AGENDA
JEFFERSON COUNTY COMMISSION
THURSDAY, SEPTEMBER 30, 2010

9:30 A.M.
0Old Charles Town Library Meeting Room
200 E. Washington Street, Charles Town, WV

CALL TO ORDER
PLEDGE OF ALLEGIANCE

MOMENT OF REMEMBRANCE AND PROCLAMATION
FOR NEAL D. CARPENTER

APPROVAL OF MINUTES
APPROVAL OF PURCHASE ORDERS
APPROVAL OF ACCOUNTS PAYABLE
PUBLIC COMMENT

COUNTY ADMINISTRATOR REPORTS
COUNTY COMMISSION REPORTS
PRESENTATIONS:

1. 10:00 a.m. Ed Slonaker, Morgan Financial Group, LLC
- Presentation on Long Term Disahility

2. 10:30 a.m. Peter Fricke - Farmland Protection Board
- Approval of Farmland Easement

3. 10:45 a.m. Roger Goodwin, Chief County Engineering

- Bond reduction and/or release of the Construction Bond Security for Mark

D. Zwilsky - Potomac Metals, Inc. (File #507-04)

4. 11:00 a.m. Legal Update - Stephanie Grove and James Casimiro, Assistant Prosecuting

Attorneys

- Jefferson Utilities, Inc. (JUI) Rate Increase Case No. 10-1329-W-42T

5. 14:15 a.m. Jennifer S. Maghan, County Clerk's Report

Page 1 of 4



6. 11:30 a.m. Charlotte Hernandez-Velez, iT Specialist
- Presentation of 1T Board, By-Laws and Work Program - Discussion/Action

7. 11:4% a.m. Mark Schiavone, Director of Capital Planning and Management
- Request for approval of Network Assessment Contractor Global Data
Consultants to provide an Information Technology Assessment for Jefferson
County - Discussion/Action
- Request to approve Budget Revision 004 to the General Fund -
Discussion/Action
- Approval to release of $15,648.67 from Department 428 (Data Processing)
to purchase one year IBM maintenance on the iSeries computer -
Discussion/Action

8. 12:00 a.m. - Jennifer Brockman, Director of Planning and Zoning
- Scheduling of Joint Meeting of the Planning Commission and the County
Commission regarding the Vision Statement for the Blue Ridge Mountain
Communities Watershed Project

UNFINISHED BUSINESS:

9. John Maxey, Planning Commission - Schedule a public hearing regarding the Planning
Commission’s Petition to Rezone Certain Federal Lands

NEW BUSINESS:

10. lLegislative lssues

11.  Kari Hugel , U.S. Dept. Of Commerce - Request to use County Commission Meeting Room
for all day testing and interviewing session on October 13, 2010 from 9:00 a.m. to 5:00
p.m. Purpose is to fill some vacancies for the position of Field Representative. (Date is

available)

12. Proclamation - Public Transit Month - October 2010
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Break for Lunch

~~~~~~~ e AFTERNOON SESSION =~

13. 130 p.m. Tim Boyde, County Administrator and Stephanie Grove, Assistant Prosecuting
Atforney
- Personnel Policy Discussion
- Employee Handbook .
- Issue Resolution
- Compensatory Time
- Hours of Work
- Supervisor Responsibilities
- Classification Plan
- Calculation of Compensation

14. 2:30 p.m. Budget Work Session

- Summary of Decisions to Date (includes hon-profits)

- Consideration of Remaining Requests

- Consideration of Previously Submitted Personnel Related Requests
a. Todd Fagan - Request to approve position reclassification in GIS Office
b. Ralph Lorenzetti, Prosecuting Attorney - Request for additional
Prosecutor
¢. Angie Banks, Assessor - Request for additional funds

- Tim Boyde - Request to expand vacant part-time position in Commission

Office to full-time and post.

- Water Advisory Committee - Request for funding

CORRESPONDENCE:

Department of Agriculture Assessor's Certificate of Compliance - Compliance with the Farm
Statistics Law.

Video Lottery Report for week of September 1.8, 2010.
Upcoming appointments to be made on October 14, 2010 on the following:
- Eastern Panhandle Transit Authority Board of Directors - 1 unexpired term ending January

31, 2012
- Jefferson County Building Commission - 1 unexpired term ending January 31, 2012
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Letter of Recommendation from Carol Del-Coile, President of the South Jefferson Public Library,
for the appointment of Edmond Uzan to fill the unexpired term of Don Ranelli, deceased.

RECESS

At all times the County Commission reserves the right to rearrange agenda times because
of time constraints and to accommodate the Commission schedule or the public.
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Commission Office Use Only
Date on Agenda:

Appt Time or New Business:

AGENDA REQUEST FORM

Name: County Commission

Department or Entity:

Estimation of amount of time needed for appointment.

Date Requested — 1* Choice:

Date Requested — 2" Choice:

If a specific date is needed, please provide reason for specific date:

Subject:Moment of Remembrance and Proclamation

Please provide the County Commission with a description of your request or presentation, including any
background information:

Recommended motion {Please type out the wording of the motion that you would like the Commission
to approve): Approval of Proclamation for Neal D. Carpenter




The County Commission of Jefferson County
hereby remembers
Neal D. Carpenter

WHEREAS, Neal D. Carpenter, a valued resident of Jefferson County, passed away peacefully
at his home in Shenandoah Junction on Tuesday, September 14, 201 0, at the age of 68, after a
courageous battle with cancer;

WHEREAS, Neal was born June 15, 1942 in Denver, Colorado, and served as a firefighter for
24 years with Poudre Fire Authority in Fort Collins, Colorado, retiring as a Battalion Chief'in
1989. He then moved East and became a Public Safety Consultant working with fire
departments throughout the United States and Canada to optimize resources and improve
emergency service until he retired from that position in 1994.

WHEREAS, Neal worked for 10 months as a supervisor in the Antarctic Fire Department. Most
recently he served as a part-time bookkeeper for the Old Charles Town Library, Inc.

WHEREAS, Neal feli a responsibility to coniribute to his community and speni years
representing Jefferson County on the Eastern Panhandle Regional Planning and Development
Council. He was active in his neighborhood, serving two terms on the Steeple Chase
Homeowners Association Board, and he was a proud member of Elk Branch Masonic Lodge #93
in Shenandoah Junction.

WHEREAS, Neal had numerous friends all over the world and he persevered through the
gummer of 2010 to have time to spend with s0 many of them.

WHEREAS, Neal enjoyed flying small planes, driving big tractors, working with his tools
building and fixing things. He loved to travel and visited fifty states and all seven continents
during his exceptional lifetime.

WHEREAS, Neal was a great family man and leaves behind his wife, Mary Jo, and loving
family and friends who were all with him on his final journey.

THEREFORE, BE IT RESOLVED, that the County Commission of Jefferson County honors
the life and memory of Neal D. Carpenter for his life well lived and his many years of service to
Jefferson County.

Dale Manuel

Lyn Widmyer, President

Frances B. Morgan

Patricia A. Noland

James T. Surkamp




Minutes
Jefferson County Commission

Thursday, September 23, 2010

A meeting of the Jefferson County Commission was held on Thursday, September 23, 2010 at the Oid
Charles Town Library meeting room located at 200 E. Washington Street, Charles Town, WV 25414.
Present were Lyn Widmyer, President, Commissioners Patsy Noland and Dale Manuel; Tim Boyde,
County Administrator and Debbie Stellato, Administrative Assistant. Commissioners Jim Surkamp and
Frances Morgan were absent. (An audio tape of this September 23, 2010 meeting is available through the
Jefferson County Commission Office.}

The Meeting was called to order at 9:30 a. m. by Commissioner Widmyer.

PLEDGE OF ALLEGIANCE.

APPROVAL OF MINUTES.

Motion by Ms. Noland to approve the minutes of September 16, 2010 as amended, seconded by Mr.
Manuel and was unanimously approved. (An audio tape of the September 16, 2010 meeting is available
through the Jefferson County Commission Office.)

Motion by Mr. Manuel to approve the minutes, as amended, of the August 31, 2010 Special Session with
the Jefferson County Commission sitting as a Board of Canvassers, seconded by Ms. Noland and was
unanimously approved. (An audio tape of the August 31, 2010 special session is available through the
Jefferson County Commission Office.)

APPROVAL OF PURCHASE ORDERS

Motion by Ms. Noland to approve Purchase Orders in the amount of $23,917.57 being purchase order
numbers: 48871, 48293, 48204, 48500, 48502, 48720, 48722, 48865, 48187, 48887, 48864, 43868,
48869, 48870, 4887248629. Motion seconded by Mr. Manuel and was unanimously approved.

APPROVAL OF ACCOUNTS PAYABLE

Motion by Mr. Manuel to approve $462.,870.77 in accounts payable. Motion seconded by Ms. Noland
and was unanimously approved.

PUBLIC COMMENT

Martha H. Zimmerman of Charles Town voiced her objections to the water rate hike by Jefferson
Utilities, Inc. and requested that the Jefferson County Commission intervene on behalf of the citizens of
Jefferson County.



Following Ms. Zimmerman’s comments, Ms. Widmyer suggested that Mr. Boyde appoint a staff person
to put together a history of Jefferson Utilities’ rate increases to be presented to the Commission.

COUNTY ADMINISTRATOR REPORTS

County Administrator Tim Boyvde:

(1) Reported that since two commissioners were absent from the meeting, to save repetition, it
was agreed by the three commissioners present that the budget and personnel sessions should
be tabled until next week when all commissioners could be present.

(2) Reported that Ed Sloanaker would be making a presentation on a long term disability policy
at the September 30, 2010 meeting, explaining the pros and cons, costs, Ctc.

(3) Reported that an Attorney John Stump would like to address the Commission and schedule a
briefing session on Monday, October 18, 2010, at 3:00 p.m. regarding the “TIFF” tax zone.

(4) That the West Virginia Risk Pool will be having it’s Board Meeting on September 28, 2010
and asked that we send a representative. Mark Schiavone volunteered to attend.

(5) Reported that at the meeting with the Department Heads they offered their input into the
proposed Policies and Procedures, and they approved of the proposed Policies and Procedures
unanimously and would urge the Commission to approve them.

(6) Reported that next Wednesday he will participate in a conference call with regard to the
Lifestyles Return Program. One of the items discussed will be a schedule kicking oft the
program.

(7) Reported that the office copiers have been checked in all departments and most are in good
shape and maintenance agreements are in place.

(8) Reported that this morning the following documents were given to the Commissioners for
review:

(a) Legal opinion regarding Claymont from Stephanie Grove, Esq.
(b) Revised salary scale
(¢) Supporting documents for Item 11C — Request to Expand Part-time Position

COUNTY COMMISSIONER REPORTS

Commissioner Patricia Noland:

(1) Reported that this past Sunday and Monday she attended a meeting of the County
Commissioners’ Association of West Virginia in Pipestem, WV.

Commissioner Dale Manuel:

(2) Reported that on September 18, 9010 he attended the Charles Town Heritage Day
Festival, and noted that it was well atiended by Jefferson County residents as well as two
of the Washington brothers, Charles and George.

(3) Reported that on September 18, 2010 he was one of the judges for the “Pink Hat Contest”
held at the Charles Town Races. The Pink Hat Contest was held in support of breast
cancer and research.

(4) Reported that on September 20, 2010 he attended the Grand Opening of Skipper’s and
noted that Paul Espinosa was the cow pie eating champion.

(3) Reported that on September 20, 2010 he attended the dedication of the opening of Route
9, along with Governor Manchin and Congresswoman Capito.

(6) Reported that on September 21, 2010 he attended the Governor’s 35™ Star Reception
where Mr. and Mrs. Walker were honored, among others.
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(7) Reported that on September 21,2010 he attended the Blue Ridge Mt. Watershed Plan
Meeting and observed that public participation was encouraged and that the meeting was
well attended by a cross section of citizens. Themes of the meeting were (1) Property

Rights, and (2) being realistic while protective of a most valuable resource.

Commissioner Lyn Widmyet:

(1) Reported that on September 18, 2010 she participated in the Washington Homes Tour.

(2) Reported that on September 20, 2010 she attended Governot Manchin’s ribbon cutting
ceremony for the dedication of Route 9.

(3) Reported that she attended a Community Ministries meeting and noted that three
churches will be opened to homeless this winter.

(4) Reported that on September 22, 2010 she met with the Regional Planning and
Development Councils from around the state.

(5) Reported that Senator Herb Snyder may come and talk to the Commission in November
2010 regarding the Chesapeake Bay Watershed and other issues.

PRESENTATIONS

(1) Angela Banks, Assessor, requested exoneration for Christina F. Harrison in the amount of
$20.00. Her vehicle was inadvertently assessed in two different counties.

Motion by Ms. Noland to approve exoneration of $20.00 for Christina F. Harrison, ticket
no. 22169. as presented by Angela Banks, Assessor. Motion seconded by Mr. Manuel
and was unanimously approved.

Christina F. Harrison Charles Town Personal Property 22169 20.00

(2) Peter Fricke of the Farmland Protection Board presented his request for advice regarding

Farmland Protection Board’s staffing options. Upon completion of his presentation, Mr.
Boyde, County Administrator, explained that the Board should make this request of the
Development Authority, who would be the agency to handle this matter since no

Jefferson County employees are involved. The Commissioners concurred.

Mr. Boyde and the Commissioners inquired if he was prepared to go forward with the
request to approve easement. Mr. Fricke advised that he was not, as the paperwork had
been held up by several government agencies. The Commission directed that Mr. Fricke
be placed on the September 30, 2010 agenda with his casement request if he had obtained
the proper documentation by that date.

The Commission took a S-minute brealk at 10:35 a.m.

(3) John Maxey of the Jefferson County Planning Commission, and Jennifer Brockman,
Director of Planning and Zoning, offered a Power Point presentation to illustrate their




request to initiate rezoning of certain federal lands and ask the Commission to schedule a
Public Hearing on the matter.

Motion by Ms. Noland to schedule a date for the Public Hearing at next Thursday’s
meeting, September 30, 2010 and to place John Maxey’s request on the September 30,
2010 agenda. Motion seconded by Mr, Manuel and was unanimously approved.

(4) Jennifer Maghan, County Clerk, presented the Financial Statement of Jefferson County
for fiscal year ending June 30, 2010 and explained that it has been published and is
available for public review,

Ms. Maghan requested that the “Voter Expectations for the Mainienance Department”
discussed at last Thursday’s Commission meeting be included in these minutes. (See
attached.)

1. Attached, please find the “Voter Expectations for the Maintenance Department”
as discussed during the commission meeting last week.

2. Please review the Financial Statement for Fiscal Year ending June 2009. The
copy required by law to be published by our local newspaper will be fulfilled by
the first issue of October in the Spirit of jefferson Advocate. The complete copy
can be found online at Jeffersoncountyclerkwy.com

Should the Commissioners or members of the public have questions regarding the
County’s financial statement, please present them in writing or by email to the
County Clerk. imaghan@ieffersoncountvclerkwv.com

Preparation of Elections

Expectations for the Maintenance Department

A time line will and detailed truck route will always be provided well in advance of
an election to allow for planning of personnel and resources.

The following tasks are requested of the Maintenance Department

= Remove benches and tables from the old county commission meeting
room.

= Pickup early voting/election night supplies and equipment from Bardane
and deliver to the courthouse. (Approx. 1 week prior to early voting)

= Pickup trucks from the rental facility.




s Deliver election equipment to precincts the day before the election.
(approx 8am-2pm)

= Pickup election equipment from the precincts and return trucks to the
rental facility the day after the election.

s After canvass and certification return election equipment and supplies to
Bardane.

«  Put tables and benches back into the old county commission room.

(5) Mark Schiavone requested the Commission to approve the Resolution regarding Budget
Revision 003 to the General Fund.

Motion by Mr. Manuel to approve the Resolution of Budget Revision 003 to the General
Fund as presented by Mr. Schiavone. Motion seconded by Ms. Noland and was
unanimously approved.

RESOLUTION
At a regular session of the Jefferson County Commission, held 23" September, 2010, the

following order was made and entered:

SUBJECT: The revision of the General Fund (Fund 001) Levy Estimate (Budget) for the

County of Jefferson. The following resolution was offered:

RESOLVED  That subject to approval of the State Auditor as ex officio chief inspector of

public offices, the county commission does hereby direct the budget be revised PRIOR TO THE

EXPENDITURE OR OBLIGATION OF FUNDS FOR WHICH NO APPROPRIATION OR

INSUFFICIENT APPROPRIATION CURRENTLY EXISTS, as shown on budget revision number 003,

a copy of which is entered as part of this record.

The adoption of the foregoing resolution having been moved by Mr. Manuel, and duly seconded

by Ms. Noland, the vote thereon was as follows:

Dale Manuel Yes
Patricia Noland Yes
Lyn Widmyer Yes




(Commissioners Surkamp and Morgan were absent.)

WHEREUPON, Lyn Widmyer, declared said resolution duly adopted, and it is therefore
ADJUDGED and ORDERED that said resolution be, and the same is, hereby adopted as so stated above,
and F. Mark Schiavone is authorized to fix his signature on the attached “Request for Revision to

Approved Budget” to be sent to the State Auditor for approval.

The Commission took a 19-minutes break at 11:10.

(6) Request by Valley Health to use the Commission Meeting Room on November 23, 2010
from 9:00 a.m. to 12:00 noon to conduct a Health Needs Assessment.

Motion by Mr. Manuel to approve the use of the Commission Meeting Room by Valley
Health on November 23, 2010 from 9:00 a.m. to 12:00 noon. Motion seconded by Ms.
Noland and was unanimously approved.

(7) Request by NAACP Jefferson County to use the Commission Meeting Room on October
4,2010 at 7:00 p.m. to host a forum with the 2™ Congressional District candidates.

Motion by Ms. Noland to approve the use of the Committee Meeting Room by NAACP
Jefferson County on October 4, 2010 at 7:00 p.m. to host a forum with the 2
Congressional District candidates. Mr. Manuel seconded the motion and was
unanimously approved.

(8) Doug Pittinger of the Emergency Services Agency - request for approval of fire company
contracts FY2011.

Mr. Pittinger explained that the officials of the fire companies would not be meeting until
next Tuesday, September 28, 2010 and that it may require more than one meeting. He
requested that any decision by the Commission be put on hold for two weeks. The
Commissioners agreed and directed that this matter be placed on the Agenda for the
October 7, 2010 meeting,.

Motion by Mr. Manue to adjourn the meeting. Second by Ms. Noland and the meeting
was adjourned.

Upon rising the Commission recessed until Thursday morning next beginning at 9:30 o'clock a.m.

LYN WIDMYER, PRESIDENT



Commission Office Use Only
Date on Agenda:

Appt Time or New Business:

AGENDA REQUEST FORM

Name: Ed Slonaker, Morgan Financial Group, LLC

Department or Entity:

Estimation of amount of time needed for appointment: 30 minutes

Date Reguested — 1 Choice:

Date Requested — 2™ Choice:

If a specific date is needed, please provide reason for specific date:

Subject:Long Term Disability Presentation

Please provide the County Commission with a description of your request of presentation, including any
packground information:

Recommended motion (Please type out the wording of the motion that you would like the Commission
to approve}.



Commission Office Use Only
Date on Agenda:

Appt Time or New Business:

AGENDA REQUEST FORM

Name: Peter Fricke, Framland Protection Board

Department or Entity:

Estimation of amount of time needed for appeintment: 15 minutes

Date Requested — 1% Choice:

Date Requested — 2™ Choice:

if a specific date is needed, please provide reason for specific date:

Subject:Approval of Farmland Protection Easement

Please provide the County Commission with a description of your request or presentation, including any
background information:

Recommended motion (Please type out the wording of the motion that you would like the Commission
to approve):



Date on Agenda: %{nﬁbkﬁ

Appt Time or New Business: j4%

Commission Office Use Only

{ O { M AGENDA REQUEST FORM

Name: Roger Goodwin

Department or Entity: Department of Engineering

Estimation of amount of time needed for appointment: 5 minutes

Date Requested — 1% Choice: September 30, 2010

Date Requested — 2" Choice:

If a specific date is needed, please provide reason for specific date:

Subject: Bond reduction and/or release.

Please provide the County Commission with a description of your request or presentation, including any
background information: Complete release of the Construction Bond security for Mark D. Zwilsky -
Potomac Metals, Inc. {File #507-04) — Letter of Credit with PNC Bank, Baltimore, Maryland.

Recommended motion {Please type out the wording of the motion that you would like the Commission
to approve): | authorize a complete release of the remaining $53,244.00 construction bond amount for
Mark D. Zwilsky — Potomac Metals, Inc. (File #507-04).

Attachments: Bond Release Letter
Bond Reduction or Release Request Report



THE COUNTY COMMISSION OF JEFFERSON COUNTY

.0, Box 250
124 East Washington Straat
Charles Town, WY 25414

Phone: 304-728-3284 www. jeffarsoncouniywy.org Fax: 304-725-7918

September 30, 2010

Ms. Christean Harris

PNC Bank, National Association
Two Hopkins Plaza

Baltimore, Maryland 21201

RE:  Irrevocable Letter of Credit #18109922-00-000 dated August 7, 2008 Construction Bond
Surety for Mark D. Zwilsky — Potomac Metals, Inc. (File #S07-04).

Dear Ms. Harris:

The Jefferson County Commission authorizes a complete release of $53,244.00 from the construction
bond amount for Mark D. Zwilsky — Potomac Metals, Inc. (File #307-04). This project is located on
the west side of Route 230-Shepherdstown Pike approximately 0.29 miles north of its intersection
with Route 340/12-Halltown Road. The work appears to be 100% complete.

In summary, you are hereby authorized to fully release the remaining amount for the above referenced
Trrevocable Letter of Credit, originally issued in the amount of $174,922.00. Please contact the
Jefferson County Engineering Department at 304-728-3257 if you have any questions.

Sincerely,

Lyn Widmyer, President
Jefferson County Commission

LW:rib

cc: Mr, Mark D. Zwilsky
Potomac Metals, Inc.
45655 Woodland Road
Sterling, VA 20166
Department of Engineering




JEFFERSON COUNTY, WEST VIRGINIA

Department of Engineering
404 East Washington Street, P.O. Box 338
Charles Town, West Virginia 25414

Phone: (304)728-3228
Email: engineering@ijeffersoncountywv.org Fax: {304} 728-3953

BOND REDUCTION OR RELEASE REQUEST - REPORT

Date Received: 26 August 2010 J.C.P.C. File No.: S07-04

Consultant/Engineer/Firm Name: Potomac Metals, Inc

Mailing Address: 45655 Woodland Road

City: Sterling State: VA Zip: 20166

Contact Person: Mark D. Zwilsky Phone: 703-430-4264

Project/Subdivision Name: Potomac Metals, Inc.

Section/Phase: Phase 1 (Kramer Lot #3)

Review Commaents:
The bond releasefreduction is Approved as Submitted
[] The bond releasefreduction request is Denied.

[] Add items/revise as shown per our comments on your attached bond release/reduction form &
resubmit reduction/release request to our office for review and approval.

] Some site work has progressed beyond the required "milestone’ site inspections that are to be
performed by our office. As a result, you will need to schedule the inspections with our Land
Development Inspector, and/or provide the certifications noted on the attached “Third-Party
Certifications” checklist. Please collect all the required third-party certifications and submit them
all at one time with a copy of this report and the checklist.

"1 Bonding Policy & Unit Cost Figures attached for your use.

Comments:
e Recommends bond release from $53.244.00 to $0.00. e
SEVELSPMERT INSPECTION

g

A T Y Lo e -~
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e i i ﬁ;‘

o N - ra o !
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4 s
Original Bond Amt. $ 124,464.00 + 15% Cont. $ 18,670.00 = Total Originai Bond Amt. $ 143,134.00

Total Current Bond Amount $ 53.244.00
Cost of Work Remaining $ 0.00 + Contingency Amount $ (.00
= Approved for Revised Bond Amount § 0.00

{Note: Upon Approval, the LDI shafl attach the itamized bond release/reduction request form and all certifications required at this time.)

Reviewed By, Morma J. Kuroski Date: 16 September 2010

. — A
} /f ; i'r ,/,/

Signature: 7" / A A g Y it atdd Titte: Land Development Inspector
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Commission Office Use Only
Date on Agenda:

Appt Time or New Business:

AGENDA REQUEST FORM

Name: Christopher Cody

Department or Entity: N/A

Estimation of amount of time needed for appointment: 15

Date Requested — 1° Choice: Thursday, Sept 30, 2010

Date Reguested — 2™ Choice: N/A

if a specific date is needed, please provide reason for specific date: Due to time sensitivity/deadline i
would like to speak to the County Commission as soon as possible.

Subject: Jefferson Utilities, Inc. (JU1) rate increase case no 10-1329-W-42T.

Please provide the County Commission with a description of your request or presentation, including any
background information: We are requesting the County Commission to intervene on hehalf of JUI
customers who are affected by JUY's request for a 72.2% rate increase, Case No. 10-1329-W-42T. The
County Commission has earlier agreed to intervene in JUI's previous request for a rate increase, Case
No 10-0974-W-PC. The WV Public Service Commission staff has requested that these two cases he
consolidated. We also request that Mr. James Casimiro of the prosecuting Attorney’s Office represent
the County Commission due to his unique experience in this matter.

Recommended motion (Please type out the wording of the motion that you would like the Commission
to approve).

Attachments: WV Public Service Commission Staff Memo in Case No. 10-1329-W-427, dated
September 22, 2010.



Public Service Commission

201 Brooks Street, ®. O. Box 812
Charleston, West Virginia 25323

E. Dandndgfe McDonald, Es%.1
Counsel, Jefferson Utilities, Inc.
Steptoe & Johnson PLLC

PO Box 1588

Charleston, WV 25326-1588

Kay Moore, Intervenor
PO Box 525
Harpers Ferry, WV 25425

Gregory Weber, Intervenor
59 Coventry Lang
25425

Harpers Feiry, WV
Chester C. Cheezum, Intervenor
32 Canterbury Trail
Charles Town, WV 23414

Heidi Parker, Intervenor
32 Buckskin Court
Charles Town, WV 25414

Joel J. Keck, Intervenor
37 Byuce Drive
Charles Town, WV 25414

Claire Herrell, Intervenor
432 Mara Rose Lane
Harpers Ferry, WV 25425

RE:

®hone: (304) 340-0300
FAX: (304) 340-0325

September 22, 2010

Scott A. Tatina, Intervenor
60 Westridge Lake Lanc
Harpers Ferry, WV 25425

Blizabeth and Justin, Absher, Intervenors
140 Gap_View Bou eva4r

Harpers Ferry, WV 25 25

Ra
P
Harpers

ond Cooper, Intervenor
Box 3
Ferry, WV 25425

Laura Taylor, Intervenor
166 Sweet Shade Lane
Harpers Ferry, WV 25425

J ac%uelyn Millliron, Intervenor
26 Pelham Lang

Charles Town, WV 25414

Roland K. Bass, Intervenor
30 Posting Way
Charles Town, WV 25414-9366

Kel% Daniel, Intervenor
36 Welsh Court
Charles Town, WV 25414

Christopher S. Cody, Intervenor
33 Posting dr

ive
Charles Town, WV 25414

Case No. 10-1329-W-42T

Jefferson Utilities, Inc.

Ladies and Gentleman:

Pursuant to Rule 2 of the Commission’s Rules of Practice and Procedure, we are enclosing a copy

of the Staff memerandum in this matter.
do so in writing, within 10 days, unless

Your failure to respon

SS/eg
Enc.- Memo

d in writing to the utility’s answer,
documents may result in a decision in your case based on
case file, without further hearing or notice.

If you wish to respond to the enclosed Staff memorandum, you may
directed otherwise, of this date.

Staff’s recommendations, or other

your original filing and the other documents in the

Sincerely,

Dardre A guerfes
Sandra Squire, Director
Executive Secretary Division



INITIAL JOINT STAFF MEMORANDUM

TO: SANDRA SQUIRE DATE: September 22,2010
Executive Secretary

FROM.: RONALD E. ROBERTSON, JR.
Staff Attorney ‘

SUBJECT: CASE NO. 10-1329-W-42T 0%:06 PH SEP 22 2010 PST EXEC 8EC DIV
JEFFERSON UTILITIES, INC.

On August 20, 2010, Jefferson Utilities, Inc. (JU) filed a Rule 42T rate application
requesting Commission approval for an increase of approximately $998,657 annually in
additional revenue, an increase of 48.6%, to become effective October 22, 2010, unless
otherwise ordered by the Commission; and a Motion for Protection Order that certain SES
information be protected from pubic disclosure. However, the proposed increase to the base
rates is 72.2%. JUI is a for-profit public utility which provides water service to 2,196
customers in several areas of Jefferson County, West Virginia. There are eight (8) water
systems filed under JUI’s unified water tariff filed with the Commission which includes: 1)
Walnut Grove; 2) Meadowbrook; 3) Shenandoah Junction; 4) Bardane; 5) Keyes Ferry
Acres; 6) Westridge Hills; 7) Deerfield and 8) Harper Ferry Campsites.

This case was originally filed on June 30, 2010, as part of Case No. 10-0974-W-PC-
42T. The PC portion (request for Commission approval of several affiliate agreements)
remains an open case, but the 42T portion (rate/tariff increase) was dismissed by Commission
Order entered on July 30, 2010,

The Commission has already received several protest letters and fourteen (14)
Petitions to Intervene in this water rate increase filing. As of today, the fourteen (14)
Petitions to Intervene have not been ruled on and are still outstanding.

Attached is the internal memorandum of David Pauley, Utilities Analyst Supervisor,
Utilities Division, provides information about JUT's Rule 427 rate application and represents
the Technical Staffs initial recommendation. Mr. Pauley states that JUD’s current Tariff
Form No. 8 is more detailed and appears accurate. The Legai Division has also reviewed this
rate filing and concurs with the Technical Staff’s initial recommendation




CASE NO. 10-1329-W-42T
September 22, 2010
Page 2

On August 12, 2010, JUI and Staff met, prior to this filing, to coordinate the current
case with the petition for consent case in Case No. 10-0974-W-PC for efficient case
processing. Therefore, JUI and Staff recommend to the Commission that: 1) the two (2)
cases be consolidated for hearing and decision; and 2) Staff’s report in both cases should be
filed on Friday, November19,2010 =~ | . :

This case is ready for disposition consistent with Staff’s initial recommendation.

RER/s
Aftachment

cws (WS
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FROM: David Pauley, Utilities Analyst Superwsor Y

PUBLIC SERVICE COMMISSION OF WEST VIRGINIA
UTILITIES DIVISION INITIAL, MEMORANDUM

Utilities Division o o
DATE: September 16, 2010 &

SUBJECT: Case No, 10-1329-W-42T ~-(‘
Jefferson Utilities, Inc. ' :
Rule 42T application to increase water rates and charges

On August 20, 2010, Jefferson Utilities, Inc. (JUI or the Company) filed a

- Rule 42T application to increase rates and charges for providing water service to 2,196

customers in Jefferson County, West Virginia. The Company owns and operates the
following water systems: 1) Burr/Bardane, 2) Deerfield, 3) Harpers Ferry, 4) Keys Ferry

* Acres, 5) Meadowbrook, 6) Shenandoah, 7) Walnut Grove, and 8) Westr_idge.

The proposed increase will become effective October 22, 2010 unless
otherwise ordered by the Commission, and will produce approximately $998,657
annually in additional revenue, an increase of 48.6%. The proposed increase to the base
rates however is 72.2%.

This case was initially filed June 30, 2010 as part of Case No. 10-0974-W-
PC-42T. The PC portion of that case remains active but the 42T portion was dismissed
by Commission Order dated July 30, 2010. The Order cited the inaccurate Tariff Form 8
as the reason for dismissal, The current Tariff Form 8 is much more detailed and now

appears accurate,

Staff has met with representatives from JUI prior to this filing and have
agreed to recommend to the Commission, the coordination of this filing with the petition
for consent case, 10-0974-W-PC, We recommend the two cases be consolidated for
hearing and decision, and that the Staff report in both cases should be required to be filed
by Friday, November 19, 2010,

Staff also notes that both case dockets contain numerous petitions to
intervene and that Confidential treatment of certain information is requested.

Staff will conduct an audit of the Company’s books and records and -
prepare rate recommendations within the time constraints specified by the Commission.

dlp/s
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Date on Agenda: {%/Dﬁ

Appt Time or New Blisiness: ] } v(p
7

AGENDA REQUEST FORM

Name: Charlotte Hernandez-Velez

Department or Entity: IT

Estimation of amount of time needed for appointment: 15 min

Date Requested — 1% Choice: 9-30-2010

Date Requested — 2™ Choice:

If a specific date is needed, please provide reason for specific date:

Subject: 1T Board/Commission By-Laws and Work Program

Please provide the County Commission with a description of your request or presentation, including any
background information: To review the Work Program and By-Laws of the IT Board/Commission

Recommended motion (Please type out the wording of the motion that you would like the Commission
to approve): Move to approve the By-Laws and work program as recommended.

Attachments:

&



Jefferson County IT Blue Ribbon Panel {IT-BRP) By-Laws

Article I: General

1. Mission Statement: The lefferson County I7 Blue Ribbon Panel is tasked with developing
recammendations for the Cotinty Commissions in issues related to technology. The [T-BRP will work to
improve the environment to promote technology business and development.

2. Appointment Process: Committee members shall be technalogically capable residents of Jefferson
County. The County commission will advertise for applicants to be appointed for set terms.

3. Membership: The number of committee members shall be ten (10) persons residing in Jefferson
County, or persons outside of the County with an interest or IT background. All members will be
entitled 1o vote.

4. Meetings: Meetings will be held monthly via conference cail. Extra meetings may be called by the
chairperson, or by a consensus of the members.

5. Chairperson: The Chair will be held by the County IT Specialist. The Vice Chair will be held by the
Director of the Development Autharity or his/her desighee.

6. Recommendations to County Commission: A majority of the appointed members shall agree before
passing recommendations onto the County Commission. Recommendatians shall be communicated
through the chairperson only.

7 Amendments ta By-Laws: The by-laws may be amended or repealed by a 2/3 majority of the
appointment members of the WAC. No action shall be taken sooner than thirty {30) days from the date
of the amendment or repeal thatis proposed.

ARTICLE 11, Conflicts of Interest by Members of the IT Blue Ribbon Panel
1. Definitions. As used in this article, unless the context in which used clearly requires otherwise:

1.a. “Compensation” means money, thing of value or financial benefit. The term “Compensation” does
not include reimbursement for actual reasonable and necessary eXpenses incurred in the performance
of official duties.

1.b. “Employee” means any full-time or part-time employee of the Commission.

1.c. “Immediate family”, with respect to an individual, means a spouse residing in the individual’s
household and any dependent chiid or children and dependent parent or parents.

1.d. “Person’” means an individual, corporation, business entity, labor union, association, firm,
partnership, limited partnership, committee, club or other organization or group of persons, irrespective
of the denomination given such organization or group.




T Blue Ribbbon Panel - First Report to Jefferson County Commission

Even though Jefferson County has its proximity to the Washington D.C. and its educated popuiation as
assets, Jefferson County fails to attract iT businesses,

Among the obstacles that businesses face are high taxes and the lack of high speed infrastructure,
incentives or |T park/corridor,

The IT Blue Ribbon Panel {ITBRP} will develop six recommendations for the Jefferson County Commission
around the following issues:

1) County-wide Wifi

21 Tech Corridor

3) Telework & Continuity Centers

4) Tax Breaks & Incentives

5) Expansion of Current Cable Availability
6) Tower Analysis & Developement

Creating a more business-friendly environment in Jefferson County would foster next-generation jobs,
ailow for new local growth and development opportunities, benefit high school and college students
with internship and work experiences, and create the opportunity to partner with Berkeley County in
developing the Rt. 9 corridor.

August 31, 2010
Charlotte Hernandez Velez, IT Support Specialist
IT Blue Ribbon Panel




2. General Provisions. No Member of the IT Biue Ribbon Panel or a member of his or her immediate
family may transact any business with the IT Blue Ribbon Panel or County Commission for
compensation including the purchase or sale of goods, services or materials or employment. Every
Member of the IT Blue Ribbon Panel shall abstain from voting when such matter is being considered by
the IT Biue Ribbon Panel,

3. Use of Office for Private Gain. Members of the [T Blue Ribbon Panel are prohibited from knowingly
and intentionally using his or her office or the prestige of his or her office for his or her private gain or
that of another persen.

4. Gifts. Members and employees of the IT Blue Ribbon Panel are prohibited from soliciting any gift
unless the solicitation is for a charitable purpose and without a direct pecuniary benefit to the Member
or employee or to his or her immediate family. No Member of the IT Blue Ribbon Panel may knowingly
accept any gift from a lobbyist or from any person:

(a} doing or seeking to do business with the IT Blue Ribbon Panel or County Commission;
(b) engaged in activities controlled by the IT Blug Ribbon Panel or County Commission; or

(c) having financial interests, which may be affected by the performance or non-performance of the
Member’s official duties.

This section does not apply to gifts from relatives or members of the same househald; gifts that are
purely personal in nature; tickets or free admission to attend charitable, cultural or political events if the
ticket or admission is a courtesy customarily extended to the IT Blue Ribbon Panel; reimbursement for
food, travel or lodging to attend speaking engagements of an official nature; or ceremonial gifts or
awards of insignificant monetary value.

5. Interests in Public Contracts. No member of the IT Blue Ribbon Panel or member of his or her
immediate family or business with which he or she is associated may be a party to or have an interestin
the profits of benefits of a contract which such Member or employee may have direct authority to enter
into, or over which he or she may have control. Provided, however, that nothing herein shall be
construed to prohibit a Member from entering into a contract which the Member may have direct
authority to enter into or over which her or she may have control when such Member has been recused
from deciding or evaluation and excused from voting on such contract and has fully disclosed the extent
of such interest in the contract,




Commission Office Use Only

Date on Agenda:

Appt Time or New Business:

AGENDA REQUEST FORM

Name: F.Mark Schiavone

Department or Entity: DCPM

Estimation of amount of time needed for appointment: 10 min

Date Requested — 1° Choice: 30 September 2010

Date Requested — 2" Choice: 7 October 2010

if a specific date is needed, please provide reason for specific date:

Subject: Approval of Network Assessment Contractor

Please provide the County Commission with a description of your request or presentation,
including any background information: Global Data Systems is a company referred to us by the
IT staff in Berkeley County. We have reviewed their qualifications and recommend approval of
their cost proposal ($8,000) to conduct a network assessment. There are sufficient funds in Dept
428 (Data Processing) to cover this cost.

Recommended motion {(Please type out the wording of the motion that you would like the
Commission to approve): Move to approve using Global Data Consultants to conduct a network
assessment for Jefferson County.

Attachments: (1) Request for Revision to Approved Budget, (2) detailed worksheet for underlying
budget changes, (3) Draft resolution to revise the General Fund Budget.
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Your Information ?‘”echnology Experts . .
We're in LT for ynu.

A PROPOSAL FOR

JEFFERSON COUNTY
114 E. Washington Street
Charles Town, WV 25414
(304) 728-3300 Phone

TO PROVIDE

INFORMATION TECHNOLOGY ASSESSMENT

SUBMITTED BY:

Global Data Consultants, L1.C
1144 Kennebec Drive
Chambersburg, PA 17201
(717) 262-2080 Phone
(717) 262-2082 Fax

DATE: 4/29/2010

SOW #: N20100429-04

SOW#:N20100429-04




Statement of Work for Information Technology Services

1. SCOPE OF SERVICES

This section describes the Services that Global Data Consultants LLC (GDC) will provide under the
terms of the GDC ITSA and this Statement of Work (SOW).

Jefferson County has requested a proposal for an assessment of the functional and strategic components of
its Information Technology environment. This evaluation will allow Jefferson County to gain a deeper
insight and understanding of the current state of their utilization of technology as it applies to their

network, infrastructure and application service areas. Specific information and areas that GDC will seek
to understand and assess are listed below:

1. Information Technology/Network Assessment
e The understanding of the mission of IT as it relates to the overall mission of Jefferson County

L.T. polices and procedures

Business system software and hardware platforms

Locations supported

Internet connectivity

Current bandwidth capacity and utilization percentages

Firewall, router and network equipment hardware and configuration review

Microsoft and iSeries server hardware and operating systems configuration review

Maintenance and patching process review

Review of licensing management

High level inventory and review of current locally installed hardware

Utilization of current technology for production and support purposes

Proactive monitoring and reporting

Remote access procedures

Virus/spam/spyware protection solutions

Data backup and storage, systems and data redundancy, power backup supply and overall

disaster recovery preparedness

e Review of strategic planning for technology utilization, budgeting, functionality/process
improvements and IT cost savings

e Review of end user support processes

e Internal and external vulnerability scan to determine current security position

e 3" party services - What types of services, needs, and skills do they look to 3" party providers
for

e Decision-making process with new technologics and hardware/software purchases

s © © » & ©® ©®& e 5 & ®

e @ © @

2. Compilation of Jefferson County’s current position and condition on the items above along with
corresponding recommendations for improvement where appropriate into a Final Technology
Assessment Report.

1 Presentation of Final Technology Assessment Report to Jefferson County in person as well as in
electronic and hardcopy format.

2 SOW#:N20100429-04



Methodology: As part of this network and infrastructure assessment, GDC will interview the appropriate
Information Technology team members and appropriate executive management to gather information on
the current state of technology in use by Jefferson County as well as the strategies and methodologies that
are currently in place. GDC will also work with the designated IT team member(s) to do physical and
electronic configuration review of hardware, network operating systems and related applications.
Additionally GDC will utilize 3" party assessment fools and software to assist in gaining visibility and
confirmation of Jefferson County’s infrastructure condition as well as compliance with security and
industry best practices. The details of the agenda and the scheduling will be worked out between
Jefferson County and GDC prior to the onsite interviews.

The details of the Services to be provided are described in this section. These Services will be provided at
the following site (Location):

114 E. Washington Street
Charles Town, WV 25414

For the listed project, GDC will:
e Provide the skills and expertise to complete the tasks in a timely manner.

e Ensure that the appropriate documeniation and reports are delivered to Jefferson County
¢ Provide any knowledge transfer or follow-up that is requested

II. ESTIMATED SCHEDULE

The Services will be performed consistent with the estimated schedule mutually agreed to by both of us.
We both agree to make reasonable efforts to carry out our respective responsibilities according to such
schedule.

The following is provided for planning purposes:
Circumventing any vendor delivery or purchasing delays:

Estimated Start Date: TBD Estimated End Date: TBD

This Statement of Work expires upon completion of our responsibilities.

3 SOWiN20100429-04




II1. CHARGES

The total cost is $8,000 plus any applicable taxes. This cost is for technical services as outlined in the
Scope of Services section of this agreement. Payment is due as specified in the invoice.

GDC will invoice Jefferson County at the completion of this project

Agreed to: Agree to:
Jefferson County Global Data Consultants, LLC
F. Mark Schiavone Date Tom Lytle Date

PROPOSAL ACCEPTANCE PERIOD

This SOW will be withdrawn if GDC is not authorized by 10/18/2010 to perform these Services. This
proposal can be extended if the parties mutually agree in writing to extend the proposal acceptance period.

4 SOW#:N20100429-04




Commission Office Use Only

Date on Agenda:

Appt Time or New Business:

AGENDA REQUEST FORM

Name: F.Mark Schiavone
Department or Entity: DCPM
Estimation of amount of time needed for appointment: 10 min

Date Requested — 1% Choice: 30 September 2010

AU oeptebe A

Date Requested — 2" Choice: 7 October 2010

rVeobe L S

If a specific date is needed, please provide reason for specific date:

Subject: Approval of Budget Revision 004 to the General Fund

Please provide the County Commission with a description of your request or presentation,
including any background information: This revision deals with the 2.5% salary increase, and
accounts for the savings from the Group Health Insurance and Property/Liability Insurance
changes.

Recommended motion (Please type out the wording of the motion that you would like the
Comumission to approve): Move to approve the resolution for Budget Revision 004 to the General
Fund

Attachments: (1) Request for Revision to Approved Budget, (2) detailed worksheet for underlying
budget changes, (3) Draft resolution to revise the General Fund Budget.

z"/
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LGSD BR 4180 (Rev, 2010) REQUEST FOR REVISION TO APPROVED BUDGET CONTROL NUMBER

Subject te approval of the slate auditor, the governing body requests 2011
Ora Ash, Director that the budget be revised prior to the expendifure or obligation of funds Y
West Virginia State Auditor's Office for which o appropriation or insufficient appropriation currently exists.
200 West Main Street (§ 11-8-26a) FUND

Clarksburg, WV 26302

Phone: 627-2415exl. 5114 JEFFERSON COUNTY COMMISSION REV. NG,
Fax; 627-2417 GOVERNMENT ENTITY
PG. OF NO.
Person To Contact Regarding PO BOX 250 124 E. WASHINGTON STREET
Budget Revision:  F. Mark Schiavone STREET QR PG BOX County
Phone; (304) 728-3337 Government Type
Fax: (304) 724-2178 CHARLES TOWN 25414
CITY ZIP CODE
REVENUES: (net each acct.)
ACCOUNT ACCOLUNT PREVIOUSLY REVISED
NUMBER DESCRIPTION APPROVED AMOUNT {({NCREASE) {DECREASE) AMOUNT
#NIA
ENIA
HNIA
#NIA
#N/A
#NIA
NET INCREASE/(DECREASE) Revenues (ALL PAGES)

COUNTIES-TRANSFERS TO THE GENERAL FUND FROM OTHER FUNDS MUST HAVE PRIOR APPRQVAL OF AUDITOR'S OFFICE

EXPENDITURES: (net each account category) {(WV CODE 7-1-8)

ACCOUNT ACCOUNT PREVIOUSLY REVISED
NUMBER DESCRIPTION APPROVED AMOUNT {INCREASE} (DECREASE) AMOUNT
401 County Commission 2,857,286 288,377 3,143,663
402 County Clerk 855,754 25,689 830,065
403 Circuit Clerk 533,857 11,858 521,999
404 Sheriff-Treasurer 510,049 8,374 504,675
405 Prosecuting Atterney 1,491,889 2240 1,489,649
408 Assessor 907,403 18,923 838,480
412 Agricultural Agent 125,860 1,888 123,972
413 Elections-County Clerk 480,000 2,023 177,977
422 Infrastructure 291,927 608 251,319
424 Courthouss 1,686,001 109,534 1,576,467
431 Ecanomic Development 356,753 328 356,424
433 Geographic Information System 258,262 1,016
NET INCREASE/(DECREASE) Expenditures
APPROVED BY THE STATE AUDITOR
BY: AUTHORIZED SIGNATURE APPROVAL
Director, Local Government Services Division Date OF ENTITY DATE




EXPENDITURES (CONT'D)

JEFFERSON COUNTY COMMISSION

LGsD: BRo3o810  JEFFERSON COUNTY COMK CONTROL NUMBER 2011
BUDGET REVISION REQUEST-SUPPLEMENT FY FUND REV#
ACCOUNT ACCOUNT PREVIOUSLY REVISED
NUMBER CATEGORY APPROVED AMOUNT INCREASE DECREASE AMOQUNT

439 Planning & Zoning 386,568 14,235 372,333
440 Engineering 639,138 2,371 636,767
451 Zoning Board 126,407 8,908 135,315
700 Sheriff-Law Enforcement 2,985 945 30,086 2,955,859
711 Emergancy Services 227175 1,617 225,558
712 Communication Center 1,875,653 53,128 1,822 525
716 Dog Warden/Humane Society 251,064 11,366 239,698

#N/A

#NIA

#NIA

#NIA

HNIA,

#N/A

HNIA

#NIA

HNIA

#NIA

HNIA

#NIA
NET INCREASE/(DECREASE) Expenditures (this page) -103,895




Budget Revision 004 PENDING

A B C D E | F | G
Curr
1 Dept  Line Approved Increase Final Approved
51 401 401-01-103-000-GG-000  Salary/Wage 205,000 5,125 210,125 /1
3 | COCOM 401-01-104-000-GG-C00  FICA 25,408 318 25,726 /2
4 401-01-104-001-GG-000 MEDIC 5,943 74 6,017 /2
5 401-01-105-000-GG-000  Group Health 78,371 (13,920 64,451 /1
6 401-01-106-000-GG-000 RETIREMENT 51,225 641 51,866 /2
7 401-05-568-000-GG-000 OTHER CONTRiB 2,022,993 294,139 2,317,132 {7
8
g DEPT CHANGE 2,857,286 286,37 3,143,663
10
11| 402  402-01-103-000-GG-000  Salary/Wage 448,188 7,374 455,562 /1
121 COCLK 402-01-104-000-GG-000  FICA 32,465 457 32,922 /2
13 402-01-104-001-GG-000 MEDIC 7,593 107 7,700 /2
14 4072-01-105-000-GG-000  Group Health 156,914 {34,549) 122,365 /1
15 402-01-106-000-GG-000 RETIREMENT 65,454 922 66,376 /2
16 i
17 DEPT CHANGE 855,754 89): 830,065
18
9] 403 403-01-103-000-GG-000 Salary/Wage 261,023 6,526 267,549 /1
201 CIRCLK 403-01-104-000-GG-000 FICA 20,427 405 20,832 /2
21 403-01-104-001-GG-000 MEDIC 4,777 95 4,872 /2
22 403-01-105-000-GG-C00  Group Health 103,925 (19,699) 84,226 /1
23 403-01-106-000-GG-000 RETIREMENT 41,183 816 41,999 /2
24
25 DEPT CHANGE 533,857 |11 (11,858) 521,999
26 '
37| 404  404-01-103-000-GG-000 Salary/Wage 236,040 5,901 241,941 /1
28| TAX  404-01-104-000-GG-00C FICA 19,278 366 19,644 /2
29 404-01-104-001-GG-000 MEDIC 4,509 86 4,595 /2
30 404-01-105-000-GG-000 Group Heaith 81,652 (15,464) 66,188 /1
31 404-01-106-000-GG-000 RETIREMENT 31,380 738 32,118 /2
32
33 DEPT CHANGE 510,049 {8, 501,675
34 k
351 405  405-01-103-000-GG-000  Salary/Wage 908,097 22,702 930,799 /1
36| PA  405-01-104-000-GG-000 FICA 62,292 1,408 63,700 /2
37 405-01-104-001-GG-000 MEDIC 14,569 329 14,898 /2
38 405-01-105-000-GG-000 Group Health 172,115 (28,516 142,599 /1
39 405-01-106-000-GG-000 RETIREMENT 125,588 2,838 128,426 /2
40
41 DEPT CHANGE 1,491,889 1,489,649
42
43| 406  406-01-103-000-GG-000 Salary/Wage 468,383 8,432 476,815 /1
44| ASSOR 406-01-104-000-GG-000 FICA 36,863 523 37,386 /2
45 406-01-104-001-GG-000 MEDIC 8,622 122 8,744 /2
46 406-01-105-000-GG-000  Group Health 161,875 (29,054) 132,821 /1
47 406-01-106-000-GG-00C  RETIREMENT 69,320 1,054 70,374 /2
48
48 DEPT CHANGE 907,403 | 888,480
9/23/2010
DCPM Page 1



Budget Revision 004 PENDING

A B C D £ F l
50
511 412 412-01-103-000-GG-000 Salary/Wage 50,722 1,269 51,991 /1
52| AGAGT 412-01-104-000-GG-000 FICA 3,145 79 3,224 /2
53 412-01-104-001-GG-000 MEDIC 736 18 754 /2
54 412-01-105-000-GG-000 Group Health 19,483 (3,413) 16,070 /1
55 412-01-106-000-GG-000 RETIREMENT 6,341 159 6,500 /2
56
57 DEPT CHANGE 125,860 123,972
58
59| 413 412-01-103-000-GG-000 Salary/Wage 35,000 875 35,875 /1
60| ELECT 412-01-104-000-GG-000 FICA 7,440 54 7,484 /2
61 412-01-104-001-GG-000 MEDIC 1,740 13 1,753 /2
62 412-01-105-000-GG-000  Group Health 17,253 (3,074) 14,179 /1
63 412-01-106-000-GG-000 RETIREMENT 5,625 109 5,734 /2
64
65 DEPY CHANGE 180,000 177,977
66
671 422  412-01-103-000-GG-000 Salary/Wage 207,000 5,175 212,175 /1
68| DCPM  412-01-104-000-GG-000 FICA 12,834 321 13,155 /2
69 412-01-104-001-GG-000 MEDIC 3,002 75 3,077 /2
70 412-01-105-000-GG-000  Group Health 38,966 {6,826) 32,140 /1
71 412-01-106-000-GG-000 RETIREMENT 25,875 647 26,522 /2
72
73 DEPT CHANGE 291,927 291,319
74
751 424 412-01-103-000-GG-000 Salary/Wage 357,662 8,942 366,604 /1
76| CTHSE 412-01-104-000-GG-000 FICA 23,415 554 23,969 /2
77 412-01-104-001-GG-000 MEDIC 5,476 130 5,606 /2
78 412 01-105-000-GG-000  Group Health 113,667 (19,278) 94,389 /1
79 412-01-106-000-GG-000 RETIREMENT 47,208 1,118 48,326 /2
80 424-02-226-000-GG-000  Insurance Bonds 375,000  (101,000) 274,000
81
82 DEPT CHANGE 1,686,001 | 1,576,467
83
2| 431  431-01-103-000-GG-000 Salary/Wage 203,326 5,084 208,410 /1
85| ECON 431-01-104-000-GG-000 FiCA 12,607 315 12,922 /2
86 431-01-104-001-GG-000 MEDIC 2,949 74 3,023 /2
87 431-01-105-000-GG-000 Group Health 37,175 (6,437) 30,738 /1
88 431-01-106-000-GG-000 RETIREMENT 25,416 636 26,052 /2
89
90 DEPT CHANGE 356,753 356,424
51
92| 433 433-01-103-000-GG 000 Salary/Wage 88,750 2,219 90,969 /1
931 GiS  433-01-104-000-GG-000 FICA 7,363 138 7,501 /2
94 433-01-104-001-GG-000 MEDIC 1,722 32 1,754 /2
95 433-01-105-000-GG-000  Group Health 19,483 (3,682) 15,801 /1
96 433-01-106-000-GG-000 RETIREMENT 11,094 277 11,371 /2
97
98 DEPT CHANGE 258,262 257,246
99

9/23/2010

DCPM

Page 2




Budget Revision 004 PENDING

A B C D E F | &
100] 439 439-01-103-000-GG-000 Salary/Wage 222,670 5,567 228,237 /1 /6
101] PLAN  439-01-104-000-GG-000 FICA 13,950 345 14,295 /2
102 439-01-104-001-GG-000 MEDIC 3,263 81 3,344 /2
103 439-01-105-000-GG-000  Group Health 61,730 (20,924) 40,806 /1
iC4 439-01-106-000-GG-000 RETIREMENT 28,125 696 28,821 /2
105
105 DEPT CHANGE 386,568 372,333
107
108] 440  440-01-103-000-GG-000 Salary/Wage 402,411 10,061 412,472 /1
109 ENG  440-01-104-000-GG-000 FICA 25,259 624 25,883 /2
110 440-01-104-001-GG-000 MEDIC 5,907 146 6,053 /2
111 440-01-105-000-GG-000  Group Health 77,931 (14,459) 63,472 /1
112 440-01-106-000-GG-000  RETIREMENT 50,927 1,258 52,185 /2
113
114 DEPT CHANGE 639,138 636,767
115
116| 451  451-01-103-000-GG-000 Salary/Wage 76,000 1,900 77,900 /1 /6
117| ZONING 451-01-104-000-GG-000 FICA 4,909 118 5,027 /2
118 451-01-104-001-GG-000 MEDIC 1,148 28 1,176 /2
119 451 01-105-000-GG-000 Group Health 19,483 6,625 26,108 /1/5
120 451-01-106-000-GG-00D  RETIREMENT 9,897 238 10,135 /2
121
122 DEPT CHANGE 126,407 135,315
123
124] 700  700-01-103-000-PS-000  Salary/Wage 1,523,800 38,095 1,561,895 /3
125 LAW  700-01-104-000-PS-00C  FICA 117,906 117,906 /4
126 700-01-104-001-PS-000  MEDIC 27,575 27,575 /4
127 700-01-105-000-P5-000  Group Health 378,558 (68,181) 310,377 /1
128 700 01-106-000-PS-000  RETIREMENT 225,001 225,001 /4
129
130 DEPT CHANGE 2,985,945 | 2,955,859
131
132| 711  711-01-103-000-PS-000  Salary/Wage 130,000 3,250 133,250 /1
133 EMG SRV 711-01-104-000-PS-000  FICA 8,060 202 8,262 [2
134 711-01-104-001-PS-000  MEDIC 1,885 47 1,932 /2
135 711-01-105-000-PS-000  Group Health 28,866 {5,522) 23,344 /1
136 711-01-106-000-PS-000  RETIREMENT 16,250 306 16,656 /2
137
138 DEPT CHANGE 227,175 225,558
139
140] 712  712-01-103-000-PS-911 Salary/Wage 970,357 24,259 994,616 /3
141| COM CTR 711-01-104-000-PS-911  FICA 64,502 64,502 /4
147 711-01-104-001-P5-911  MEDIC 15,085 15,085 /4
143 711-01-105-000-P$-911  Group Health 309,420 (77,387) 232,033 /1
144 711-01-106-000-PS-911  RETIREMENT 127,545 127,545 /4
145
146 DEPT CHANGE 1,875,653 1,822,525
147

9/23/2010

DCPM

Page 3




Budget Revision 004 PENDING

A

B

C

D £

F

148

716

716-01-103-000-P5-0001

149] ANM CTL 716-01-104-000-PS-000

150

151

152

153

154

155

156

157

158

159

160

161

162

163

164

165

166

167

168

169

716-01-104-001-P5-000
716-01-105-000-PS5-000
716-01-106-000-P5-000

Salary/Wage
FICA

MEDIC
Group Health
RETIREMENT

DEPT CHANGE

NET CHANGE

126,125 2,129
8,564 132
2,003 31

52,989 (13,924
17,266 266

251,064

(286,377)

128,254
8,696
2,034

39,065
17,532

239,698

/1
/2
/2
/1
12

DCPM

9/23/2010
Page 4



RESOLUTION

At a regular session of the Jefferson County Commission, held 30th September,
2010, the following order was made and entered:

SUBJECT: The revision of the General Fund (Fund 001) Levy Estimate (Budget) for
the County of Jefferson. The following resolution was offered:

RESOLVED: That subject to approval of the State Auditor as ex officio chief
inspector of public offices, the county commission does hereby direct the budget be revised

PRIOR TO THE EXPENDITURE OR OBLIGATION OF FUNDS FOR WHICH NO

APPROPRIATION OR INSUFFICIENT APPROPRIATION CURRENTLY EXISTS, as

shown on budget revision number 004, a copy of which is entered as part of this record.
The adoption of the foregoing resolution having been moved by , and duly

seconded by , the vote thereon was as follows:

Yes
Yes
Yes
Yes
Yes

WHEREUPON, Lyn Widmyer, declared said resolution duly adopted, and it is

therefore ADJUDGED and ORDERED that said resolution be, and the same is, hereby
adopted as so stated above, and F. Mark Schiavone is authorized to fix his signature on the
attached "Request for Revision to Approved Budget" to be sent to the State Auditor for

approval.



Commission Office Use Only
Date on Agenda:

Appt Time or New Business:

AGENDA REQUEST FORM

Name: F.Mark Schiavone

Department or Entity: DCPM

Estimation of amount of time needed for appointment: 5 min

Date Requested — 1 Choice: 30 September 2010

Date Requested — 2" Choice:

If a specific date is needed, please provide reason for specific date: This is a time-sensitive
issue.

Subject: Approval of IBM Hardware Maintenance Agreement

Please provide the County Commission with a description of your request or presentation,
including any background information: This is an annual, budgeted cost. IBM has been directly
contacted regarding a direct price quote but has been unresponsive.

Recommended motion (Please type out the wording of the motion that you would like the
Commission to approve): Approve release of $15,648.67 from Dept 428 (Data Processing) to
purchase one year IBM maintenance on the iSeries computer.

Attachments: Coverletter and invoice from Software Systems, Inc.
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23 Sputh University Avenue, Morgantown, WV 26508

August 4, 2010

Jefferson County Commission

Mt Tim Boyde, County Administrator
100 E Washington Street, PO Box 250
Charles Town, WV 25414

Dear Mr. Boyde,

Phone (304) 292-2568 FAX (304) 292-8836

e
W%m
|

6200 !

@W@Eﬂﬂﬁ(
!
[

JEFFLRGUN - /
CAPITAL PL AR

Software Systems, [nc. monitors the hardware and software maintenance contracts that you have
with 1BM on your AS/400. These are separate from the contracts you have with us for your applications.
Vour 9406-520 serial number 3E4BA has 2 hardware and software contract that is due to expire on
October 3, 2010. Attached are renewal options and asscciated pricing.

¥ our hardware came with an initial warranty, and may have had extended maintenance as part of
the original purchase. The hardware contract on your AS/400 ensures that 1BM will replace any failing

component. Itis essential that you keep this contract up to date. The charges 10 have [BM perform a

repair if you are not covered by a current contract, are computed on an hourly basis (plus parts), and are

extremely high.

The software contract noted here is for the operati
Maintaining a eurrent software contract provides you with
problems IBM has identified elsewhere, and also allowsy
system without additional charges from IBM. In addition,
current software contract ensures that you are entitled to *u

ng system and all the IBM licensed programs.
support for software defects, updates for

ou to upgrade to new releases of the operating

when it’s time to upgrade to a new AS/400, a

pgrade” pricing Oft the operating system for

the new AS/400. In many Cases, this translates to a zero cost for the operating system on the new AS/400,

If you do not have a current software maintenance contract, you will be charged full price for the new
operating system on a new AS/400. Also, once a software maintenance contract has expired, IBM will
impose a “cyrrency” charge to have the contract retnstated. This charge generally exceeds what the
associated monthly amount would have been to keep the original contract in place.

We urge you to review the attached quote and let
have, well in advance of your contract expiration date. It
and obtain the necessary signatures, so you shouid act on
guestions, or need more information, please let us know,

RECEIVED

AUL G 6 201D

Sincerely,

us know which option(s) you would like to
takes some time to prepare the contract renewal
this as quickly as possible. 1f you have any

Mark Tennant
Software Systems, Inc.

Jetterson County Commission

54249




Software ysl&ms
e

MORGANTOWN, WV, 26808
PHONE {2304) 202-2558 FAX (304) 282-9838

! T — e —
]

| Customer Ship To j

[_JEFFERSON COUNTY COMMISSION JEFFERSON COUNTY COMMISSION

| 2cCT PAY/ALL DEPTS SHARED SERVERS ACCT PAY/ALL DEPTS SEARED SERVERS
| 100 E WASHINGTON STREET \ 100 E WASHINGTON STREET

| po ROX 230 | PO BOX 250

| CHARLES TOWN WV 25414 CHARLES TOWN WY 25414

| Tel:(304) 728-3203 1 Tel:(304) 72B-3205

| |

| |

I

i
|
5
|
|
\

|
!
;
I

Accou.n; Tarms
e "_l_ﬁ
10051 ! DUE UPON RECEIPT OF INVOICE

R e v
Due Date Account Rep
Tul 30, 2010 | TMark Tennant

Quotation PO # !" Refarence { Ship Via

50~ 11346

IEM Maintenance “Tor 0406-520 520 s/n: 3E4BA

o

SOFTWARE SYSTEMS INC. P T
SALES QUOTE l

msmﬂﬂumwmawwﬁmue B S50-11346 fﬁ Jul 30,2010

e e —
\ COMPANY DELIVERY

e I
[I- Item Descr:l.pt:l.on J[‘ Qtyw Sh:.pr— Prlca—rM D:.scou.nt

Schedule Date‘

2 1 yr contract from 10/05/10 to 10/05/11
3| IBMHM TBM HARDWARE MAINTENANCE 1 \ 11875.68| EA 11875.68
4|IBRMSM IBM SOFTWARE MAINTENANCE 1 3772.99) EA 3772.99
5 |
| 0
‘\ }P (7&
-0
\: ek |
- O
| \ | |
\ | | | |
1
| ‘ } [
. ,_A__ﬁ_w__ﬁu_ﬁw—"ﬂi__,.__wi_.w__.ux_w N E—
Pru:e., and product avallablllty sre sublsct to ¢hands without natice.1 \Taxable 0.0
0.00
Payment Betails |Exempt 15648.67
\Tutal 15648,67
Paid c.00
i Tr Disa 0.00
1
t 1‘.Bal.am:e 15648.67




Commission Office Use Only
Date on Agenda:

Appt Time or New Business:

AGENDA REQUEST FORM

Name: Jennifer Brockman

Department or Entity: Planning and Zoning

Estimation of amount of time needed for appointment: 10 minutes

Date Requested — 1** Choice: 9/30/10

Date Requested — 2™ Choice: /C(;L -7//&}

If a specific date is needed, please provide reason for specific date:

Subject: Scheduling of a Joint Meeting of the Planning Commission and the County Commission for the
regarding the Vision Statement for the Blue Ridge Mountain Communities Watershed Project

Please provide the County Commission with a description of your request or presentation, including any
background information:

In the Fall, 2009, Jefferson County was awarded a $30,000 grant from the National Fish and Wildlife
Foundation, Chesapeake Bay Small Watershed Grant Program for the purpose of developing a locally
supported Vision Statement for the Shenandoah River watershed on the Blue Ridge Mountain in
Jefferson County, WV. Since that time, the Jefferson County Planning Commission has established the
Blue Ridge Mountain Watershed Citizens Committee and hired Downstream Strategies as the
consultant to help facilitate and community outreach and input effort and to provide input into Best
Management Practice s {(BMPs} for development on steep slopes.

A series of three facilitated meetings have occurred and a draft Vision Statement and related
recommendations will be available for public review on the Blue Ridge Mountain Communities
website throughout the month of October. (hitp://www.blueridgecommunitiesplan.com/). After the
Vision Statement is finalized, our contract requires the facilitator to present the results of the
outreach meetings to a joint meeting of the County Commission and Planning Commission for
approval. In accordance with the requirements of the NFWF grant requirements, this meeting needs
to take place before the end of December, 2010.

Draft documents will be distributed at least one full week prior to the scheduled meeting.

Recommended motion {Please type out the wording of the motion that you would like the Commission
to approve}):

I move to schedule a special joint meeting of the Planning Commission and County Commission for
(date specific —in early December)}, 7 -9 pm to be held at {location specific -CC meeting rooem ar on
the mountain}.

Attachments: nfa




Commission Office Use Only

Date on Agenda:

Appt Time or New Business:

AGENDA REQUEST FORM

Name: John Maxey

Department or Entity: Planning Commission

Estimation of amount of time needed for appointment: 10 minutes

Date Requested — 1¥ Choice: September 23, 2010

Date Requested — 2™ Choice!

If a specific date is needed, please provide reason for specific date:

Subject: Request to Initiate Rezoning of Certain Federal Lands

Please provide the County Commission with a description of your request or presentation, inciuding any
hackground information:

WV Code 8A-7-9 provides two mechanisms to initiate amendments to zoning ordinances. One
mechanism permits the Planning Commission to petition the County Commission to amend a
previously adopted zoning ordinance.

Under this provision, the Planning Commission is petitioning the County Commission to initiate a
zohing map amendment for any federal land in Jefferson County that is not zoned rural. The
Planning Commission has researched this and determined that this situation only exists within
the 340 corridor. Land recently acquired by the National Park Service and by the Customs and
Border Patrol consists of a number of different zoning districts. The Planning Commission has
initiated discussion with both of these entities and they have indicated they would not object to
having their zoning classification changed.

Attached to this requestis a resolution, passed unanimously at the September 14, 2010 Planning
Commisison meeting, making this petition and requesting that the County Commission schedule
the required public hearing within the 60 day time frame provided in state law.

Recommended motion (Please type out the wording of the motion that you would like the Commission to
approve).

| move that the County Commission hold a public hearing regarding the Planning Commission’s
petition to rezoné certain federal lands on (insert date).

Attachments:

1. Please find a copy of the Resolution to Petition the County Commission as provided by John
Maxey, Planning Commission President.

2. A copy of WV Code 8A-7-9 outlining the progess of amendments to the zoning ordinance by
petition.

3. Map of all federally owned lands along Route 340 and their current designated Zoning.



West Virginia State Code

§8A-7-9. Amendments to the zoning ordinance by petition.

a) After the enactment of the zoning ordinance, the planning commission or
the owners of fifty percent or more of the real property in the area to which
the petition relates may petition to amend the zoning ordinance. The petition
must be signed and be presented to the planning commission or the clerk of
the governing body.

b) Within sixty days after a petition to amend the zoning ordinance is received
by the planning commission or the governing body, then the planning
commission or the governing body must hold a public hearing after giving
public notice. The public notice of the date, time and place of the pubilic
hearing must be published in a local newspaper of general circulation in the
area affected by the proposed zoning ordinance, as a Class | legal
advertisement, in accordance with the provisions of article three, chapter
fifty-nine of this code, at least fifteen days prior to the public hearing.

¢) If the petition to amend the zoning ordinance is from the owners of fifty
percent or more of the real property in the area, then before amending the
zoning ordinance, the governing body with the advice of the planning
commission, must find that the amendment is consistent with the adopted
comprehensive plan. If the amendment is inconsistent, then the goveming
body with the advice of the planning commission, must find that there have
been major changes of an economic, physical or social nature within the
area involved which were not anticipated when the comprehensive plan was
adopted and those changes have substantially altered the basic
characteristics of the area.
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Resolution to Petition the lefferson County Commission to amend the zoning map

WHEREAS the existing Jefferson County zoning map indicates parcels along Route 340 now owned by
the National Park Service and U. S. Customs and Border Patrol as either their original zoning
classification or as “National, State and County Facilities”; and

WHEREAS the Jefferson County Planning Cammission wishes to revise the zoning map so that it reflects
the true underlying zoning classification rather than parcel ownership; and

WHEREAS the current use of these parcels fits the rural zoning classification; and

WHEREAS rezoning these parcels to reflect a rural classification would be consistent with the Jefferson
County Comprehensive Plan;

THEREFORE BE IT RESOLVED that the Jefferson County Planning Commission petition the Jefferson
County Commission under the provisions of WV Code §8A-7-9 paragraph B to rezone the parcels owned
by either the National Park Service or the U.5. Customs and Border Patrol along Route 340 from the
current zoning classifications to rural.
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Jefferson County Planning
Commission Petition to County
Commission

Request to Rezone Certain
Federal Lands along US 340

September 23, 2610

Zaring i 340 Comdor |
Jefferson County, Wy

Fedetal Properties in 340 Cur!iﬂnm
Joffarson County, i




Federal Fropetlies in 340 Cotrlder |
vilh Zaning Overlay L
Jefferson Gounky, WY

A U8 comem & s Ot

GriglnalEening

9/22/2010

Federa! Properties in 345 Corridor |
with Currenl Zoning Overtay |
Jalfarsen County, WY

ks

wentiasi bk Safvick
Fraali |W~chfmh s

Federal Properies in 340 Corridor i
wilh Proposed Zoning Overlay |
Joffarson County. WY

ounir
7 o Pk Zerite
S v Cuiom B el U RTE




9/22/2010

Praposed Zening in 34¢ Corider i
Jefiarson County, WY I

Jefferson County Zoning and Land Development
Ordinance (effective 12/3/09)
Section 5.7 Rural District

s {a} Principal Permitted Uses

2. Churches and private or public elermentary, middie or
sacondary schools and spgcialized or accredited
educaticnal and training facilities for adudts in 8 campus
setting, including classroom huildings, dormiteries,
cafererizs, pymmnasiums iwhose use 18 limited to the
students, particioants and instructors at said schoglor
trairing faciliog), and admimstrative buiidings.




Commission Office Use Only

Date on Agenda:

Appt Time or New Business:

AGENDA REQUEST FORM

Name: Kari Huge!

Department or Entity: United States Department of Commerce

Estimation of amount of time needed for appointment:

Date Requested — 1* Choice:

Date Requested — 2™ Choice:

if a specific date is needed, please provide reason for specific date:

Subject:New Business

Piease provide the County Commission with a description of your request or presentation, including any
background information: Request use of the County Commission meeting room on Mondaday y,
October 11, 2010 for all testing & interviewing session to fill some vacancies that we currently have
for the position of Field Representative - 9am-5pm

Recommended motion (Please type out the wording of the motion that you would like the Commission
to approve): Move to approve the use of the County Commission meeting room on Monday, October
11, 2010 from 9am to 5pm




Nichelle Hosby

From: Kari Hugel [leguh@pennswoods.nef]

Sent: Tuesday, September 21, 2010 11:13 AM
To: nhosby@)jeffersoncountywv.org

Subject: County Commission Meeting Room Request
Kari Hugel

Senior Field Representative

United States Department of Commerce
Bureau of the Census

391 895 58368 home office

724 570 1836 cell
leguh@pennswoods .net

Additional Contact Person: Mmichelle Archer
215 717 1838
michelle.e.archer@census.gov

833 Chestnut St

Ste 504

Philadelphia, PA 19187

I am requesting to have use of the County Commission Meeting Room on October 13th, 2010 for
an all day testing & interviewing session to fill some vacancies that we currently have for
the position of Field Representative. 1T intend to test 15 applicants and interview any of
those that pass the test that day. If approved, I will be in the room for setup at
approximately 9am, & begin the testing and interviewing process at 9:30am. I will need the
room until all passing applicants have been interviewed or 5pm, whichever comes earlier.
Thank you for your time,

Kari Hugel

Lok s LaocAadole. NS



Commission Office Use Only
Date on Agenda:

Appt Time or New Business:

AGENDA REQUEST FORM

Name: Betsy Waters

Department or Entity: Eastern panhandle Transit Authority

Estimation of amount of time needed for appointment:

Date Requested — 17 Choice:

Date Requested — 2" Choice:

If a specific date is needed, please provide reason for specific date:

Subject:New Business

Please provide the County Commission with a description of your request or presentation, including any
background information: Proclamation for Jefferson County to declare October 2010 the Znd Annual
Public Transit Month

Recommended motion {Please type out the wording of the motion that you would like the Commission
to approve): Move to approve Proclamation declaring October 2010 as Public Transit Month



Public Transit Month
October 2010

By the Jefferson County Commission

A PROCLAMATION

WHEREAS, the Eastern Panhandie Transit Authority consistently self-monitors to serve
Berkeley and Jefferson Counties with honesty and integrity;

WHEREAS, transit provides critical access to jobs, health care and other services for
thousands of Eastern Panhandle residents every day — for example, last fiscal year the
Eastern Panhandle Transit Authority drove 370,678 miles to provide transportation for
156,204 passengers;

WHEREAS, the Eastern Panhandle Transit Authority seeks to continuously improve both

its services and its scope, seeking to provide services 10 progressively more citizens in the
Eastern Panhandle;

WHEREAS, the Eastern Panhandle Transit Authority’s transit system helps ease traffic
congestion, improves air quality, reduces gasoline consumption, creates economic
opportunity, and enhances our residents quality of life; and

WHEREAS, the aging of the nation’s baby boomer generation necessitates that we
develop increasingly reliable and accessible mobility options;

NOW, THEREFORE, WE, The Jefferson County Commission, do hereby proclaim
October 2010 as Public Transit Month, and we encourage all Eastern Panhandle residents
this month to consider utilizing our wonderful transit system as a clean and convenient
way o get where they are going.

In witness whereof, | have hereunto set my hand on this thirtieth day of September, two
thousand ten.

[ —
Lyn Widmyer, President
Jefferson County Commission




Sandy McDonald

Page L of 1

From: “Nichelle Hosby" <nhosby@jeffersoncountywv.org>
To: “"Sandy McDonald™ <sandy@jeffersoncountywv.org>
Sent: Thursday, September 23, 2010 10:30 AM

Attach: public Transit Month Proclamation, Jefferson.doc

Subject: FW: Public Transit Month Proclamation

From: Betsy Waters [mailto:bwaters@pantran.com]
Sent: Wednesday, September 22, 2010 8:51 AM
To: nhosby@jeffersoncountywv.org

Subject: Public Transit Month Proclamation

Attached is the proclamation for the Jefferson County Commission to declare October 2010 the 2nd
Annual Public Transit Month. i you need anything further please let me know. Thank you!

Betsy Waiters

Director

Eastern Panhandle Transit Authority
448 Navak Dr.

Martinsburg, WV 25405
304-263-0876 ext. 103
bwaters@pantran.com

9/23/2010
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JEFFERSON COUNTY CONMMISSION

A MESSAGE FROM THE COUNTY COMMISSION

It is a pleasure to welcome you to the staff of Jefferson County Commission. We
are proud of our County's government and we hope you will soon share this pride.

Our employees are our greatest resource and the keystone of efficient and
effective government. We have, therefore, adopigs 2 policy of providing our
employees with wages, benefits, and working ditions comparable to other
counties of our size. Inreturn, we expect you t e your efforts and skills to the
best of your ability. We welcome any id e for improvement of
quality or productivity, for we believe tha
is essential to maximum effectiveness.

Our Personnel Policies are summarized xplanation of

all policies and procedures are the Man J department.
We ask you to review them jons you may have with your
supervisor.

We hope you will find fulfillment during your

association with

Sincerely,

rances B. Morgan

James Surkamp Dale Manuel



EQUAL EMPLOYMENT OPPORTUNITY POLICY STATEMENT

The County Commission has been, is, and will continue to be, committed to the
principle that equal employment opportunity in the public sector of the County
must be afforded to all persons regardless of race, color, ancestry, national origin,
religion, gender, sexual orientation, marital status, age, medical condition or
mental or physical disability as required by applicable federal and state laws. No
persons shall suffer discrimination with respect to egaployment or other terms or
conditions of employment by reason of such s status as enumerated
above.

mployment opportunity
ed program designed
ding to result in
t, examination,
ml employment
segregatingu®r classifying
ay which would deprive any
ct his or her status as an
cestry, national origin,
medical condition or

The Jefferson County Commission recogni
may be ensured only by a carefully admij
to eliminate any practices, standa
discrimination, and by initiating pOsItags,
selection, promotion pay, and training progi
opportunities to all qualified pnNs W
employees or applicants for
individual of employment opportty
employee because of such indi
religion, gender, ientati
mental or physi

e stable employment, County jobs are
ral government agencies and from
he Handbook shall be construed as
ntee Of Permanent employment. A person's
Commission is at will and may be terminated in

This manual supersedes any oral representations made to any employee to the
contrary. Details of the following information are included in your depariment's
Policy and Procedures Manual. The Commissioners may change these policies at
any time, with or without notice. As a new employee, you must make an
appointment with the Benefits Administrator during your first day of employment
for an explanation of and enroliment in the benefits for which you are eligible.



Any change in your personal status - i &. name, address, phone, matrital status,
dependents or beneficiaries, should be reported to the Benefits Administrator's
Office as soon as practical. Your Supervisor will conduct an orientation to your
office. Any questions you may have should be directed to him/her.

Department Heads, Supervisors and Elected Officiale have been given the
authority and responsibility necessary for the efficient operation of the department.
They may establish intra-department rules and regulations as long as these do not
conflict with general Jefferson County Commission Pg

PERFORMANCE EVALUATIONS / Y INCREMENT

Qur performance evaluation program of rating your job
performance and may be a basis forg ! tions and transfers.
increases are not automatic and may
indicates this recognition is deserved ang i fiy ur Supervisor
and county funds permit. |

Probationary employees will ha
their probationary period. Th
annually. If warranigg erit

e cvaluated before the end of

efigrmance will be evaluated
dnied until you reach the
eviewed with you and
your comments before it

FRANSFER

: tne Gereral practice of the Jefferson County
Comm T in when qualified candidates exist. Job
openings occli and are approved by the County Commission.
In instance ions are equal, selection will be based on past
performance ty to perform the work, and tenure. All position will
be posted intern

PROGRESSIVE DISCIPLINE

The County Commission has established rules and regulations for the good of the
public as well as you and your co-workers. Your Supervisor has been given the
responsibility o see that these rules and regulations are carried out. Disciplinary
action may range from verbal reprimand to suspension without pay, and finally, to
discharge, but a system of progressive discipline will be followed in cases of work
performance or behavioral problems. Any employee involved in an incident which
requires investigation or is charged with a criminal offense may be suspended

4



without pay or dismissed from employment. If you are not satisfied with the
decision relative to your discipline, you may seek redress as outlined in the
section of the Handbook entitled "lssue Resolution Procedure".

ISSUE RESOLUTION PROCEDURE

We realize that misunderstandings will arise regarding working conditions,
disciplinary actions, or the manner in which personnel ruies and regulations are
interpreted or applied. Most of the time your problem can be resolved through an
open, honest and thorough discussion with your visor. (S)he has the first
responsibility to resolve your probiem.

However, if you don't feel satisfactory prog
Supervisor cannot solve your problem,
the formal Issue Resolution Procedu
County Administrator for instructions a
to be completely fair when reviewing y are made with
the best interest of our p
Commission and its employee

made, or if you feel your

otes eqtial employment opportunities
ling harassment. Therefore, Jefferson
&hips among persons in the workplace

se of his/her race, color, religion, national

status, marital status, creed, genetic
predisposition
of his/her relati
of creating an in 7 hostile or offensive work environment; (2) has the
purpose or effect unreasonably interfering with an individual's work
performance; or (3) otherwise adversely affects an individual's employment
opportunities.

Harassing conduct includes, but is not limited to: epithets, slurs or negative
stereotyping; threatening, intimidating or hostile acts; denigrating jokes and
display or circulation in the workplace of written or graphic material that denigrates
or shows hostility or aversion toward an individual or group (including through e-
mail).

5



Conduct prohibited by these policies is unacceptable in the workplace and in any
work-related setting outside the workplace, such as during business trips,
pusiness meetings and business-related social events.

AMERICAN DISABILITIES ACT (ADA)

The County Commission is committed to complying with all applicable provisions
of the Americans with Disabilities Act (ADA) and the West Virginia Human Rights
Act (WVHRA). itis the Jefferson County Commissig policy not to discriminate
against any qualified employee or applicant with (g to any terms or conditions
of employment because of such individual's or perceived disability s0
long as the employee can perform the essg s of the job. Consistent
with this policy of nondiscrimination, Je mmission will provide
reasonable accommodations to a qua isability, as defined
by the ADA and WVHRA, who has m mission aware of
his or her condition, provided that suc
undue hardship on the County

Employees with a disability wh
to perform the essential functior
supervisor. Jeffersonual nty Co

contact their immediate

iduals with disabilities

business fairly, impartially, in an
n complighce with ail laws and regulations. The
t are required of Jefferson County Commission
esponsibiliies. Every employee has the
. seek guidance, report suspected violations, and
mpliance with this statement.

employe
responsibi

tain proper standards of ethics and conduct toward
their work, their co-woggers or the County’s clients and vendors, or who violate
any of Jefferson County Commission’s policies, will be subject to appropriate
disciplinary action, up to and including discharge.

CONFIDENTIAL INFORMATION

All Jefferson County Commission records and information relating to the County or
its employees, clients or vendors are confidential and employees must, therefore,
treat all matters accordingly. No County or County related information, including,

0



without limitation, documents, notes, files, records, oral information, computer files
or similar materials (except in the ordinary course of performing duties on behalf of
the County) may be removed from the County’s premises without permission from
the County.

Additionally, the contents of records or information otherwise obtained in regard to
business may not be disclosed to anyone, except where required for a business
purpose. Employees must not disclose confidential information, purposefully or
inadvertently through casual conversation, to any u uthorized person inside or
outside the County. Employees who are unsure t the confidential nature of
specific information must ask their supervisor f fification. Employees will be
subject to appropriate disciplinary action including dismissal, for
knowingly or unknowingly revealing inf onfidential nature. The

disciplinary action. Your Sup&fiige : ty to reduce yu pay for lost
time or require that the time be

If circumstancess
employment, the
standing:

our intention to resign

Supervisor. Non-exempt personnel
e exempt personnel a four week notice. The
reasop gsignatio ust be specified. If you leave County
emplo ti an good standing, you will forfeit accrued sick leave

TYPES OF EMPLOYEES

Probationary Employee - All newly hired employees for the first six months (180
days) of employment. During this time your work will be reviewed and evaluated
frequently by your Supervisor as a part of our performance evaluation program.
Probationary employees may be terminated at any time, for any reason without
notice. Such termination results in loss of accrued sick leave benefit days.




Regular Full-Time Employee - An individual scheduled to work 30 / 32 hours or
more per week (35 or 40 hours per week respectively) and has completed their
probationary period. Regular full-time employees are eligible to participate in all
the benefit programs.

Regqular Part-Time Employee - Persons appointed to work a regularly scheduled
shift of less than 30 /32 hours per week (35 or 40 hours per week respectively).
These employees are paid on the hasis of an hourly rate and receive vacation,
sick, and holiday benefits on a pro-rated basis.

ork as a fillkin or on-call
ipate in the County benefit

Occasional Employee - Individuals appointed
employee. These employees are not eligible
programs.

Ternporary Employee - One appointed
Temporary employees are not eligi ici wthe County benefit
programs.

Communication s select Maintenance
workers, and ceg hour workday and 40 hour
work week. With . , you may request hours of work other

nty records, and care must be exercised in
hours, and absences. Employees are not to
5loyees. Violations of this policy may result in

Once a non-exenny oyee clocks or signs in, work is to commence
immediately. Failure s0 is considered falsification of timekeeping records. If
an employee forgets to clock or sign in or out, he or she must notify his or her
supervisor immediately so the time may be accurately recorded for payroll.



PAY DAY

You will receive your paycheck bi-weekly. If the pay day falls on a holiday,
paychecks will be distributed on the day before the holiday. No paychecks will be
distributed prior to pay day. Any questions you have about your paycheck should
be directed to your Supervisor.

OVERTIME

It is the Policy of the Jefferson County Commissi
employees for overtime hours worked in accord
Hour Law (Fair Labor Standards Act). Overtimgd
worked in your regular position in excess of 4

compensate non-exempt
h the Federal Wage and
ined as all authorized time
workweek.

tc;hoehsi5)eerpa%rc‘§rr};!e%nlg}l %%%rs %ﬁfxc'?rwgc} a?e cOMput f%)erj?tim%\{em@n%
call" hours, as defined in the County's ‘ edures are

The County is req
These are. fed
unemployment
requires that the
the full-time.g

bcal income tax, state
tax. In addition, state law
of 4.5 percent from the paycheck of
ce Retirement Plan.

onal deferred compensation. [f you
have at ' ' ctions, please ask your Supervisor or

IREMENT

employees must be irs of the West Virginia Public Employee's Retirement
System by contributiig & minimum of 4.5% of their gross pay through payroll
deduction to the West Virginia Public Employees Retirement System. This money
is yours and will never be forfeited by you. A booklet setting forth the details of the
Systemn will be given to you during your initial orientation. If you have any
questions about the retirement program, please contact the Benefits
Administrator's Office.



MEDICAL, DENTAL, VISION AND LIFE INSURANCE

All full-time employees are eligible for coverage under the provisions of the
Jefferson County Employee Group Medical, Dental, Vision and Life Insurance
Plans. Dependent coverage is also available. Details of these benefits are given
to you during your orientation in the Benefits Administrator's Office. Any gquestions
regarding insurance coverage or procedures for you or your covered dependents
should be directed fo the Benefits Administrator's Office.

DEFERRED COMPENS

The County provides this voluntary benefit to who wish to have a part
, in any of the plans

their program must

The Jefferson County Com
tentative Holiday schedule is

their standard hourl ' shall be granted pro-
rated Holiday ho oliday, you will receive
additional comp cuss this with you. The
Emergency Com [ ervisors and Telecommunicators will

JURY DUTY

If you are summonedy ry Duty, it is important for you to notify your Supervisor
immediately so that arfangements can be made to provide coverage for your
work, if necessary. Absence from work due to jury duty during your scheduled
work hours will be paid based on your standard hourly rate and the number of
scheduled hours off work. You are required to remit tc the County Tax Office any
payment for services received as a jurist except mileage. If you are not scheduled
to work while on Jury Duty, you will not receive wages and are not required to
remit jury duty fees paid.

10



if you appear, as part of your job of under subpoena, before a court, you will be
paid your reguiar salary for time off work. If you appear in court for personal or
private litigation, unpaid time, of vacation leave must be used for time off work.

BEREAVEMENT

Should a death occur in your family, an excused absence may be granted by your
Department Head. You must be a full time employee to request this benefit.
Funeral leave will be paid at your standard hourly rate. If the death occurs in your
immediate family, you may be granted three (3) w L idays (including the day of
ihe funeral) if the deceased is your spouse, chil y-child, parent, step-parent,
brother, sister, parent-in-law, son-in-law, d indaw. The employee will
receive bereavement (2 days) for, sister-i her-in-law. Two days of
funeral leave may be granted for other de mbers if the deceased
is the employee’s niece, nephew, au
marriage. If you need additional tim
accrued vacation hours or & request for

es would otherwise be
for anything other than

ay acc ne days paid vacation during your first
e days will be available to you after six months of
¢ b.taken during the first six months or any days
ial are taken without pay. Vacation time is a

you a break from the daily routing and is earned
according tothe T

Year of Length of Monthly Rate Accrued Days Maximum
Employment Continuous Service of Accrual Maximum Per Year Accrual
0-2 After 1 mo.-23" 75 day 9 9
2-5 24" mo. - 59" 1 day 12 20
5-12 60" mo. — 143" 1.25 days 15 26
12 -15 144% mo.- 179" 1.5 days 18 26

15 pius 180" mo. - thereafter 2 days 24 26

11



Whenever workloads and schedules permit, you may request vacation for your
most preferred time. In the case of conflicting vacation requests within a
department, service time shall prevail. All vacation scheduling is subject to
approval by your Department Head. Vacation pay will be based on your standard
hourly rate.

If you terminate, you will be paid for your accrued but unused vacation hours
subject fo the maximum accumulation shown in the schedule above. Regular
part-time employees will receive the vacation benefilgon a pro-rated basis, i.e. a

Paid sick leave for personal illness or c3 mbers accrues from
your first day of work at a rate equivale Regular part-time
employees accrue sick leave on a p ment Head may
require verification by a physician (M.D.) e work days

iod. Paid sick leave will not
ve, you must notify your
ginning of your reguiar

Sick ieave may be taken durin
be granted until accrued. To be'§
Supervisor of your i

geriod, you will be granted up to fifteen
working“giay e of attending scheduled training. You will be

paid at yoias our benefits will be continued during this
period. Reqli e must be submitted to your Department Head, who
may approve le work days in length.

LEAVE-OF-ABSENCE

A leave of absence without pay may be granted, upon proper application, to full-
time employees of the County who have completed one year of satisfactory
service. Three types of unpaid leave of absence are recognized: Personal,
Military, FMLA or Medical (includes Childbirth). If you need to make application
for an unpaid leave, contact your immediate supervisor or department head for
leave information and the procedure to apply. Such leaves will be limited to three
months, except military which will be for the duration of the active duty.

12



A leave of absence for all regularly assigned full and part-time employees is
available under the provisions of the Family & Medical Leave Act for a maximum
of twelve weeks in a 12 month period; however Military FMLA is extended to a
maximum of twenty-six weeks in a 12 month period. To be eligible for FMLA, you
must have been employed with us for 12 months and worked at least 1,250 hours
during the twelve-month period immediately before the date when the leave is
requested to commence. The leave can be taken for the birth or adoption of a
child, the serious health condition of a child, spouse or parent, service member, or
your own serious health condition.

Employees should provide 30 days advanced ng
practical in event of an emergency.

MLA request or as soon as

SAFETY E

As an employee, you are a vital pa
hazards of any type should be reported
you sustain an accident or injygy

to your Supervisor and comp

lay. Should

insurance premi " - Eligi ' pensation, all work related
accidents, rega inj

y Workers' Compensation Insurance
County's premises going to or from

elect to use your accrued sick, personal or
y during the first seven days. The Benefits
y questions you may have concerning Workers’

vacation tine
Administrator
Compensation.

LIABILITY INSURANCE

Employees are covered by a blanket liability insurance policy. There is no charge
to the employee for this coverage.

13



BULLETIN BOARDS

Official announcements and other items of interest are posted on the bulletin
boards conveniently located in the various office facilities. Unauthorized removal,
destruction, or defacement of posted material is treated as a violation of County
rules and regulations.

PERSONAL MAIL

Because of the sizable volume of mail that flows th
requested that you not use your office as your persg

h each County facility, it is
ailing address.

relations. When answering, or placig itis i t that you identify
yourself as well as your department. pt to a minimum.
For your convenience, public phones are ’ " acili

Employee parking on a first-co
locations. Permits, avajlable at th
the Courthouse pa ias due

LOST AND FOUND

d immediately to your Supervisor. Any property that
ty premises should be turned over to your Supervisor.

Lost articles shoul
you happen to find o

COMPUTER E-MAIL

The computer equipment and the E-Mail system are to be used for County
business. You are requested to treat it as assistance in performing your job duties
for the County and not as part of your personal activities.

14



lssue Resolution

POLICY

The Jefferson Gounty Commission will provide an issue resolution procedure for all employees when misunderstandings occur
regarding working conditions, application of discipline, or interpretation of County policies and procedures.

PROVISIONS

It shalt be the responsibility of all levels of Jefferson County Commission management to give the employee a
completely fair and open hearing relative to the issue without prejudice.

| for personnel actions under Civil Service
i.to the County Administrator or designee..

In addition to the County procedure, Civil Service employees have the right
regulations. Cuestions relating to the issue resclution procedure shoul

PROCEDURES
Issue Resolution Process

. is not resoived to the
employee's satlsfac’tlon the employee shall have the nght o subm iting. tion Procedure

Step 1:
in five {5) working days of the

nin five (5) working days of the meeting.

he may move the complaint to the Department

in Tive (5) working days of receipt of the Complaint
orking days of the meeting.

the disposition of the complaint at Siep 2, he/she may move the complaint to
) within five (5) working days of the Department Head's decision.

signee) shall meet with the employee within five (5) working days of receipt of
the complaint and sh in writing to the employee within ten (10) working days of the meeting.
Step 4:

1. Ifthe employee is not satisfied with the disposition of the complaint at Step 3, hefshe may move the complaint to
the County Commission within five (5) working days of the Administrator's decision.

2. The County Commission shall meei with the employee within five (5) working days of receipt of the complaint
and shall respond in writing fo the employee within ten (10) working days of the meeting.

3. The decision of the County Commission shalt be final.




The Issue Resolution Form shall be used to inifiate the complaint. The employee shall complete the form by
completing the information requested and presenting the form to histher immediate supervisor. The
information contained on the form shail not be altered during the issue resolution procedure,

A separate copy of the Issue Resolution and Employee Answer Form is executed for each reply to the employee's
complaint. A separate copy of this form is completed by the empioyee in referring the complaint to the next
higher step in the Issue resolution procedure or in terminating the complaint.

Since the purpose of this form is to keep appropriate personnel apprised of the current status of the
complaini, only one half of the form is completed and distribution is made immediately.

Copies of completed forms shall be given immediately to all appr
resolution procedure and to the Muman Resources Office.

ersons involved in the issue

The County Administrator or designee is responsible f
forms to the County Commission or ifs designee wi

f all completed issue resolution
i to that Jlevel.

for administering the unifo

The County Administrator or designee is respo

socessing of issue
resolution forms with Jefferson County Commissi

Autheor: TTB
Date: 8/17/10

Approved:




JEFFERSON COUNTY

tssue Resolution — Reply Eotim

Complaint Reply:

No. Step

Employee

Class Title

Reply to Employee Complaini:

Dept.

Signature

Title

Date

Employee Answer
No. Step

Employee

Dept.

ave it referred to the next step.

Employee’s Signature

Date

Received By

Date




JEEFERSON COUNTY

Issue Resolution Form

Any employee having a problem regarding his/her employment must discuss the problem with their
immediate supervisor. If the problem is not resolved to the employee’s satisfaction, the employee may
then submit their complaintin writing.

Employees presenting complaints must be specific and state exactly what occurred to cause the

camplaint. For example, what rule or regulation was unjustly appli¢ ow, when, by whom and to

whom. Complaints that are not specific or are incomplete will bg ned for further information.

Employee Information:

Mame _ artment

Datels), Time, and Location

Date Occurred Time Location Date Prese

statement of Employee’s Complaint

Settlement

Employees’ Sighature Received By

Date
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COMPENSATORY TIME

POLICY

Non- exempt employees of jefferson County may receive compensatory time off in lieu of overtime
compensation. Compensatory time is calculated in the same manner as overtime compensation
methods.

Compensatory must be agreed to in writing by the employee and the department head before the
performance of work and must be recorded in the employee record gf hours worked. The written
agreement can be modified at any point at the request of the e "
modified agreement cannot negate the hours accrued prior t

r department head. The
dification.

Alt accrued compensatory time must be used within tw
Exceptions to this policy may be granted by the Cou
basis.

accrual or it will be lost.

mission or signee on a case by case

The use of accrued compensatory time by the empl to the

time off within a reasonable request uf ce would disrupt the day-to-day
operation of the department.

The accrual of compensat: ine i : i proved flextime scheduling

policy currently in effe g " _ orkloads and departmental
needs through the fle¥

Department heads and exef e to accrue compensatory time.

Author: TTB

Drafted: 9/15/10

Approved:



Hours of Work
POLICY

The Jefferson County Commission will maintain specified hours of operation for alf County offices to
benefit the citizenry of Jefferson County.

PROVISIONS

County offices will be open five (5) days each week, except for specified holidays, from 9:00 a.m. to 5:00
p.m. The normal, standard, or regular workday for all employees
(7) hours.

t as noted below will be seven

ain adequate staffing in their

The standard workday for the following categori

e Emergency Communications (911)
e Certain maintenance staff
e Deputy Sheriffs

e Homeland Security

e Department Heads
e Assessor’s Offic

ould the employee want a full days’ pay, and for ail other benefit
tays, e.g. funeral, jur ¢c. Partial use of accruals is permissible on an hour-by-hour basis.

However, accruals cann days that employees are not scheduled to work.

FLEXTIME

A system of varying employee work time in which each employee will work the same number of hours
as usual, but the timing of worked hours may vary by mutual consent of an employee and the respective
supervisor within established Flextime guidelines. All requests for Flextime must be approved {in
writing) by the immediate supervisor and the Depariment Head/Elected Official.



The concept and use of flexible scheduling is:

e To promote employee morale

e To provide opportunities for employees to conduct personal business without taking either paid
or unpaid time off

e To maximize employee productivity

e Toaccommodate individuals for whom rigid work schedules constitute a hardship or even a
barrier to employment

¢ To minimize employee tardiness and short term absences

e To allow greater employee participation in family and co
e Toincrease flexibility in meeting irregular schedulin

¥t sflimitations of
Flextime.

Management must be open to alternative
accomplishment of work w
productive manner for
established for the imj

.the scheduling and

B.in a trustworthy and
cedures/guidelines are
Government.

PROCEDURES

ELIGIBILITY

e All County em
and Department

le to participate with the approval of their immediate supervisor

e Employees requiring cfose supervision are restricted to working only those hours when
supervision is available

e Anemployee may be denied eligibility on a temporary or permanent basis for abuse of flextime
such as misrepresentation of hours worked




HOURS

e The standard flextime schedule for professional, supervisory, and management employees is 70
or 80 every two-week pay period

e Rest periods may not be used as a part of the flextime scheduling, as rest breaks are standard
work time and employees are in pay status during rest breaks.

SCHEDULES

e Flextime schedules are employee initiated; no employee m e required to participate in
Flextime. This does not nullify management’s rightto ¢

to meet the needs for continued day-to-day operat

ficial employee work schedules

e Supervisors may require submission of the
less than one day (24 hours). In all cases wi
they should accurately reflect the exact f

s Core hours may be designated by superviso
requirements

EMPLOYEE REPSONSIBILITIES

1. Propose a schedul includes compensable overtime.
2. Propose to work when supervision is not available if the job or employee requires supervision.



SUPERVISOR RESPONSIBILITIES

Supervisors shali:

1. Approve responsible requests that conform to the established guidelines.

2. Determine staffing and workload requirements and, if necessary, designate a minimum number
or individuals to be available during the regular shift hours at a work station or site.

3. Notify employees of schedule conflicts within two (2) days of receiving a request or learning of a
potential confiict.

Resolve schedule conflicts according to the following procedure

1. Prescheduled accrued leave requested at least thi
Flextime requests.

in advance has priority over

2. The supervisor shall contact the employees lve the matter between
themselves.

3. Make reasonable efforts to avoid conﬂic I ‘ roup projects
Supervisors may:
1. Revoke an employee’s eligibilit
DISCLAIMER

Pursuant to the Fair L
from home or office
this if the employee has

Drafted: 9/14/1

Approved:



Classification Plan
POLICY

The lefferson County Commission will provide a Classification Plan consisting of position descriptions for
its employees.

PROVISIONS

The County Administrator (or designee) will be responsible to the Commission for the administration of

the Classification Plan, in conjunction with, Elected Officials, Depa Heads, and Employees.

PROCEDURES

The Classification Plan will group together like positio

The purpose of this Classification Plan is to
in the effective administr

Author: TTB

Drafted: 9/14/10

Approved:




CALCULATION of COMPENSATION

POLICY

The lefferson County Commission provides regular pay periods for all employees of lefferson County
Government.

PROVISIONS

Pay Periods

e All employees will be paid on a bi-weekly basis
¢ Pay periods are based on a Sunday through and inc
e Individual time sheets are the basis for paymen

second Saturday

e  Any misrepresentation of facts on the time

Calculation of Pay

e Hours for pe
and Sundays

Time Recordip

Calculation of Pay

An hourly rate is calculatedi to compute the cash value of unused vacation and sick leave, salary
deductions for unauthorized d#5ences from work, etc... The hourly rate is determined by dividing the
annual rate of pay by 1820 hours (35 hour work week) or 2080 hours {40 hour work week) whichever is
appropriate.

Author: TTB

Drafted: 9/15/10

Approved:
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FY 2011 Draft Budget

Jefferson County, West Virginia
FISCAL YEAR JULY 1, 2010 - JUNE 30, 2011

General
Budget REV 001

penditures

4 “ County Commission
402 County Clerk

403 Circuit Clerk 533,857
404 Sheriff - Treasurer 495,049
405 Prosecuting Attomey 1,472,9658
406 Assessor 907,403 007,403 907,403
407 Assessor's Valuation Fund
408 Statewide Computer Network 57,113 57,113 37,113
412 Agricultural Agent 125,860 125,860% 125,860
413 Elections - County Clerk 180,000 180,000} 180,000
415 Magistrate Court 4.100( 4,100} 4,100
427 Capital Planning & Mgt 291,927 291,927 291,927
423 Insurance Program (Self Insured)
424 Courthouse 1,682,148} 1,636,001
425 Other Buildings 710,645 7137 713,213
426 Printing
428 Data Processing 66,000 66,000 66.000]
429 Regional Development Authority 18,142 18,142 18,142
431 Economic Development 356,573 356,573 356,573
433 Geographic Information Systems (GIS) 258,262 258,262 258,262
439 Planning & Zoning 386,568 386,568 386,568
440 Engineering 639,139 639,139 639,139
451 Zoning Board 126,407 126,407 126,407
452 Teen Court
699 Contingencies - Not to Exceed 10% oOff

Budget Of 04 Of
TOTAL GENERAL GOV RNMENT 10,237,577 12,284,942 12,160,943
700 Sheriff - Law Enforcement 2,950,945 2,950,845 _
701 Sheriff - Service of Process 15,000 15,000 15,000
704 Regional Jail 1,355,000 1,355,000 1,355,000]
711 Emergency Services 227,175 227.1 227,175
712 Communication Center 1,874,0931 1,875,653
713 Fire Department 315,000 315,000 7.000
715 Ambulance Authority 1,311,000 1,311,000} 1,311,000
716 Dog Warden/Humane Society 251,064 251,064 251,064
TOTAL PUBLIC SAFELY 8,299,277 8,300,837 8,447,838

9/22/2010 Jefterson County Page 1



FY 2011 Draft Budget

General
. Budget REV 001 REV 002
Expenditures 2010-2011 | 22-Jul-10 9.Sep-10

800 Local Health Department 130,375 130,375 130,375
808 Solid Waste Authority 33,250 33,250 33,250

ALTH & SANITATION 163,625 163,625 163,625
900 Parks & Recreation 336,556 336,556 336,550
903 Arts & Humanities 20,830 20,830 20,830
909 Historical Commission 20,830 20,830 20,830
911 Visitor's Bureau 250,000 250,000y 250,000
016 Library 221,160 221,160 221,160
TOTAL CULTURE & RECREATION 849,376 849,376 849,376
952 Senior Citizens 5,990 5,990 5,990
953 Public Transit 13,823 13,823 13,823
TOTAL TAL SER’ 19,813 19,813 19,813

General Government

061 Public Safety
962 Health & Sanitation
963 Culture & Recreation
964 Social Services
965 Central Garage
566 Geographic Information System (GIS)
972 Federal Grants
973 Federal Grants
974 Staie Grants
975 County Clerk 0 0
976 Circuit Clerk 0 0
977 Assessor 0 0
978 Prosecuting Atiorney 0 g
979 Sheriff-Treasurer 0 0
980 Sheriff-Law Enforcement 23,000 3
981 Sheriff-Jail
982 Data Processing 0 0 0}
083 Election - County Clerk 31,000 31,000 31,000
084 Circuit Court
983 Community Development
986 County Cominission 0 0
987 Courthouse 0f 0
988 Other Buildings 0 0
989 Extension Services 0 0
990 Other Boards & Authorities
991 Purchasing
9/22/2010 Jefferson County




FY 2011 Drait Budget

General
. Budget REV 001 REV (02
Expenditures 20102011 | 22-Jul-10 9.Sep-10
992 Communication Center Ol 0
993 Dog Warden 0] 0
594 Emergency Services 0 0
995 Service of Process 0 0
996 Ambulance 0 01
097 Water
998 Parks & Recreation 0} 0
999 Streets and Highways
TOTAL CAPITAL OUTLAY 54,0000 54,000 31,000
Total Expenditures 19,623,668] 21,672,593 21,672,595
9/22/2010 Jefterson County

Page 3



Sumary of Actions 19 August 2010
Unreserved balance

elected officials Cap/Out

Fire companies partial restore
Mandatory salary/trip guards
Poiomac Street project

Farmiland Protection Funding
Equipment funding for Jefferson Center
Transfer to Fund 246 (Buillding Fund)
2 5% staff COLA adjustment

VLT expenditures io date

Reserve for salary adjustments

wings from Group Health/Prop Liability INS

REMAINING

NOTES

/1 after 750,000 already budgeied and all op
/2 5 yr Q interest loan - conditioned on accep
/4 staff to research using Building Fund {
/4 tunded using health insurance savings.

©® &

6969-99&9&91’79696‘36‘?%

FY 2011 Budget Workshop
(19 Aug 2010)

Staff Action
2,054,543
(155,400) BRO03 PENDING
(112,000} BR002 9 Sep 10
(42,587) BR002 9 Seep 10
(60,000) From 401 PENDING

(335,000) /2 From 401 PENDING
(50,000) /3  From 401

(175,000) From 401 PENDING

(193,139) /4 BROO4 PENDING

(20,500) /5  From 401 PENDING

(190,000) PENDING ACTION
249,139 BRO04 PENDING
970,056

en purchase orders
tance of MOA. Trans to Fund 057

Pending final analysis using Finance Dept data.

/5 see document: VLT Non-Profit Fund Accounting for details. Previously

allocated $78K - approved $98.5K

DCPM

9/17/2010



Other Actions

2-Sep-10 JCESA study {$25,000.00} From Fund 002 (Coal Severance (BR00Z PENDING))

2-Sep-10 Cable TV project {$13,310.00) From Fund 246 - Building Fund). NO BR Required.

Additional Requests

Claymont Society $ 30,000.00
Summit Point Library $  2500.00
Blue Ridge Comm Ctr ¢  2,500.00
Revolving Fund Proposa $ 125,000.00
US 340 Grant $  5,000.00
Recyciing Event WAC  §  50,000.00

Mountain Water Study  $  78,000.00 M1

PATH iitigation $ 32,000.00 /2
CATF Request /3
AHA Request /3
Mason Bld Elevator 4

NOTES



Certified Arts Community

AHA! is ready to take the lead for J offerson County’s application for the designation “Certified
Arts Community.” The application o the West Virginia Commission on the Arts, division of
Culture & History, recognizes the steady growth of AHA! in our community and its efforts in
coordinated cultural programming.

The purpose of the designation is to recognize communities that have realized the benefits of
cooperation between arts and humanities groups, business leaders and jurisdictional agencies.
The AHA! Board of Directors is preparing the way to work with the governing body of Jefferson
County, the County Commission, and the governing bodies of the towns and cities, 1o adopta

resolution indicating recognition of the importance of the arts to econoM development,
educational quality, and civic involvement.

Informational Meeting _
At the invitation of Stephen Skinner, commissioner for the WVCA, cultural leaders In Jefferson
County including AHA! representatives, attended an informational meeting July 9,2010 to learn

about Certified Arts Communities. Debbie Rainey Haught, Community Arts Coordinator of
WVCA, directed the meeting.

Implementation of Cultural Plan

The Cultural Plan of Jefferson County, funded in part by the Jefferson County Commission,
AHA!, and the WVCA recognizes a need for an infrastructure to support the arts in our
community. '

CAC

The CAC program. identifies specific spots in.a given atea that need development. There is
mutual benefit for economic development to all the layers that make up a community, artists and
arts organizations, public and private entities, and volunteer organizations working together with
local governments. A unified front shows the economic impact the arts can have in a community.
Communities who receive significant amounts of money from the WVCA have people coming
together for a common purpose.

Three Steps to CAC

1. The first step is cooperative planning. A series of monthly roundtable discussions among
cultural groups and local government {0 talk about common areas of concerm, like marketing and
fundraising, start people working together.

2. People have to agree on working together in business planning. Branding is important as it
makes it easy to identify an'arca of arts and entertainment. The comrunities of Cumberland and
Frostburg advertise the two {owns that displayed similar images, letter types, and identical logos.
3. The groups working together had to demonstrate the ability to manage public dollarsina
responsible way. :

Possible Legislation in Planning Stages
WYV State Senator Andy McCabe is wor ing on legislation to provide tax credits, income ax
modifications, and tax abatement programs (for ticket sales t0 the theater, for example).

HitH
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4.

WHAT WE PROPOSE TO DO

Summary

Jefferson County has incredible arts and cultural opportunities as evidenced by
the sales of tickets at the CATF, by the number of artists' shows around the
county, by the classes for artists, by the growing theater venues in the county.
The State of West Virginia has created a economic and artistic tool. The goal of
this tool, the “Certified Arts Community,” are parallel to the goals of the Cultural
Plan developed by AHA. '

-a vision for the cultural life of the county
-coordination among cultural groups and existing state and county agencies

-development of a long-range arts and culture marketing campaign directed
towards residents and visitors

-regular evaluation and assessment

We propose that the county authorize AHA as the convenor to achieve the goals
stated above and develop the Certified Arts Community Application.

We propose that the county appoint AHA as the county organization to
implement the Cultural Plan for the County with sufficient funding to be the
model that properly represents the uniqueness of Jefferson County.

Why AHA!

1. AHA! represents the all the arts and humanities of Jefferson County: all.
the county, all the citizens!

2. AHA! has the organization 501({c)3, the board and the credibility with all
the county arts, humanities and economic organizations

3. AHAL! is ready to move forward on behalf the County Commission.

18



What are AHA Budgetary Needs:

Year One

$55,000

~$45,000 funds from the county

-$10,000 AHA reserve funds

Expenses

a.
b.

:""h

contractual manager
Participate in Arts and Economic
Prosperity Survey

Overhead including office, rent,
phone, computer and other
expenses

Travel and related expenses -
for work with Charleston offices
and legislative bodies
Accounting and related services
Public meeting announcements,
Internet services

19

$20,000

4,500

15,000

5,000
6,000
2,000
2,500




Year Two $69,000

Income

-$45,000 funds from the cdunt’y
-$10,000 AHA reserve funds
-$15,000 from WV state funds

Expenses

a. Full-time manager (including

Comparable county benefits) $35,000
b. Participate in Arts and Economic

Prosperity Survey Report 2,000
C. Overhead including office, rent,

phone, computer and other

expenses 15,000
d. Travel and related expenses

for work with Charleston offices _

and legislative bodies 5,000
e, Accounting and related services 6,000
£, Public meeting announcements, 2,000
g. Internet services 2,500
h.

The Cultural Plan Update 1,500

20



Year Three $66,000

Income

-$35,000 funds from the county
-$15,000 AHA reserve funds
-$15,000 from WV state funds

Expenses

a. Full-time manager {including
Comparable county benefits)

b. Overhead including office, rent,
phone, computer and other
expenses

C. Travel and related expenses
for work with Charleston offices
and legislative bodies

d Accounting and related services

e public meeting announcements

f.  Internet services

g The Cultural Plan Update

OPTIONAL
Promotion and Awareness Campaign
to surrounding markets (events,

opportunities.

21

$35,000

15,000

5,000
- 6,000
2,000
2,500
1,500

20,000




Tim Boyde

From: stephaniegrove@hotmail.com

Sent: Woednesday, September 22, 2010 9:45 PM
To: thoyde@jeffersoncountywv.org

Subject: Claymont

Tim,

T forgot to email you before I left today about the commission's question about donating to
claymont. At the meeting last week, the speakers from the claymont society indicated that it
is available for public tours upon request and that they have received public funds from
other agencies. Accordingly, I believe the commission can provide funds to them as long as
the society continues to provide a public service and their mission is one that will benefit
the citizens of jefferson county. As with any grant of money, the commission should weigh the
benefit to the citizens in choosing to which organizations they give public funds.

Please pass this along to the commission and call me if you have any questions.

Thanks,

Stephanie
Sent from my U.S. Cellular BlackBerry® smartphone



Commission Office Use Only
Date on Agenda:

Appt Time or New Businass:

AGENDA REQUEST FORM
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background information:

Recommended motion (Please type out the wording of the motion that you would like the Commission
to approve}!
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Jefferson County Emergency Communications
DEPARTMENTAL MEMORANDUM

RSy

TO: Jefferson County Commission
Tim Boyde, County Administrator

FROM: Todd Fagan, GIS Specialist
Ieff Polezynski, Director of Cornmunications

DATE: May 207, 2010

SUBJECT: Request to approve pOoSItIon reclassification in GIS Office

Please take action to approve the reclassification of our vacant Part Time Addressing Assistant
position nto a Full Time Office Administrative Assistant position {Grade Level 1I).

The merits of this reclassification were discussed in our GIS workshop at the Commission’s last
regular meeting, most notably no increase to our approved FY2011 budget. Should the body
approve this motion, our office intends to advertise the new position by August 10, 201 0, at the
minimum grade level I salary of $30,000 per year.

The motion as recommended by staft:

Move ta approve the reclassification in the GIS Office of one existing, vacant part-time Addressing

Assistant position into a full-time, grade level 1L, Office Administrative Assistant position witih
permission 10 advertise within one month.



Jefferson County, West Virginia
Job Description

Position Titie: GIS Office Administrative pesistant  Grade Level: il
Department EG-1-1 Communications/GiS Office  Datel July 15, 2010
Reports to! (IS Specialist FLSA Status NE

gtatement of Duties: The employee is the executive administrative support io the GIS
3pecialist and Office Manager of the Gis/Addressing Office. The employee performs
administrative, clerical, database managemeant, records maintenance and customer services and
all similar or related duties in support of the operation of ihe department.

Supervision Required: Works under general supervision of the GIS SpecialistGlS Office
Manager. Empioyee plans and carries out the reguiar work in accordance with standard practices
and previous training, with substantial responsibility for determining the sequence and timing of
action and substantial independence in planning and organizing work activities, inciuding
determining work methods. The empioyee is expacted fo solve through experienced iudgment
most problems of detail or unusual situations by adapting methods or interpreting instructions to
resolve the particular problem. nstructions for new assignments oF special projects usually
consist of statements of desired objectives, deadlines and priorities. Tachnical and policy
problems or changss in procedures are discussed with supervisor, but ordinarily the employee
pians the work, lays it out and carries it through to compietion independently. Work is generally
reviewed only for technical adequacy. appropriateness of actions or decisions, and conformance
with policy or other requirements; the methods used in arriving at the end result are not usually
reviewed in detail.

Supervisory Responsibility: Employee as a regular and continuing part of the job does not
supervise other employees.

Confidentiality: Employee has access to confidential information of the Department.

Accountability: Consequences of errors, missed deadiings or poor iudgrment may inciude time
logs, adverse public relations, monetary loss, labor/material 1088, legal repercussions and
jeopardize programs.

Judgment: Numemous standardized practices, procedures, of general ‘nstructions govern the
work and in some Cases, may require additional interpretation. Judgment is needed to locate,
select, and apply the most pertinent praciice, procedure, regulation of guideline._Oﬁen crealive
judgment is required 1o determine how best to secure results to satisfy the objectives established
by the Office Manager.

Complexity: The work consists of a variety of duties which generally follow standardized
practices, procedures, regulations or guidelines. interpretation of the regulation and guidelines
with minimal supervision is required. The sequence of work and/or the procedures foliowed vary
according to the nature of the transaction andfor the information involved, or sought, ina
parficular situation.

Work Envirenment: The work environment ivolves everyday discomforts typical of indoor
environments such as office settings, with infrequent exposure o outside elements. Noise of
physical surroundings may he distracting, but gconditions are generaily not uppleasant. Employee
rarely may be required ¢ work beyond normal business hours to attend evening meefings.

G1S/Addressing Ofiice
GIS Administrative Agsistant

71510
Page 1 of 3



Jefferson County, West Virginia
Job Description

Nature and Purpose of Public Contact: Relationships with co-workers and the public involving
frequent explanation, discussion or inferpretation of practices, procedures, regulations or
guidelines in order to render service, plan or coordinate work efforis, or resolve operating
problems. Other reguiar contacts are with service recipients and employees of outside
organizations such as municipalities, federal/state governments, vendors, developers, banks,
real estate agents, atiornays, appraisers, credit companies, private investigators, postal
employaes, police, fire & rescue personnel. More than ordinary courtesy, tact, and diplomacy
may be reguired to resolve complaints or deal with uncooperative or uninformed persons.

Occupationat Risk: Duties of the job present little potential for injury. Risk exposure is similar to
that found in typical office setfings.

Egsential Functions:
The essential functions or duties listed below are intended only as illustrations of the various type
of work that may be performed. The omission of specific statements of duties does not exclude

them from the position if the work is similar, related, or a logical assignment fo the position.

1. Tracks all customer service requests (phone, walk-in, e-mail, eic) according to office
priorities and ensures they are met within a timely manner;

5 Conducts staff reviews of iand development applications for elemenis in compliance
with E9-1-1 Addressing Ordinance and periaining to addressing, road naming,
subdivision naming. Corresponds findings of staff reviews with applicant and
necessary agencies;

3. Reviews and approves new road names and subdivision names per submitted
applications;

4. Interprets E9-1-1 Addressing Ordinance as potential duly assigned officer. Tracks
Address Enforcement Program,

Maintains GIS Office Policies, Procedures, Guideiines, annual reports, etc;

Assists the Office Manager with management of GIS projects, including research,
database management, file organizaiion, data gathering, PowerPoint presentations,
and the organizing, editing, copying, and distribution of draft documents.

7. Creates purchase orders, tracks invoicing, fracks annual budget, recenciies receipts
and statements;

8 Coordinates routine street sign maintenance and contract biliing;

9 Conducts digital data and map sales;

10. Maintains staff timeshsets for approval by Cffice Manager;

11. Coordinates office calendar, staff meetings and handles communication;

12. Keeps copier paper full, coordinate maintenance of office eqguipment, and maintain a
full stock of office supplies;

13. Completes professional development training to improve and maintain skills;

14. Performs other administrative and office management duties as needed;

(GIS/Addressing Office
G1S Administrative Assistant

7/15/10
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Jefferson County, West Virginia
Job Description

Recommended Minimum Qualifications:

Education and Experience; 4-year college degree with one 10 three (1-3} years related work
experience desirable; High school diploma with 3 years office management experience, or any
equivalent combination of education, training and experience which provides the required
knowledge, skills and abilities to perform the essential functions of the job.

Special Reguirements: Drivers license reguired.

Knowledge, Abilities and Skill

Knowledge: Common policies, practices and procedures of the department and office
operations; laws and regulations pertinent to position functions. Proficiency in a range of software
programs, e-mail and the Internet in support of department operations.

Abilities: Use good judgment and decision making abilities, 10 work independently with minimum
supervision, and follow established office policies. Ability to communicate professionalty with
people of diverse backgrounds and levels of education is required. Ability to conceptualize ideas,
analyze technical documents and compile complex information in concise writing.

Skilis: Good typing, advanced computer, written and verbal communication, record keeping, and
time management skills are required. Effective customer service skills are alsc required.

Physical and Mental Requirements

The physical demands described here are representative of those that must be met by an
empioyee to successiully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the position’s
essential functions.

Physical Demands: Littie orno physical demands are required o perform the work, Work effort
principally involves sitting to perform wark tasks, with intermittent periods of stooping, waiking,
and standing. There may also be some occasional lifting of objects such as books, office
equipment and computer paper.

Motor Skills: Duties are largely mental rather than physical, but the job may occasionally
require minimal motor skiils for activities such as moving objects, operating a telephone system,
computer and/or most other office equipment, typing and/or word processing, filing, and sorting.

Visual Demands: Visual demands require the employee to constantly read documents for
general understanding, accuracy and for analytical purposes. Sustained exposure tc personal
computer monitors also occurs.

(GIS/Addressing Office
(1S Administrative Assistant

7i15/10
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. PROSECUTING ATTORNEY

LAURENCE R. CROFFORD
ASSISTANT FROSRECUTING ATTORNEY

HASSAN RASHEED
ASSISTANT PROSERCUTING ATTORNEY

CHARLES B. HOWARD
ASSISTANT PROSECUTING STTORNEY

STEPHEN V. GROH
ASSISTANT PROSBCUTING ATTORNEY CIVIE DIVISION

RAND OFFICE of THE (304) 728-3346
ONCH. S ax; (304) 728-3353
ASSISTANT ROSECT NG atiomey PROSECUTING ATTORNEY Jas: (304)7
of STEPHANIE ¥ GROVE
JEFFERSON COUNTY, WEST VIRGINIA  ASSISTANT PROSECUTING ATTORNEY

PROSECUTING ORNEY
110 N. George St, 3 Floor ASSISTANT PROS ATT

Charles Town, WV 25414

(304) 728-3243
Jax (304) 728-3293

paoffice @jeffersoncountywy,org

www.jeffersoncountywv.org/pa
TO: Jefferson County Comnussion
FROM; Ralph A. Lorenzetti, Jr., Prosecuting Attorney
DATE: December 3, 2009
RE.: Office needs by July 1, 2010, if not sooner

1. Case Management Software
This office with the assistance of Charlotte Hernandez Velez, IT Support Specmlxst bas
imterviewed five possible vendors. Costs range from $7000 (plus monthly fee) to $70,528.

2. Receptionist - $20,000 initial salary
This Office recently lost a valued Legal Assistant. Another Legal Assistant will be shifted into
the Misdemeanor Office. Also, there will be a Legal Assistant placed in the Civil Division
Office, to aid the Paralegal and the two Artorneys with that offices’ expanding case load. One
of these will be the current Receptsom st/Legal Assistant.

3. Ope Entry Level Attorney - (Initial Salary $65,000)
Currently one of the Senior Civil Attorneys, with assistance from the other Senior Civil
Attormz 18 also covering Abusc and Neglect cases. It is anticipated that the Civil Case load,
and coverage for the Commission and the various Boards will require two ful time altorneys.

This and the expanding eumber of criminal cases and trials will require adding an additional
attorney in the pear future.

4, Space - Office and Storage
This office s currently using one of the Magistrate Court interview rooms as an Office.

Prosecunng Attom
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Commission Office Use Only
Date on Agenda:

Appt Time or New Business:

AGENDA REQUESYT FORM

Name: Tim Boyde

Department or Entity: County Commission

Estimation of amount of time needed for appointment: 5 min

Date Requested — 1* Choice: 9-23-2010

Date Requested — 2™ Choice:

if a specific date is needed, please provide reason for specific date:

Subject: Request to expand vacant part-time position in County Commission office to full-time and
post

Please provide the County Commission with a description of your request or presentation, including any
background information:

Recommended motion {(Please type out the wording of the motion that you would like the Commission
to approve): Move to approve the expansion of a vacant part-time position to a full-time position and
to advertise.

Attachments:



JEFEERSON COUNTY

Persgnnel Requisition

Department Name County Commission Office Date September 17, 2010 Date Needed 10-4-10

Job Title Administrative Assistant Salary $25,625 Minimum Criminal History CheckXYes ___No

Suggested Recruitment Source(s) Website; Daily publications

Applicants Interviewed By Sandy McDonald Position Reports To Same

Minimum Education Required: H.S. Diploma or Equivalent

Minimum Experience Required: Basic office software preferred but not required

Job Duties: Answering phones, taking and preparing minutes, reports, faxing, handle inner-office mail,
data entry, attend assigned Commission meetings lincluding some night meetings) and related dyties.

Budget Information

Addition __ Replacement_X__Explain or For Whom Laura Kuhn

Position Budgeted _X _Yes __No Proposed Salary Date of Hire

Is Position: Full-Time_X_ Regular Part-Time On-Call Occasional Temporaty

Safety/Security __ No Hours Per Week 35

Approvals
Elected Official Approval Date
Department Head Approval Date
County Commission Approval Date

Comments




Jefferson County, West Virginia

Job Description
Tt | Admimsiatve Awiant | Gradelevel: |0
Department | County Commission Administration Office | Daterj 062410 ]

| Reportsto: | County Administiator . | FLSAStatus _ | NE

Statement of Duties: The employee performs administrative, clerical services in support of the
operation of the County Commission Administration department. Employee is required to perform
all similar or related duties.

Supervision Required; Under general supervision of the County Administrator, the employee is
familiar with the work routine and uses initiative in carrying out recurring assignments
independently with specific instruction. The supervisor provides additional, specific instruction
for new, difficult or unusual assignments, including suggested work methods. The employee is
expected to recognize instances which are out of the ordinary and which do not fall within
existing instructions; the employee is then expected 1o seek advice and further instructions.
Reviews and checks of the employee’s work are applied to an extent sufficient to keep the
supervisor aware of progress, and to insure that completed work and methods used are technically
accurate and that instructions are being followed. In many cases, the work is self checking, for
example, requiring accounts to balance before proceeding.

Supervisory Responsibility: Employee, as a regular and continuing part of the job, does not
regularly supervise other County employees.

Confidentiality: Employee has access 0 s0me confidential information obtained during
performance of regular position responsibilities such as client or department records.

Aecountability: Consequences of errors, missed deadlines or poor judgment may include adverse
public relations, monetary loss, Jegal repercussions, and jeopardize programs.

Judgment: Numerous standardized practices, procedures, or general instructions govern the
work and in some cases, may require additional interpretation. Judgment is needed to locate,
select, and apply the most pertinent practice, procedure, regulation or guideline.

Complexity: The work consists of a variety of duties which generally follow standardized
practices, procedures, regulations or guidelines. The sequence of work and/or the procedures
followed vary according to the nature of the transaction and/or the information involved, or
sought, in a particular situation.

Work Environment: The work environment involves everyday discomforts typical of offices,
with occasional exposure to outside elements. Noise or physical surroundings may be distracting,
but conditions are generally not unpleasant. Employee may be required to work beyond normal
business hours to attend evening meetings.

Nature and Purpose of Public Contact: Relationships with co-workers and the public involving

frequent explanation, discussion or interpretation of practices, procedures, regulations or
guidelines in order to render service, plan or coordinate work efforts, or resolve operating
County Commission Administrative Office

Administrative Assistant
6/24/10

Page 1 of 3




Jefferson County, West Virginia
Job Descriptiion

problems. Other regular coniacts are with service recipients and employees of outside
organizations such as vendors, banks and contractors. More than ordinary courtesy, tact, and
diplomacy may be required to resolve complaints or deal with uncooperative or uninformed
persons, Employee may furnish news media with routine information such as meeting agendas,
press releases or departmental procedures.

Occupational Risk: Duties of the job present little potential for injury. Risk exposure is similar
to that found in typical office settings.

Essential Functions:

The essential functions or duties listed below are intended only as illustrations of the various fype
of work that may be performed. The omission of specific statements of duties does not exclude
them from the position if the work is similar, related, or a logical assignment to the position.

1 Serves the public through answering telephone calls, greeting visitors 10 the County
Commission office and responding to inquiries from County offices and members of the
public.

9 Takes and records minutes of meetings, prepares minutes, reports and agendas for
meetings of the County Commission, other County departments and committees, other
special meetings and attends might meetings; ensurcs the accurate and timely entry and
indexing of County Commission minutes into Law Order books.

3. Performs secretarial and administrative duties including, but not limited to, preparing
correspondence, data entry, preparing purchase orders, faxing, photocopying, picking up

and delivering mail, filing, and ordering supplies and equipment.

4. Assists in the yearly budget process; organizes related documents and correspondence for
the department.

5, Responsible for the {dentification Badge system for county employees, contractors and
outside agencies.

Recommended Minimum Qualifications:

Education and Experience: High School degree (Associate’s degree preferred), with three to
five (3-5) years related work experience; or any equivalent combination of education, training and
experience which provides the required knowledge, skills and abilities to perform the essential
functions of the job.

Special Requirements: Drivers license and Notary Public may be required.

Knowledge, Abilities and Skill
Knowledge: Common policies, practices and procedures of the department and office operafions;
laws and regulations pertinent to position functions. Working knowledge of the Internet in support

County Commission Administrative Office
Administrative Assistant

6/24/10
Page 2 of 3



Jefferson County, West Virginia
Job Description

of department operations.

Abilities: Ability to interact effectively and appropriately with the public and other personnel,
perform multiple tasks and maintain confidential information.

Skills: Proficient personal computer skills, mathematical skills, recordkeeping and clerical skills,
written and oral communication skills. Effective customer service skills.

Physical and Mental Requirements

The physical demands described here are representative of those that must be mel by an employee
to successfully perform the essential functions of this job. Reasonable accommodations may be
made to engble individuals with disabilities to perform the position 's essential functions.

Physical Demands: Liitle or no physical demands are required to perform the work. Work effort
principally involves sitiing to perform work tasks, with intermittent periods of stooping, walking,
and standing. There may also be some occasional lifting of objects such as books, office
equipment and computer paper.

Motor Skills: Duties are largely mental rather than physical, but the job may occasionally require
minimal motor skills for activities such as moving objects, operating a telephone system,
computer and/or most other office cquipment, typing and/or word processing, filing, and sorting.

Visual Demands: Visual demands include constantly reading documents for general
understanding and for analytical purposes, routinely reviewing non-written materials such as
instrumentation for analytical purposes.

County Commission Administrative Offtce
Administrative Assistant

6/24/10
Page 3 of 3
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Sandy NicDonaid

From: <patsynol@frontiernet.net>

To: "Tim Boyde" <tboyde@jeffersoncountywv.org>; <sandy@jeffersoncountywv.org>

Cc: "engnerswobord Roger Ethier" <engnerswobord@hotmail.com>;
<mschaivone@jeffersoncountywv.org>

Sent: Tuesday, September 21, 2010 7:18 PM

Subject: Fwd: WAC Budget

Sandy, Mark and Tim,

I can't remember if the WAC made a written request or not, but T received this e-mail from Roger
this evening. Some of these are already included in our discussions, like the $35,000 for water
monitoring and T believe we did decide to set aside the $50,000 for electronic and hazardous
waste collection in the event the grant request is denied. 1don't recall the commission discussing
funding the other $9,800 for signs and admin funding.

1 am sure Roger would be willing to come in to explain the request for funding for signs and
administrative fees if necessary.

Thanks,

Patsy

————— Forwarded Message ----—-

From: "Roger Ethier" <engnerswobord@hotmail.com>
To: "Patsy Noland" <patsynol@frontiernet.net>

Ce: "lynn widmyer" <lynwidmyer@gmail.com>

Sent: Tuesday, September 21, 2010 3:21:42 PM
Subject: WAC Budget

For Patsy..Please insure the WAC Budget is presented to the Commissioners as per our previous
correspondence. It includes the Water Monjtoring System ($35,000), Waste Management
Collection Day ($50,000) and Signs in Park Watershed Project $4800). Also I am anticipating
miscellancous administrative costs for brochures, books, seminars and other admin costs of
$5,000. Thanks..Roger Ethier

9/22/2010




State of West Virginia
DEPARTMENT OF AGRICULTURE

Gus R. Douglass, Commissioner

Janet L. Fisher Bob Tabb Steve Miller
Deputy Commissioner Deputy Commissioner Assistant Commissioner

ASSESSOR'S CERTIFICATE OF COMPLIANCE

TO THE HONORABLE COUNTY COURT OF JEFFERSON COUNTY

The Assessor of Jefferson County, Angela Banks,
has completed the Farm Census of 2010 and has satisfactorily
complied with the regquirements of the Farm Stat_i__s'tic.:s Law. She 1is,
therefore, eligible tO receive compehsation from the County Court
according to Chapter 7, Article 7, gection 6C of the New Code‘of

wWest Virginia.

9.»-; S

commissioner of Agriculture

SEP 17 2810

jefierson County Cormmission

State Capitol e 1900 Kanawha Boulevard, East e Charleston, West Virginia 253050170 304/558-3550
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WV Code 6C

Page 1 of 1

Bl Status WY Code Audits/ Reporis Educalional Contact
WEST VIRGINIA CODE
§7-7-6¢. Additional compensation of agsessor.
The county commission of each county shall aliow the assessor a reasonabie compensation, not exceeding ten percent of his salary, as provided by section four of
this article, for such work as may be required of him under article one, chapter nineteen of this co

de, by the commissioner of agriculture, and no county commission
shall allow pay to assessor for performance of duties herein prescribed untii such assessor has received a certificate that his reparis are completed and satisfactory
to said commissioner.

Note: Code updated with legislation passed through the 2008 4th Extraordinary Session

gis.state. wv.us/WVCODE/ ChapterEntire.cfm?chap=07 &art=T&section=6C 9/20/2010
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$9/22/2010 15:15 FAX 304 558 3321 %V LOTTERY

@003/003
WEST VIRGINIA LOTTERY
First Benchimark
Chartes Town
County / Clty Split
Flscal Year 2091
Charies Town
1999 Net Terminal Ravenue $ 45803,174
Benchmerk Goal @ 2% $  912,062.48
2% OF TQ T0O CHARLES HARPERS SHEPHERDS
DATE ADJ). NET JEFFERSQON FIVE BOLVAR TOWN FERRY RANSON TOWN
F{EV_E_}& GOUNTY CITES 12.42% 34.56% 3.65% 25.06% 14,20%
3 days ending:
TH0- 71310 H 145402681 | & 11540268 | § - & - 3 - 5 - 5 “ 5 -
Waek ending.
oyAong £} 206,751.64 § 2087364 % - $ - $ - g - $ - ] -
azMTiie § 1813867615 161,388,76| & - 1% - 15 - |8 L . |8
07r24n10 ) 18036828 | | % 160,266.28 | § - § - - - 5 - £ . $ -
0713110 g As7aczoe||s 197EOZ0R| S - 18 - 1% - |8 - |8 = |8 -
0BI07ND § 1wiprs2]ls 13649408 1 8 2512284 | & 312077 | % 668245 | & gi6aBl 8 gE1308 15  3,5%008
[ ETATART $ 158,753.26 B 7857668 | % 7B370.86 | § 97343815 2708 BB 1§ 2,060.75 | & 2149854 | 8§ 11.200.08
gefe1ig B 152,380.04 % 76,100.02 3 § 76183021 % 9463921 % 26,334.38 | & 2701261 ¢ 26,73082 | 5 10,088.94
ppi2BMo ] 144 520.08 ] 7246003 | 8 7246003 1§ 808954 | % 26504299 | Z844.78 1§ 2541887 1 % 10),354.54
{oiodM D ¥ 152,725,680 ] 76,362.04 | 8 76.382.04 | § 9484.26 | § E3IMD0LS 27A7T24 | 8 2678600 | & 10,912.25
08/11/40 § 16593872 | 1% BO60.36 1 3 B296038 4§ 10,30479 (3 2867421 {5 302830135 2510505 (% 11.866.32
aaMeng % 135,277,668 % G763B.78 | § 8753878 1% 840074 | $ 23,376,96 | $ 245882(8 23,72768 | 5 5,6065.69
Subatat §_1870.322.50 § 1029119303 |5 97612655 |3 Bo5Ure0 | & 165.567.1715 1748823 | § 186 07064 | & BE487.681 1
Benchmark Goal @ 2% & 91208048
Remaindar unti 1%/ 15 Spiit  § .




08/22/2010 15:15 FAX 304 558 3321 WV LOTTERY @002/003

WEST VIRGINIA LOTYERY
WEEKLY SETTLEMENT FOR GHARLES TOWN

Woek EnBing
Wesk Ending Date Segtember t8, 2030
Ta bs Deposited on: September 24, 3010
Amount Played F0,367 69326
Amaunt Won 63.076,344.76
Amount Promo £15,813.00
MWAP Centribution 2558921
adjustad Gross Terminal Revenue 1.p46.796.28
Administrative Costs 4% 261,828,268
Exgese Lottery Fund @ 6% 0.00
Net Terminzl Revenus §.763.878.03
Sureharge @ 10% g.oe
State Share Excess g 58% 0.00
Track Share of Capltal Relnvesiment @ 42% 0.00
Track Shre of Capital Relnveskrent i 423 - §E%E L1 .
Track Snare oF Capitat Reinvestment B 42% - 4% ¥ -

Adjusted Net Terminal Ravenue 6,7632.878.03
Racetrack @ 46.50% 1 42% 3,145,203.20
Lerery Fund € 30% /0% 2,029,163.42
Extess Lottery Fund @ 0%/ 41% 0.60
Rage Track Purses @ T9% 1 14% 1 8% 937,143.32
Workers' Compensation Deht Reduction ’7% §,799.80
Employee Pension Fund @ 1% ! 5% §7,638.78
Greyhound Development & T5% 50,729,00
Thorgughbred Development @ J78% 50,729.09
Raeing Cemmission @ 1'% 67,636.73
Gounty/Municipality @ 2% 435,277.68
1% Funds:

Touriam Prometien Furd @ 1.375% 93,003.32
Develepment, Qffice Pramoticn Fond @ -375% 25,364,864
Rezearch Challenge Fund @ 6% 33,819.33
Capitat Renovation and Improvemeant Fund & BETSY 45,601.66
2064 Capitel Complex Parking Gamge Furid @ 0625% 8,227 .62
1% Funda:

State Capitol Gumplex Farking Garage @ 1% 0.00
Cultural Facllities and Capltcl Resources @ 5% 33,818.39
Capitol Dome and Capital Improvements @ 6% 1 1% 33818.29

6.Z63.878.83



THE COUNTY COMMISSION OF JEFFERSON COUNTY

P.0. Box 250
424 East Washingion Street
Charles Town, WV 25414

Phone: 304/728-3284 www jeffersoncountywv.org Fax: 304/725-7916

The Jefferson County Commission proposes to name persons to serve on the
following Authorities, Boards, Commissions, or Committees on Thursday,
October 14, 2010, or as soon thereafter as the Commission may decide:

Fastern Panhandle Transit Authority Board of Directors - One
unexpired term ending January 31,2012

Persons who may be interested in the above listed agency should submit a
letter of interest and a resume or statement of qualifications to the Jefferson
County Commission, P.O. Box 250, Charles Town, WV 25414, prior to the
proposed date of appointment.

Additional information regarding these appointments may be obtained by
calling the Commission Office at (304) 728-3284.

SPIRIT OF JEFFERSON:
PLEASE ADVERTISE ON:
September 30, 2010 & October 7, 2010

THANKS - JEFFERSON COUNTY COMMISSION



THE COUNTY COMMISSION OF JEFFERSON COUNTY

P.0. Box 250
424 East Washington Street
Chavles Town, WV 25414

Phone: 304/728-3284 www jeffersencountywv.org Fax: 304/725-7916

The Jefferson County Commission proposes to name persons to serve on the
following Authorities, Boards, Commissions, ot Committees on Thursday,
October 14, 2010, or as soon thereafter as the Commission may decide:

Jefferson County Building Commission- One unexpired term
ending January 31, 2012

Persons who may be interested in the above listed agency should submit a
letter of interest and a resume or statement of qualifications to the J efferson
County Commission, P.0O. Box 250, Charles Town, WYV 25414, prior to the
proposed date of appointment.

Additional information regarding these appointments may be obtained by
calling the Commission Office at (304) 728-3284.

SPIRIT OF JEFFERSON:
PLEASE ADVERTISE ON:
September 30, 2010 & October 7, 2010

THANKS - JEFFERSON COUNTY COMMISSION




South Jefferson Public Library
49 Church Street
Post Office Box 17
Summit Point, West Virginia 25446
Phone: 304-725-6227 Email: jenkinsd@ martinJib.wv.us Fax: 304-728-2586

September 21, 2010

The County Commission of Jefferson County
PO Box 250
Charles Town, WV 25414

RE: South Jefferson Library Board
Unexpired term of Don Ranelli

Dear Commissioners,

This letter is to convey our unanimous recommendation for the appointment of
Edmond Uzan of Summit Point to the unexpired term of Don Ranelli, who recently died
after a long fight with cancer.

As a local entrepreneur and resident of the Summit Point, Mr.Uzan is very supportive
of our library and desires to serve the community with his time and skills. He will bring
to the board his high energy and creative ideas, as well as his background and knowledge
in business and computers. We believe he will be a valuable asset to our board.

Sincerely yours,

Carol Del-Colle, President

S ER M hevady
SEP 29 ony

Jetferson County Commission




