except that no presentations to council committees from late September through end of November due to budget review and adoption.
Often budget-critical work presented in September and early October.

3. Identify a Public Information Officer who will provide information to the public as necessary to ensure that they stay informed.  This person or team may be part of a county or regional Joint Information System.

We rely on council PIO for this function.

4. Identify any changes that your reduced level of service will have on other agencies not only within King County government but also other local, state, or federal programs. 

Slower audit production would have little impact on other agencies.
5. Identify all groups and agencies with which you regularly do business.

· Council administration provides personnel and payroll support.

· We contact council committee staff and councilmembers’ staff depending on audit/study subject.

· Janitorial services from FMD.

· PAO’s office

· Executive Audit Services (Internal Auditor)
6. Identify goods and services you receive from others.

· Paper; other office supplies, computer, network, and office machine (copier; postage) maintenance and support.

· Procurement (DES) and legal advise (PAO) services as necessary.

7. Identify a single point of contact in your department who will record and transmit Information about employee absentee rates and the ability to deliver essential Service.  
· Yaeko Rojnuckarin:
· Cheryle Broom

· Ron Perry

8. Identify a method of notifying employees of changing information.  

· Legislative branch-wide phone tree system exists – we may want to add cell phone numbers also.

· e-mail (home & office)

· Legislative branch hot-line

9. If job functions are rotated to different employees, how will those needing services be advised?
· Legislative branch-wide phone tree system exists – we may want to add cell phone numbers also.

· e-mail (home & office)

· Legislative branch hot-line

B.  Identify essential functions

1.
Identify mission essential functions for your legislative agency.

· The KCAO’s mandated function is auditing & reporting per work program motion or budget proviso.

· Lobbyist disclosure complaints are particularly time sensitive.

2.
Identify functions that can be suspended while staff is reassigned to more critical roles.
Some functions may be suspended for a period of time; audit schedule would slide or projects would be postponed.

3.
Review legal authorities and recommend updating or initiating legislation if needed to complete mission essential tasks.

We would possibly need to amend work program and/or provisos if projects could not be completed or lobbyist disclosure complaints’ deadlines could not be met.

C.  Identify essential staff

1.
Identify positions needed to carry out mission essential functions.  Identify key employees and multiple backups.

County Auditor, Cheryle Broom, as identified in the county charter

Backup—Ron Perry, Deputy County Auditor

[All staff is essential for office mission--completing work program. Adjustments of staff assignments (and project deadlines) would be made due to absences.]
2.
Identify staff from non-mission essential areas that can be cross trained to backfill critical functions.  

NA
3.
Identify an additional workforce, for example retired employees, to complete mission essential functions. 

We may use consultants/outside resources to accomplish office mandates.

D.  Identify alternate facilities or service delivery

1.
Identify ways in which you can achieve social distancing (to prevent spread of disease) in the delivery of essential services.  

Telecommuting & teleconferencing (see caveats below, D.3 and D4)

2.
Can you achieve social distancing (to prevent spread of disease)?  Consider ideas such as telecommuting, alternate work hours, alternate work locations, conference calls instead of meetings.

Majority of KCAO staff can achieve social distancing by telecommuting
3.
What tools or services will you need from other county or government organizations to achieve social distancing?  

Quick, complete, and accurate access to electronic data, records, and key personnel for auditing purposes.

4.
Identify the legislative agency’s technology needs related to large-scale telecommuting, teleconferencing and conference calling.  Work with ITS to determine the impact additional demands will have on the county’s IT infrastructure and what additional resources may be required to support added use

· Need ability to teleconference more than 3 lines at a time.

· Need greater size limits on e-mail mail boxes (without VPN) since it is hard to manage remotely
· Allow for remote management of Outlook mail boxes and access to personal folders

5.
Identify changes in facility needs associated with alternate work locations.

Do not envision an alternative location as a necessity.
6.
Determine whether critical functions could be performed through flex shifting.

Yes
7.
Employ use of employee direct deposit for payroll.  

All staff uses direct deposit.
Technology Questionnaire:

1.
Describe any plans to expand staff’s ability to work remotely?

· All access Outlook.  

· Three currently use VPN.

· The rest of staff is likely to use VPN to work remotely if necessary with adequate support.  
2.
Describe any changes to your telephony service requirements?  (call conferencing, call forwarding, additional automated messaging systems, etc.). 

· No hot line capacity within the office; will use the council hot line.

· We would like to have expanded call conferencing ability.

3.
Are you considering changing any support arrangements with ITS for application servers currently supported by your agency staff? (e.g. having ITS host your servers)

· We use online financial reports regularly; will we be able to access the county’s intranet from remote sites?

· Council staff provides network server support; we use ITS for occasional consultation on Web development.

· We rely heavily on files on network; disruption of network service would severely limit our ability to work.

4.
Are you considering changes in how you receive/manage printed reports from major production systems? (e.g. replace hard copy with fiche, electronic reporting, local printing or reduction in printing during an incident)  If so, please describe your plans.

No.  Most report production is done in-house.  Most correspondence is electronic.

5.
Describe any other significant changes to your operations that would impact services provided by or coordinated through ITS (e.g. establishment of alternative work facilities).  Where possible, identify when changes to services would need to be in place.  This is especially important when ITS needs to coordinate with outside service providers on issues like telephony services.  

As stated above, much higher size limits for Outlook are needed to work remotely from home for days at a time.
E.  Provide data support systems

Develop mechanisms to track and report agency’s ability to deliver critical services.   Consider using a simple green, yellow and red reporting system by function, for example payroll.
N/A; we have internal control and project management systems that are pc- based.

F.  Proactive measures to put in place now:

Use appropriate public health materials to promote staff and public education campaigns with posters in all facilities and via staff newsletters, emails, etc.

Currently utilize posters in common areas, as well as hand gel in the bathroom (provided at personal expense). 

PANDEMIC FLU 2006 CONTINUITY OF OPERATIONS PLAN

BOARD OF APPEALS/EQUALIZATION

APRIL, 2006

Planning assumptions:  
· Pandemic flu demands a different set of continuity assumptions from previous emergency planning because it will be widely dispersed geographically and potentially occurs in waves that could last several months at a time.

· Public health officials project cumulative absentee rates of 25 – 30 percent over three to four months.  

· King County will encourage social distancing if a pandemic is declared 

· The Executive will declare a state of emergency if warranted.

· The Emergency Coordination Center will be activated at the appropriate level.

Planning Elements:

A.  Create plans & procedures that address pandemic flu assumptions.

10. Continuity of Government issues include:
a. Provide your line of succession at the legislative agency level and for other 
    essential services.

    Line of succession:



Administrative staff:

                  1)  David Goff, Manager/Clerk

                  2)  Aurora Paz, Admin. Assist.

                  3)  Millie Hagedorn, Leg. Secretary

                  4)  Kelly Williams, Leg. Secretary

             Board Members:

                   1)  Helen Kay, Chair

                   2)  Andres Tangalin, Vice Chair 

                   3)  Pat Emerson, Secretary

c. Institute delegation of authority to implement your line of succession.
Line of succession will be authorized by memoranda.                            
11. Identify any critical times of year when certain functions must be performed.  
Critical time of year functions primarily relate to the Department of Assessments’ (DOA) activities. The staff’s busiest time is from May through October each year when 4,500 to 8,000 valuation appeals are filed, triggered by the DOA’s revaluation notices.  This results in the processing of property owners’ petition submissions and responding to a heavy volume of telephone queries. The DOA’s property tax statements sent on February 15th each year also result in a heavy volume of phone calls and appeals questions.  The Board is required by statute to conduct its annual convening session each year on July 15th. 
12. Identify a Public Information Officer who will provide information to the public as necessary to ensure that they stay informed.  This person or team may be part of a county or regional Joint Information System.
The Board’s staff will provide public information to petitioners regarding any hearing schedule changes or filing deadline adjustments consistent with existing statutes and rules.  See Item 1 above for line of succession. Voice messages and web page postings could be employed for general closure, scheduling delay, or filing deadline announcements.
4.   Identify any changes that your reduced level of service will have on other agencies not only within King County government but also other local, state, or federal programs. 
Hearing delays will reduce the DOA’s staffing needs before the Board and delay the volume of appeals to the State Board of Tax Appeals.  Hearing delays will mean an increase in tax refunds, as opposed to adjusted tax statements, when value adjustments are made, impacting the DOA and the KC Treasury Division. 

5.  Identify all groups and agencies with which you regularly do business.

            Same as 4 above.
6.  Identify goods and services you receive from others.  

Goods are not a factor beyond routine office supplies.  The Board’s functions Interact directly and indirectly with the agencies listed in 4 above.

7.  Identify a single point of contact in your department who will record and transmit
     Information about employee absentee rates and the ability to deliver essential
     Service.  
Manager/Clerk 
8.  Identify a method of notifying employees of changing information.  
Phone tree and e-mail messages.
9.  If job functions are rotated to different employees, how will those needing services be advised?
                  N/A
B.  Identify essential functions

1.  Identify mission essential functions for your legislative agency.
Providing:

· appeal information to potential petitioners

·  petition forms

·  processing petition submissions

·  petition receipt letters

·  notice of hearing letters

·  conduct public hearings

·  issuing written decisions  in accordance with Washington State laws and King County codes.  Due to State and County imposed filing deadlines, processing new petitions timeliness is essential.

· Board of Appeal functions, the County Codes set a 30 day hearing 


Requirement for Taxis Licensing appeals.  

2.  Identify functions that can be suspended while staff is reassigned to more critical 
     roles.

Board of Equalization hearings and decisions can be delayed for two to three months without jeopardizing essential functions.

3. Review legal authorities and recommend updating or initiating legislation if
    needed to complete mission essential tasks.  
Adoption of code provisions for the Board of Appeals functions to allow 

suspending hearing deadlines for the duration of an emergency could be

considered.                                                                                                 

   C.  Identify essential staff

1.  Identify positions needed to carry out mission essential functions.  Identify key
     employees and multiple backups.
The need to provide basic public service/information, to provide continuing appeal processing, and minimal hearing activity during emergency conditions require a minimum of two staff members and two Board Members.  This could only be sustained for a relatively short period of time, say two to three months, before onerous backlogs would arise.  With some training, our staff and the Tax Advisors staff could provide reciprocal emergency backup roles.

2.  Identify staff from non-mission essential areas that can be cross trained to backfill
     critical functions.  

Possible delay of Board of Equalization hearings.

3.  Identify an additional workforce, for example retired employees, to complete
           mission essential functions. 

Two retired Board Members, Irv Greengo and Lee Dedrick, can and do serve as backup hearing examiners for the Board.

D.  Identify alternate facilities or service delivery

1.  Identify ways in which you can achieve social distancing (to prevent spread of
     disease) in the delivery of essential services.  

Most of the Board’s hearings could be conducted via teleconference proceedings.

2.  Can you achieve social distancing (to prevent spread of disease)?  Consider ideas such as telecommuting, alternate work hours, alternate work locations, conference calls instead of meetings.

Some of the staff’s tasks, such as petition processing, scheduling, and decision writing, could be accomplished by telecommuting.  Call forwarding could also allow additional public servicing tasks while telecommuting.

3.   What tools or services will you need from other county or government organizations to achieve social distancing?  

· For Board of Equalization proceedings, teleconference hearings would require the cooperation and participation of property owners and DOA representatives.

· Board of Appeals hearings would require the cooperation of Appellant’s and Executive Services Staff.
4.   Identify the legislative agency’s technology needs related to large-scale telecommuting, teleconferencing and conference calling.  Work with ITS to determine the impact additional demands will have on the county’s IT infrastructure and what additional resources may be required to support added use

To achieve the above noted social distancing activities, the Board’s current conference call capabilities would have to enhanced, remote access to the Board’s data base and computer desktop would be required, call forwarding features considered, and voice messaging added.

5.  Identify changes in facility needs associated with alternate work locations.
           N/A
6.  Determine whether critical functions could be performed through flex shifting.
The only benefit to flex-shifting would be to achieve staff distancing.  This is a possibility.
7.  Employ use of employee direct deposit for payroll.  
All staff members, except one, use payroll direct deposit. Board Member’s 

monthly per diem payments are processed through Accounts Payable.
Technology Questionnaire:
1.   Describe any plans to expand staff’s ability to work remotely?

      Discussed in D 4 above.
2.  Describe any changes to your telephony service requirements?  (call conferencing, 
     call forwarding, additional automated messaging systems, etc.).  

     NA

3. Are you considering changing any support arrangements with ITS for application
     servers currently supported by your agency staff? (e.g. having ITS host your servers)
          NA         
4.  Are you considering changes in how you receive/manage printed reports from major
     production systems? (e.g. replace hard copy with fiche, electronic reporting, local
     printing or reduction in printing during an incident)  If so, please describe your plans.

          NA
5.  Describe any other significant changes to your operations that would impact services
     provided by or coordinated through ITS (e.g. establishment of alternative work
     facilities).  Where possible, identify when changes to services would need to be in
     place.  This is especially important when ITS needs to coordinate with outside service
     providers on issues like telephony services.  

          NA

E.  Provide data support systems
     Already in place.
F.  Proactive measures to put in place now:
· Acquire and promote the use of hand gel.

· Promote public health materials for staff and Board Members

Participate in staff training opportunities. 

PANDEMIC FLU 2006 CONTINUITY OF OPERATIONS PLAN

HEARING EXAMINER OFFICE

APRIL 2006
Planning assumptions:  
· Pandemic flu demands a different set of continuity assumptions from previous emergency planning because it will be widely dispersed geographically and potentially occurs in waves that could last several months at a time.

· Public health officials project cumulative absentee rates of 25 – 30 percent over three to four months.  

· King County will encourage social distancing if a pandemic is declared 

· The Executive will declare a state of emergency if warranted.

· The Emergency Coordination Center will be activated at the appropriate level.

Planning Elements:

A.  Create plans & procedures that address pandemic flu assumptions.

13. Continuity of Government issues include:
a.
Provide your line of succession at the legislative agency level and for other essential services.

    Line of succession:

1)
Stafford Smith, hearing examiner

2)
Pete Donahue, deputy examiner

3)
Ginger Ohrmundt and Marka Steadman, legislative Secretaries (jointly, if both available)

d. Institute delegation of authority to implement your line of succession.
Line of succession will be authorized by memorandum.
14. Identify any critical times of year when certain functions must be performed.  
a. Functions that are critical as to time of year are primarily current use applications, which for each annual cycle need to be heard by an examiner and approved by the Council by June 30th.  After Council approval current use agreements have to be signed by property owners and submitted to the Assessor’s office by October 31st.  

b. Hearings on site-specific land use map amendments are held in December and recommendations forwarded to the Council in January for consideration as part of the annual cycle for comprehensive plan amendments. 

15. Identify a Public Information Officer who will provide information to the public as necessary to ensure that they stay informed.  This person or team may be part of a county or regional Joint Information System.
a. Secretaries provide public information to phone callers.  Voicemail messages can be employed for general closure announcements could be posted on our web pages by ITS.
4.   Identify any changes that your reduced level of service will have on other agencies not only within King County government but also other local, state, or federal programs. 
b. Hearing delays will affect county agencies that forward applications and appeals to us for review: DDES, KCDOT, DNRP, etc. 

5.  Identify all groups and agencies with which you regularly do business.

Same as 4 above.
6.  Identify goods and services you receive from others.  

c. Goods are not a factor beyond routine office supplies.  

d. We receive services from the agencies listed in 4 above in the form of application and appeal transmittals, staff reports and hearing testimony.

7.  Identify a single point of contact in your department who will record and transmit
     Information about employee absentee rates and the ability to deliver essential
     Service.  
Hearing Examiner.
8.  Identify a method of notifying employees of changing information.  
Phone tree. 

9.  If job functions are rotated to different employees, how will those needing services 
           be advised?
Phone tree.

B.  Identify essential functions

1.  Identify mission essential functions for your legislative agency.
e. Providing written notices, holding public hearings and issuing written recommendations and decisions on applications and appeals as mandated by county codes and frequently by state law.  

f. County code (following state law) imposes time limits on the completion of the review and hearing process for most land use proceedings. 

2.  Identify functions that can be suspended while staff is reassigned to more critical 
     roles.

· Most hearings can be delayed in the short-term a month or more without jeopardizing essential functions.  The exceptions are current use taxation hearings when the June 30 deadline for completion of review for the annual cycle is approaching and a few code enforcement proceedings which may be supported by a public interest in quick corrective action.

· In the medium term most hearing proceedings will require action after about a month’s delay in order to avoid exceeding legally mandated time limits for completion of the review process, unless the parties to the process waive such limits.  Waivers are usually easily obtained in code enforcement appeal cases but less frequently granted with respect to development applications and appeals where unexpected delay is often costly to a project proponent.
· In the long-term an extended delay in the conduct of hearings and consequent issuance of decisions will impair essential functions due to its adverse impact on economic activity and the enforcement of rules protecting the public health, safety and general welfare.

· Any plan for delaying hearings or employing alternative hearing formats should be devised in consultation with DDES, which provides the pipeline through which most proceedings are forwarded to our office as well as staff support for the hearing itself.
3.  Review legal authorities and recommend updating or initiating legislation if
     needed to complete mission essential tasks.
g. Adoption of code provisions suspending procedural deadlines for the duration of an emergency could be considered. 

   C.  Identify essential staff

1.  Identify positions needed to carry out mission essential functions.  Identify key
     employees and multiple backups.
h. Capacity to conduct hearings requires a minimum of one examiner and one legislative secretary.  

i. Pro tem examiners can be used if permanent employees are unavailable.

2.  Identify staff from non-mission essential areas that can be cross trained to backfill
     critical functions.  

NA.
3.  Identify an additional workforce, for example retired employees, to complete
     mission essential functions. 
j. Two retired examiners, Jim O’Connor and Tito Titus, are potentially available as backups.  The availability of former legislative secretaries is unknown.  

k. Our legislative secretaries are in the process of revising the office’s internal procedures manual, which provides step-by-step instruction on how to perform office administrative functions.  This manual could supply guidance to temporary replacement personnel. 

l. In addition, we could explore emergency sharing of personnel with other small legislative branch agencies, for example the Ombudsman’s office which is also currently located in the Yesler Building.

D.  Identify alternate facilities or service delivery

1.
Identify ways in which you can achieve social distancing (to prevent spread of disease) in the delivery of essential services.  

m. Most appeals, prehearing conferences and some application proceedings where the principal parties are known beforehand could be handled via conference call.  

n. Most development application hearings cannot be done by conference call because the full roster of participants cannot be predetermined.

2.
Can you achieve social distancing (to prevent spread of disease)?  Consider ideas such as telecommuting, alternate work hours, alternate work locations, conference calls instead of meetings.

o. In addition to conference calls for hearing procedures involving known parties, some drafting and editing of documents could be done remotely.

p. But office access would be required for copying and mailing, and most complex tasks rely on the use of office files.

3.   What tools or services will you need from other county or government organizations to achieve social distancing?  

q. Conference call hearings would require the cooperation and participation of the executive agencies that normally staff that type of proceeding.

4.   Identify the legislative agency’s technology needs related to large-scale telecommuting, teleconferencing and conference calling.  Work with ITS to determine the impact additional demands will have on the county’s IT infrastructure and what additional resources may be required to support added use.

r. Our present technical capability is limited to relatively small-scale conference calls.
5.  Identify changes in facility needs associated with alternate work locations.
N/A

6.  Determine whether critical functions could be performed through flex shifting.
s. Document production could be handled through flex-shifting.

7.  Employ use of employee direct deposit for payroll.  
t. We have agreed that all employees will use payroll direct deposit.

Technology Questionnaire:

3. Describe any plans to expand staff’s ability to work remotely?

NA

4. Describe any changes to your telephony service requirements?  (call conferencing, call forwarding, additional automated messaging systems, etc.). 
NA 

5. Are you considering changing any support arrangements with ITS for application servers currently supported by your agency staff? (e.g. having ITS host your servers)
NA 

6. Are you considering changes in how you receive/manage printed reports from major production systems? (e.g. replace hard copy with fiche, electronic reporting, local printing or reduction in printing during an incident)  If so, please describe your plans.

NA 

7. Describe any other significant changes to your operations that would impact services provided by or coordinated through ITS (e.g. establishment of alternative work facilities).  Where possible, identify when changes to services would need to be in place.  This is especially important when ITS needs to coordinate with outside service providers on issues like telephony services.  

NA 

E.  Provide data support systems
Already in place.
F.  Proactive measures to put in place now:
· Acquire and promote the use of hand gel.

· Promote public health materials for staff and Board Members

· Participate in staff training opportunities.

See Attached list of Needs and Changes 
HEARING EXAMINER OFFICE

PANDEMIC FLU PLAN
NEEDS AND CHANGES

SYNOPSIS:
In view of the fact that most of our hearing-related functions can be deferred short-term and require the participation of other agencies, it seems unlikely that we would be attempting more than very rudimentary operations during a severe pandemic occurrence when all staff were out of the office.   In anticipation of an extreme event our basic need would be to set up a web page bulletin board and instruct our client parties and agencies to consult the bulletin board periodically for updated information.  During a less severe period with at least some onsite office staff capability, the primary need would be to secure supplemental staff as required to perform reduced hearing operations and to coordinate such operations with the availability of necessary parties and agencies.

EXTERNAL NEEDS:    

· IT support to create remote access capability for all office computer functions for one legislative secretary, including the ability to delete emails and expand mailbox limits.

· IT support to create a web page bulletin board capable of receiving content posted from a remote site.

· Coordination with executive and legislative branch agencies to determine priority hearing requirements and availability of critical agency staff.

· Coordination with other legislative branch agencies to obtain on loan administrative support personnel qualified to perform as hearing secretaries.

· Council approval to hire pro tem hearing examiners on an emergency basis.

· Council ordinance waiving hearing procedural deadlines during a declared emergency.

INTERNAL NEEDS:
· Assemble list of agency personnel and hearing parties to be notified via email or regular mail that during an emergency period hearing examiner scheduling information will be posted on our web bulletin board and may not be available in other forms.

· Development format and process for posting bulletin board announcements.

· Complete revision of office administrative procedures manual.

· Develop list of legislative branch personnel capable of performing as hearing secretaries on an emergency basis.

· Develop list of qualified pro tem hearing examiners.

· Develop protocols with DDES and other agencies for setting hearing scheduling priorities, determining essential hearing staff and employing alternative hearing formats during an emergency period.
PANDEMIC FLU CONTINUITY OF OPERATIONS PLAN

KING COUNTY TELEVISION

APRIL 2006

Planning assumptions:  
· Pandemic flu demands a different set of continuity assumptions from previous emergency planning because it will be widely dispersed geographically and potentially occurs in waves that could last several months at a time.

· Public health officials project cumulative absentee rates of 25 – 30 percent over three to four months.  

· King County will encourage social distancing if a pandemic is declared 

· The Executive will declare a state of emergency if warranted.

· The Emergency Coordination Center will be activated at the appropriate level.

Planning Elements:

A.  Create plans & procedures that address pandemic flu assumptions.

1. Continuity of Government issues include:

a.
Provide your line of succession at the legislative agency level and for other essential services.

Line of succession

· James Burns

· Kimberly Hill

· Frank Abe

· Brian Starr

· Alan Coleman

c. Institute delegation of authority to implement your line of succession.

Line of succession will be authorized by memorandum.

2. Identify any critical times of year when certain functions must be performed.  

· Workload fairly evenly distributed throughout the year. 
· In the fall we normally cover the budget public hearings but during a pandemic those meetings would likely be cancelled.
3. Identify a Public Information Officer who will provide information to the public as necessary to ensure that they stay informed.  

Council Communications Director, Frank Abe, would perform this function.

4. Identify any changes that your reduced level of service will have on other agencies not only within King County government but also other local, state, or federal programs.  

· We won’t be able to cover as many events as we do now.  These include News Conferences, public meetings, and informational pieces on King County agencies. 

· We may not have enough staff to cover public meetings outside the council chambers.  

· With a smaller staff, we would be slower to finish video projects and complete dub requests.

5. Identify all groups and agencies with which you regularly do business.

· Council staff

· Executive staff

· Prosecutor’s office

· Dept. of Transportation

· Sheriff’s office

· Dept. of Natural Resources & Parks

· Office of Emergency Management

· Facilities 

6. Identify goods and services you receive from others.  

· Videotape

· DVD disks

· Paper

· Printer labels

· Graphics design

· Engineering Maintenance

· Music library

7. Identify a single point of contact in your department who will record and transmit information about employee absentee rates and the ability to deliver essential service.  

James Burns

8. Identify a method of notifying employees of changing information.  

· Telephone and E-mail (work & personal addresses), legislative branch hotline

9. If job functions are rotated to different employees, how will those needing services be advised?  

· Telephone and E-mail (work & personal addresses)

· Legislative branch hotline

B.  Identify essential functions

1. Identify mission essential functions for your legislative agency.  

· Keep the station operating on the cable so we can keep information flowing to the public.  

· Initially pre-produced pieces will air with vital information that the public will need in the beginning of the outbreak.

· Use the station to get live and taped messages out from Public Health, the Executive’s office, and the Council.

2. Identify functions that can be suspended while staff is reassigned to more critical roles.

· Editing projects

· Archiving meetings

· Making dubs

· Covering non essential events

3. Review legal authorities and recommend updating or initiating legislation if needed to complete mission essential tasks.  

N/A
C.  Identify essential staff

1. Identify positions needed to carry out mission essential functions.  Identify key employees and multiple backups.  

· The four Video Specialists along with the Station Manager are needed to keep the station operating. 

· All five need to be able to access the Synergy playback system from home.

2. Identify staff from non-mission essential areas that can be cross trained to backfill critical functions.  

· Video Editor

· Reporter/Producer

3. Identify an additional workforce, for example retired employees, to complete mission essential functions. 

Temps that are already on staff can be trained for some functions.

D.  Identify alternate facilities or service delivery

1. Identify ways in which you can achieve social distancing (to prevent spread of disease) in the delivery of essential services.  

· Programming the station from home by using VPN.

· Video Editor has an edit system at home and some work can be done there.

· Reporter/Producer can do writing and viewing videotape at home.

2. Can you achieve social distancing (to prevent spread of disease)?  Consider ideas such as telecommuting, alternate work hours, alternate work locations, conference calls instead of meetings.

At least three members of the KCTV staff can work from home editing, writing, and programming the playback system.  This would leave two people in the office to deal with hands on tasks assuming 30% (2 people) of the staff would be sick.  

3. What tools or services will you need from other county or government organizations to achieve social distancing?  

Access to personal computers, and the Synergy playback system using the VPN.

4. Identify the legislative agency’s technology needs related to large-scale telecommuting, teleconferencing and conference calling.  Work with ITS to determine the impact additional demands will have on the county’s IT infrastructure and what additional resources may be required to support added use.

· The use of the I-NET and Viper System in the event that budget public hearings are mandatory during October.  

· The public could testify at wired area libraries and councilmembers could remain in the courthouse.

5. Identify changes in facility needs associated with alternate work locations.

N/A

6. Determine whether critical functions could be performed through flex shifting.

N/A

7. Employ use of employee direct deposit for payroll.  While direct deposit will not work for all employees, it should be used to the maximum extent possible.  State law permits the county to mandate this practice.

All full time staff use direct deposit.  Temps will be encouraged to use direct deposit.

Technology Questionnaire:

8. Describe any plans to expand staff’s ability to work remotely?  How many are currently working remotely? How many more are likely to work remotely if a pandemic materializes?

· No staff members are currently working remotely.  

· The Station Manager is the only KCTV staff member who uses VPN remotely for Outlook and accessing the Synergy playback system.

· Three staff members can work remotely if setup with VPN.  

· The staff will be encouraged to setup VPN on their home computers.  

9. Describe any changes to your telephone service requirements?  (call conferencing, call forwarding, additional automated messaging systems, etc.).  If you do not have department “hot lines” for outgoing messages to staff, this is something you may want to put in place.

N/A

10. Are you considering changing any support arrangements with ITS for application servers currently supported by your agency staff? (e.g. having ITS host your servers)

N/A

11. Are you considering changes in how you receive/manage printed reports from major production systems? (e.g. replace hard copy with fiche, electronic reporting, local printing or reduction in printing during an incident)  If so, please describe your plans.

N/A 

12. Describe any other significant changes to your operations that would impact services provided by or coordinated through ITS (e.g. establishment of alternative work facilities).  Where possible, identify when changes to services would need to be in place.  This is especially important when ITS needs to coordinate with outside service providers on issues like telephony services.  

N/A 

E.  Provide data support systems

Develop mechanisms to track and report agency’s ability to deliver critical services.   Consider using a simple green, yellow and red reporting system by function, for example payroll.

N/A 

F.  Proactive measures to put in place now: 

· Use appropriate public health materials to promote staff and public education campaigns with posters in all facilities and via staff newsletters, emails, etc.

· Promote use of hand gel 

· Participate in training that addresses communicating with staff during a crisis.

PANDEMIC FLU 2006 CONTINUITY OF OPERATIONS PLAN

OFFICE OF CITIZEN COMPLAINTS-OMBUDSMAN

APRIL 2006
Planning assumptions:  
· Pandemic flu demands a different set of continuity assumptions from previous emergency planning because it will be widely dispersed geographically and potentially occurs in waves that could last several months at a time.

· Public health officials project cumulative absentee rates of 25 – 30 percent over three to four months.  

· King County will encourage social distancing if a pandemic is declared 

· The Executive will declare a state of emergency if warranted.

· The Emergency Coordination Center will be activated at the appropriate level.

Planning Elements:

A.  Create plans & procedures that address pandemic flu assumptions.

16. Continuity of Government issues include:

a.
Provide your line of succession at the legislative agency level and for other essential services. 

Line of succession:
1)
Amy Calderwood, director

2)
Arlene Sanvictores, senior deputy ombudsman

3)
Jon Stier, senior deputy ombudsman

4)
Steve Birge, office manager

e. Institute delegation of authority to implement your line of succession.

Delegation of authority will occur by memo. 

17. Identify any critical times of year when certain functions must be performed.  

N/A -- Citizen complaint inquiries are received on an on-going, continual basis. 

18. Identify a Public Information Officer who will provide information to the public as necessary to ensure that they stay informed.  This person or team may be part of a county or regional Joint Information System.

· Intake staff provide public information to callers.  
· Utilization of Council PIO to inform general public of office closure/limited operations.  
· Also utilize outgoing voicemail message and web posting. 

4.
Identify any changes that your reduced level of service will have on other agencies not only within King County government but also other local, state, or federal programs. 

NA 
5.
Identify all groups and agencies with which you regularly do business.

Citizen complaints are made about virtually all KC agencies – esp. DAJD, KCSO, DDES, and Health.

6.
Identify goods and services you receive from others.

Office supplies.

7.
Identify a single point of contact in your department who will record and transmit Information about employee absentee rates and the ability to deliver essential Service.  

Steve Birge.

8.
Identify a method of notifying employees of changing information.  

Phone tree, email notification and legislative branch hotline.

9.
If job functions are rotated to different employees, how will those needing services be advised?

Phone tree, e-mail and legislative branch hotline

B.  Identify essential functions

1.
Identify mission essential functions for your legislative agency.

Investigation of citizen complaints. 

2.
Identify functions that can be suspended while staff is reassigned to more critical roles.
Most investigations can be deferred.

3.
Review legal authorities and recommend updating or initiating legislation if needed to complete mission essential tasks.

Adoption of a code provision suspending deadlines for ethics and whistleblower retaliation complaints could be considered.

C.  Identify essential staff

1.
Identify positions needed to carry out mission essential functions.  Identify key employees and multiple backups.

Ombudsman-Director

See line of secession for back-up personnel.
2.
Identify staff from non-mission essential areas that can be cross trained to backfill critical functions.  

NA.

3.
Identify an additional workforce, for example retired employees, to complete mission essential functions. 

Explore staff sharing with Hearing Examiner and/or Board of Equalization
D.  Identify alternate facilities or service delivery

1.
Identify ways in which you can achieve social distancing (to prevent spread of disease) in the delivery of essential services.  

· Telecommuting.  
· Kiosk/drop-box for complaints. 
· Email communication with agencies.  

2.
Can you achieve social distancing (to prevent spread of disease)?  Consider ideas such as telecommuting, alternate work hours, alternate work locations, conference calls instead of meetings.

Much of the office’s work could be done remotely.

3.
What tools or services will you need from other county or government organizations to achieve social distancing?  

Majority of OCC employees have computers at home with high-speed internet connection.

4.
Identify the legislative agency’s technology needs related to large-scale telecommuting, teleconferencing and conference calling.  Work with ITS to determine the impact additional demands will have on the county’s IT infrastructure and what additional resources may be required to support added use.
· Employees would need VPN or Go to my PC to access Ombudsman case management system.  Tax Advisor staff would need to access Assessor/BOE/Treasure databases.
· Our present technical capability is limited to relatively small-scale conference calls.
5.
Identify changes in facility needs associated with alternate work locations.

NA

6.
Determine whether critical functions could be performed through flex shifting.

NA

7.
Employ use of employee direct deposit for payroll.  

Employees use direct deposit.
Technology Questionnaire:
13. Describe any plans to expand staff’s ability to work remotely?

See D-4

14. Describe any changes to your telephony service requirements?  (call conferencing, call forwarding, additional automated messaging systems, etc.). 

See D-4    

15. Are you considering changing any support arrangements with ITS for application servers currently supported by your agency staff? (e.g. having ITS host your servers)

NA

16. Are you considering changes in how you receive/manage printed reports from major production systems? (e.g. replace hard copy with fiche, electronic reporting, local printing or reduction in printing during an incident)  If so, please describe your plans.

See D-1

17. Describe any other significant changes to your operations that would impact services provided by or coordinated through ITS (e.g. establishment of alternative work facilities).  Where possible, identify when changes to services would need to be in place.  This is especially important when ITS needs to coordinate with outside service providers on issues like telephony services.  

NA

E.  Provide data support systems

Already in place.

F.  Proactive measures to put in place now:

· Acquire and promote the use of hand gel.

· Promote public health materials for staff.
· Participate in staff training opportunities.
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