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DEPARTMENT OF ASSESSMENTS

PANDEMIC FLU CONTINUITY OF OPERATIONS PLAN

The King County Assessor is responsible for determining full and equitable values of locally assessed properties, real and personal.  The well being of local government and of the taxpayers it serves depends on the thoroughness and fairness with which the duties of the assessor are discharged.  The Assessor is responsible for producing a certified county assessment/tax roll providing the basis of revenues collected for the government services to the 1.8 million citizens of King County.  The potential Pandemic Influenza could disrupt the continuity of King County operations for provision of essential and other community services, including governmental and businesses functions.

If the Pandemic Influenza spreads to Department of Assessments (DOA), a cumulative absentee rate of up to or more than 25-40% of department employees is expected for up to 6 months, on a rolling basis.

School and daycare closure are expected to have a significant cascading effect on staff absenteeism in both the private and public sectors.  DOA must be prepared for a reduction in its staff between 25-40% resulting from healthy parents staying home to take care of healthy children or other healthy dependants.

Tier One Planning Elements:

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

1.  Continuity of Government issues:

a. Department Level Line of Succession

· Scott Noble, Assessor

· Rich Medved, Chief Deputy Assessor

· Lynn Gering, Chief Appraiser

· Michelle Hagen, Commercial Division Director

· Debra Prins, Residential Division Director

· Hoang Nguyen, Information Services Division Director

· John Sweetman, Accounting Division Director

I. Division Level Line of Succession

Administrative Services Division

· Rich Medved, Director

· Joni Shirer, Administrator

· Stan Roe, Executive Assistant

· Bill Dubay, Legislative Aid

· Gail Sjodin, Fiscal Specialist

· James Orme, Fiscal Specialist

Accounting Division

· John Sweetman, Director

· Iris Hoffner, Accounting Section Supervisor
· Hazel Newton, Levy Specialist
· Christi Most, GIS
· Leroy Knopp, Mapping
· Connie Wong, Abstract
Residential Division

· Debra Prins, Director

· Sheila Frawley, Senior Appraiser

· Will Mathews, Senior Appraiser

· Randy Raven, Senior Appraiser

· Bob Kaldor, Senior Appraiser

· Pete Walker, Senior Appraiser

Commercial/Business Division

· Michelle Hagen, Director

· Bonnie Christensen, Senior Appraiser

· Carol Venetiou, Senior Appraiser

· Kent Walter, Senior Appraiser

· Betty Johnson, Senior Appraiser

· Margi Slabaugh, Personal Property

· James Buechler, Personal Property

Information Services Division

· Hoang Nguyen, Director

· Don Saxby, Analyst

· Mai Trinh, Programmer

· Greg Kidd, Systems Administration
· Cindy Kohn, Analyst

b.
Delegation of authority to implement this line of succession is inherent.

· Scott Noble, Assessor

· Rich Medved, Chief Deputy Assessor

· Lynn Gering, Chief Appraiser

· Michelle Hagen, Commercial Division Director

· Debra Prins, Residential Division Director

· Hoang Nguyen, Information Services Division Director

· John Sweetman, Accounting Division Director

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

· Revalue processes are critical and must be performed January 1st through May 30th.
· Pick up new construction and place it on the tax rolls by August 31st.

· Mailing of revalue notices from April through August 30th.

· Levy Calculation September 1st through November 30th.

· Physically inspect one sixth of the county January 1st through May 30th.

· Personal Property affidavits filed from January 1st through April 31st.

· Senior/Disabled Persons Deferral applications filed from January 1st through March 31st.

· Senior/Disabled Persons Exemption applications filed from January 1st through December 31st.

· Payroll functions must be performed year round, January 1st through December 31st.
3. Identify a Public Information Officer with a line of succession who will provide information to the public.  

· Stan Roe, Executive Assistant
· Rich Medved, Chief Deputy Assessor

· Lynn Gering, Chief Appraiser

· Michelle Hagen, Commercial Division Director

4.  Identify any changes that your reduced level of service will have on other agencies not only within King County government but also other local, state, or federal programs.
· The ability to produce a certified tax roll impacting 167 Taxing Districts, King County Treasury and other King County Branch agencies.
· No response to public phone calls.

· The ability to process and record plats, segregations and mergers.

· Delay in payments of some accounts payable.
5.  Identify all groups (e.g. City Managers Association) and agencies with whom you regularly do business.

· All taxing districts


King County Executive

· King County DDES


King County ITS

· King County Treasury

King County PAO

· Board of Equalization

State Board of Tax Appeals
· State Department of Revenue
Banks
· Mortgage Lenders 


Title Companies

6.  Identify goods and services you receive from others.  Determine what goods should be purchased and stored for emergency use.  Determine alternatives to critical services you receive from others.

· We have our data backed up and stored daily with Iron Mountain Data Storage service.  We also have two additional servers stored in two separate locations for emergencies.  We have the ability to retrieve and be up and functional within 72 hours either at our current facility or our alternate facility in Black River.
B.  Identify essential functions

1.  Identify mission essential functions for your department.  

· All revalue processes are essential functions. (RCW Chapter 84 and WAC Chapter 458)
· Physical Inspections

· Annual Update
· New construction

· Posting of Tax Roll

· Assessment Reviews would be limited
· Characteristic Reviews would be limited
· Senior/Disabled Persons Exemptions

· GIS
· Computer Systems
· Levy Administration

· Mapping

· Segregations

· Mergers

· New Plats

· Tax Roll Corrections

· Local and State Appeals would be limited
· Personal Property

· Open Space

· Destroyed Property

· Omitted Real Property

· Sales Verification

· Payroll

· Mailing of Real Property and Personal Property Value Notices
2.  Identify functions that can be suspended while staff are reassigned to more critical roles.
· Public Information Office access may be limited or suspended.
· Field Physical Inspection of properties may be limited or suspended.

· Identifying and picking up new construction may be limited or suspended.
· Accounts Payable.

· Mail Distribution will be limited.
3.  Review legal authorities and recommend updating or initiating legislation if needed to complete mission essential tasks.  
· In the event a certified tax roll cannot be produced, the King County Assessor will request from the State Department of Revenue a temporary suspension of the revalue cycle and request extension of the previous year certified tax roll.
C.  Identify essential staff


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

	PRIMARY
	BACKUP
	SCOPE OF WORK

	ADMINISTRATIVE SERVICES
	
	

	Joni Shirer, Administrator
	Stan Roe, Executive Assistant
	HR

	Gail Sjodin, Fiscal Specialist
	Stan Roe, Executive Assistant

James Orme, Fiscal Specialist

Irene Akada, Fiscal Specialist
	Payroll

	James Orme, Fiscal Specialist
	Irene Akada, Fiscal Specialist
	Accounts Payable

	ACCOUNTING DIVISION
	
	

	Iris Hoffner, Section Supervisor
	Jackie Bell, Administrative Specialist
	Posting of Tax Roll
Destroyed Property

Omitted Real Property Posting

Appeals

Sales Verification



	Hazel Newton, Levy Specialist
	Debbie Clark, Administrative Specialist
Iris Hoffner, Section Supervisor

John Sweetman, Division Director
	Levy Administration

	Connie Wong, Section Supervisor
	Alan Wolfson, Abstract

Noreen Anderson, Abstract
	Segregations

Mergers

New Plats

	Karyl Laustsen
	Jackie Stepney, Exemptions

Valerie Bell, Exemptions
	Senior/Disabled Persons Exemption

	Christie Most, GIS
	Leroy Knopp, Mapping
	Mapping

GIS

	RESIDENTIAL DIVISION
	
	

	Debra Prins, Director
	Sheila Frawley, Senior
Will Mathews, Senior

Randy Raven, Senior

Bob Kaldor, Senior

Pete Walker, Senior

(Any other staff physically available)
	Annual Revalue Update
New Construction

Physical Inspections

Assessment Reviews

Characteristic Reviews

Appeals

	COMMERCIAL DIVISION
	
	

	Michelle Hagen Director
	Bonnie Christensen, Senior
Carol Venetiou, Senior

Kent Walter, Senior

Betty Johnson, Senior

Margi Slabaugh, Personal Property

James Buechler, Personal Property

(Any other staff physically available)
	Annual Revalue Update
New Construction

Physical Inspections

Assessment Reviews

Characteristics Reviews

Appeals

Personal Property Affidavits

	INFORMATION SERVICES
	
	

	Hoang Nguyen, Director
	Don Saxby, Analyst

Don Gibson, Analyst

Mai Trinh, Programmer

Cindy Kohn, Analyst

Greg Kidd, Systems

George Harding, Systems

Mike Gies, Systems


	Maintaining Real Property Database

Web Administration

Posting of Tax Rolls

Maintenance of Servers

Old IBM Mainframe transfer of tax roll from service to mainframe for Treasury billing.


D.  Identify alternate facilities or service delivery


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

· Limiting or suspend access to Assessor’s office.

· Telecommuting.
· Flex Shift working hours.
· Direct all non-essential staff not to report to work place.
2.  Identify the agency’s technology needs related to large-scale telecommuting, e-commerce and conference calling.  

· Remote access (telecommuting) to DOA servers/database is dependant on web access

· PC Anywhere service or equivalent for all  essential personnel.

E.
Proactive measures to put in place now: 


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

· Participate in training that addresses communicating with staff during a crisis.
Tier 2 Plan elements (to be worked on after completion of Tier one elements listed above):

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

1. Identify a single point of contact in your department who will record and transmit information about agencies ability to deliver critical services.

· Stan Roe, Executive Assistant

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

· DOA website.
· DOA Emergency Information Phone Line.
· King County Email System.
· Telephone Tree.
3. If job functions are rotated to different employees, how will those needing services be advised?  

· DOA website.
· DOA Emergency Information Phone Line.
· King County Email System.
· Telephone Tree.
C.  Identify essential staff

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

· Debbie Clark, Levy Administration
· Non-essential staff cannot be cross trained as appraisers, this is specialized and requires special education and certification in order to set value under state law.  There is sufficient appraisal staff to cover any backup requirements.
2. Identify an additional workforce, for example retired employees, to complete mission essential functions. 
· Request Assistance .from State Department of Revenue, Washington State Association of County Assessors, Treasury Operations and several retired employees may be available.
D.  Identify alternate facilities or service delivery

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

· Telecommuting.
· Shift to our Black River office

· Appraisal staff will go directly to field and not report to the office.
2. Determine whether critical functions could be performed through flex shifting.

· Critical functions can be performed through our current flex shift environment.
3. What tools, equipment or services will you need to achieve social distancing?  
· Remote access (telecommuting) to DOA servers/database is dependant on web access

· PC Anywhere service or equivalent for all essential personnel.

4. Employ use of employee direct deposit for payroll.  
· 90% of DOA employees are on direct deposit.  Will encourage the remainder to establish direct deposit for social distancing.

E.  Provide data support systems

1.
Develop mechanisms to track and report agency’s ability to deliver critical services. 

· Remote access (telecommuting) to DOA servers/database is dependant on web access

· PC Anywhere service or equivalent for all essential personnel.

What else occurs to your agency to consider that might not be covered in these questions?

· Our levy administration process depends on all 167 taxing jurisdictions providing our department with the amount of taxes levied for district purposes (RCW84.33.140)
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