Community Connect Foundation: Statewide E-Government Project

The Community Connect Foundation, with funding from the Claude Worthington Benedum Foundation and the West Virginia Office of Technology, and in partnership with the West Virginia Municipal League, West Virginia Association of Counties and the West Virginia Department of Education has developed a Statewide E-Government Project. The primary goal of this project is to create a sustainable, informative, and professional website for every county and incorporated municipality in West Virginia to be housed on the West Virginia State Portal (wv.gov). In order to accomplish this task one high school was selected per county. The chosen high school was responsible for engaging their county and every incorporated municipality in their county to collect the necessary written and multimedia content that would be used to develop websites for political subdivisions that do not currently have an official web presence. Community Connect Foundation provided the selected high schools with a laptop computer, digital camera, digital camcorder and all the necessary accessories that would be needed to collect the website content. The selected high schools will use this project based learning experience as a means to learn about how county and municipality governments are organized and operated as well as provide an informational website for their county and local communities. Further details of this project, its limitations and who can participate are found in the Statewide E-Government FAQ located at www.communityconnectfoundation.org
Participating Instructions (County):

The information being requested below will form the foundation for your county website. Information that has already been filled in has been provided by the WVACO and is current as of 2011. Please review this document, fill in the requested information in its entirety, correct any mistakes, sign the attached Participation Agreement and return back to the Community Connect Foundation or the WVACO so that we can publish your website or make corrections. This document should be filled out for the following subdivisions of your county government:
· County Commission

· County Clerk

· County Assessor

· County Sheriff

· County Magistrates

· County Circuit Clerk

· County Prosecuting Attorney

· County Board of Education

· Any internal Organization/Committee/Agency/Board/Commission that you deem important to have on the website. 

(Note: for each Organization/Committee/Agency/Board/Commission that you wish to have please fill-in a separate sheet)

	General County Information

	Information Heading:
	Collected Information (please add to or make corrections)
	Correct?

	
	
	Yes
	No

	County Domain Name
(e.g. www.<countyname> county.wv.gov


	
	
	

	Official County Name
	
	
	

	Main County Address
	
	
	

	Main County Phone Number
	
	
	

	Main County Fax Number
	
	
	

	Main County Email Address (if available)
	
	
	

	Home Page (This is the paragraph that will serve as the Homepage Introduction)
	
	
	

	About Us (This is additional information about your County)
	
	
	

	Did You Know Facts (these should be interesting facts about your county e.g. “Pocahontas County was created by an act of the Virginia General Assembly on December 21, 1821 from parts of Bath, Pendleton and Randolph Counties.”) Need at least five.
	
	
	

	Frequently Asked Questions (these should be questions commonly asked about the county e.g. “What fairs and festivals are held in the county each year”, please provide both question and answer.) Need at least five.
	
	
	

	Links and Resources (these should be outside links to other websites that are of relevance to the county e.g. “West Virginia State Legislature”, please provide the URL address, name of the website, and a brief description of what it is.) Need at least five.
	
	
	

	

	County Commission

	Information Heading:
	Collected Information (please add to or make corrections)
	Correct?

	
	
	Yes
	No

	Name of Organization
	County Commission
	
	

	Name(s) of County Commissioners
	
	
	

	Description of County Commission (Include a general description of goals, objectives, mission statement, area served and any additional information)
	The county commission is the governing body of a county. Fifty-four counties elect three-member commissions while Jefferson County has a five-member commission. Commissioners serve in part-time positions with salaries ranging from $19,800 to $36,960.
The Constitution provides certain powers to the county commission, but these powers are limited to "the manner prescribed by law." This means that the county commissions’ powers must be expressly conferred by the Constitution or by acts of the Legislature. With respect to the powers of a county commission, the West Virginia Supreme Court of Appeals has stated that "a county court (now county commission) possesses only such powers as are expressly conferred upon it by constitutional or statutory provisions, together with such powers as are reasonably and necessarily implied in the full and proper exercise of powers expressly conferred upon it."
The West Virginia Constitution, Section 11, Article 9, specifically grants the following powers and duties to county commissions:
· The custody, through their clerks, of all deeds and other papers presented for record in their counties, with responsibility for their preservation or disposal as may be prescribed by law. 

· The administration of the internal police and fiscal affairs of their counties, with authority to lay county levies, under regulations as may be prescribed by law. 

· Serve as the judge of the election, qualification and return of their own members, and of all county and district officers, subject to regulations as may be prescribed by law.
Other duties and responsibilities are specified in chapter 7 of the West Virginia Code, particularly in §7-1-3. These include
· Preparation and adoption of budget for all county offices, except judicial 

· Jurisdiction in all matters of probate 

· Appoint guardians for minor children; receive court settlements generally 

· Own and maintain county property 

· Sit as Board of Canvassers 

· Lay and disburse county levies based on assessed property values 

· Sit as Board of Review and Equalization in February hear appeals on property values for assessment purposes 

· Appoint Fiduciary Commissioners to oversee and settle certain estates as required 

· Appoint members of certain county boards, authorities and public service districts 

· Adopt ordinances and orders in areas of jurisdiction as prescribed by law 

· Approve purchase orders and payment vouchers for elected county offices, except judicial
County commissions are required by Section 9, Article 9 of the Constitution to hold four regular sessions (meetings) each. These meetings must be held at the courthouse. Special sessions may be held throughout the year if called by the president of the Commission with the concurrence of at least one other commissioner. The number of meetings held varies from county to county, with some commissions meeting once month and others several times a month. Notice of all meetings must be given and meetings are public, as required by the open meetings law, West Virginia Code §6-9A-3. Executive sessions may be held as authorized by law. Two commissioners in attendance at a meeting establish a quorum. At the first session of each year, the commissioners choose one of their members to serve as president.
	
	

	County Commission Phone Number(s) (include area code and extensions)
	
	
	

	County Commission Fax Number(s) (include area code)
	
	
	

	County Commission Mailing and Physical Address
	
	
	

	County Commission Email Address(s) (if available)
	
	
	

	Hours of Operation and Meeting times
	
	
	

	Term of Elected or Appointed Office  (if applicable)
	
	
	

	Website (if available)
	
	
	

	Additional links and resources that are of general interest to the County Commission
	
	
	


	County Clerk

	Information Heading:
	Collected Information (please add to or make corrections)
	Correct?

	
	
	Yes
	No

	Name of Organization
	County Clerk
	
	

	Name of County Clerk
	
	
	

	Description of County Clerk’s Office (Include a general description of goals, objectives, mission statement, area served and any additional information)
	Each county elects a county clerk whose responsibilities include the management of records of the county commission and election duties. The primary responsibilities center around two basic functions: 
· To act as clerk (fiscal officer) of the county commission 

· To act as the receiver of fees charged for the instruments filed and recorded within the county. 
To carry out the numerous duties, the clerk of the county commission may select deputies and other employees. The budget for the operation of the county clerk’s office as a whole is determined by the county commission. The salary range for county clerks is from $42,200 to $55,440 and is required to be full-time in Class I-V counties. Their duties include:
· Issuance of marriage licenses, birth and death certificates 

· Record births, marriages and deaths in the county 

· Serve as Chief Voter Registration Official for the county; register qualified voters 

· Maintain custody and integrity of the county’s voting machines, ballot boxes and other election supplies 

· Conduct training sessions for poll clerks and other election officials prior to their service 

· Serve as the recorder of all documents 

· Keep records of County Commission transactions 

· Keep minutes of all County Commission meetings 

· Oversee guardianship appointments 

· Prepare and send to all heirs a Notice to Redeem and take care of publications, redemptions or recording deeds with regard to delinquent property 

· Responsible for the bookkeeping of the county including budget, accounting and payroll 

· Assist the County Commission in their absence 

· Responsible for public notice of all Commission meetings 

· Serve as Secretary to the Civil Service Commissions 

· Issue hunting and fishing licenses 

· Provide notary services 

· Issue military service discharge records 

· Probate wills and assist in administration of estates 

Conduct absentee voting and early voting, prepare ballots, accept candidate filings, and other election-related duties
	
	

	County Clerk’s Phone Number(s) (include area code and extensions)
	
	
	

	County Clerk’s Fax Number(s) (include area code)
	
	
	

	County Clerk’s Mailing and Physical Address
	
	
	

	County Clerk’s Email Address(s) (if available)
	
	
	

	Hours of Operation and Meeting times
	
	
	

	Term of Elected or Appointed Office  (if applicable)
	
	
	

	Website (if available)
	
	
	

	Additional links and resources that are of general interest to the County Clerk’s Office
	
	
	


	County Assessor

	Information Heading:
	Collected Information (please add to or make corrections)
	Correct?

	
	
	Yes
	No

	Name of Organization
	County Assessor
	
	

	Name of County Assessor
	
	
	

	Description of County Assessor’s Office (Include a general description of goals, objectives, mission statement, area served and any additional information)
	The Assessor of every county is elected every four years. The position is required to be full-time in all but Class X counties. The base salary range is $38,280 to $44,800 with additional fixed compensation of $6,500 to $15,000 for duties specified in state law and supplemental pay up to 10% of salary for additional duties relating to agriculture. All property shall obtain from every person who is liable to assessment a full and correct description of all personal property. In most counties, this is done by mailing an assessment form to all individuals and businesses. Assessors are required to visit all real estate at least once every three years but all property is to be market value on an annual basis. The Assessor shall finish the work of assessment and complete the land and personal property books not later than the 30th day of January.
Land and Personal Property books are to completed in time to submit to the Board of Equalization and Review no later than the first day of February of that assessment year. The Assessor and assistants shall attend the Board of Equalization and Review and render any possible assistance in connection with the valuation of property.
The Assessor shall annually, not later than the third day of March, furnish to the Recorder or Clerk of Cities and Towns, Secretary to the Board of Education, State Board of Education and the County Commission, along with Public Utilities, certification of the assessed values for the current year. The levying bodies are required to use these values to prepare their budget estimates and lay the levies.
Once levy rates are certified to the Auditor, they are certified to the Assessor and are entered into the computer to allow the Sheriff to print tax tickets. Assessors determine values and in turn, the levies set by levying bodies, including excess levies, determine tax revenue.
Other responsibilities include:
· List all properties exempt from taxation, such as that owned by federal, state, county or local governments; property used for public or charitable purpose, property used for schools and hospitals and property used for worship. 
· Collect county and local dog taxes 
· Determine eligibility of property owners for the Homestead and Disability Exemptions 
· Maintain tax maps and property records and make them available for public use 
· Collect farm statistics annually and report to the Commissioner of Agriculture 

· Collect farm-use decal permit fees 

· Collect mobile home permit fees 

· Annually complete a sales ratio analysis 

· Present to the tax commissioner a list of real property transfers of the prior assessment year by December 1st annually 

· Supply a list of new construction and improvements exceeding $1,000 of the previous assessment year to the tax commissioner by December 1st annually 

· Supply a list to the tax commissioner by December 1st annually of new businesses and businesses that have discontinued operations during the previous assessment year 

· Assist the tax commissioner by providing information with respect to the taxation, classification, and valuation of non-utility and public utility property so that all property shall be more equally and uniformly assessed throughout the state 

· Annually assist the tax commissioner in determining the current use of such real property in his/her county as the tax commissioner may require to accomplish a uniform appraisal and assessment of real property 

· Prepare cost studies and update land values on an annual basis
Estimating Real Estate Tax:
· Appraised Value X 60% = Assessed Value 

· Assessed Value X Levy Rate = Tax
Property Tax Classification
· CLASS I- All tangible personal property employed exclusively in farming and livestock 

· CLASS II- All property owned, used and occupied by owner, exclusively for residential purposes, and farms used and occupied by their owners or bona fide tenants 

CLASS III & IV- All real and personal property exclusive of Classes I and II, situated outside a municipality (Class III) or within a municipality (Class IV)(rental and vacant), not used and occupied by the owner
	
	

	County Assessor’s Phone Number(s) (include area code and extensions)
	
	
	

	County Assessor’s Fax Number(s) (include area code)
	
	
	

	County Assessor’s Mailing and Physical Address
	
	
	

	County Assessor’s Email Address(s) (if available)
	
	
	

	Hours of Operation and Meeting times
	
	
	

	Term of Elected or Appointed Office  (if applicable)
	
	
	

	Website (if available)
	
	
	


	County Sheriff

	Information Heading:
	Collected Information (please add to or make corrections)
	Correct?

	
	
	Yes
	No

	Name of Organization
	County Sheriff
	
	

	Name of County Sheriff
	
	
	

	Description of County Sheriff’s Office (Include a general description of goals, objectives, mission statement, area served and any additional information)
	The Sheriff of the county serves as its chief law enforcement officer, charged with the responsibility of policing the county and keeping the peace, including the power to make arrests. A sheriff may not serve more than two consecutive terms. It is required to be a full-time position in all counties except Class X. In counties that operate county jails, the Sheriff has responsibility for administration of the jail and custody of the inmates. In addition to duties related to law enforcement, the Sheriff also serves as the Treasurer of the county and collects all taxes levied by the county. To assist the Sheriff in the performance of his/her duties, law enforcement deputies, tax deputies and legal process deputies may be employed. Correctional officers may also be hired in those counties which have a county jail. The salary range is $38,280 to $44,480 with additional compensation for tax collections not to exceed $15,000. The Sheriff’s duties include:
· Serve and execute all returns, notices and processes issued by the courts which must be served in the county 

· Act as bailiff in court proceedings 

· Enforce court orders 

· Administer transportation of prisoners, mental patients and extraditions 

· Administer the financial matters of adults who are unable to do so for themselves 

· Issue licenses to citizens who apply for a concealed weapons permit 

· Collect all state, county, municipal and school taxes; disburse money to appropriate agencies 

· Maintain all tax records 

Enforce payment of delinquent taxes
	
	

	County Sheriff’s Phone Number(s) (include area code and extensions)
	
	
	

	County Sheriff’s Fax Number(s) (include area code)
	
	
	

	County Sheriff’s Mailing and Physical Address
	
	
	

	County Sheriff’s Email Address(s) (if available)
	
	
	

	Hours of Operation and Meeting times
	
	
	

	Term of Elected or Appointed Office  (if applicable)
	
	
	

	Website (if available)
	
	
	

	Additional links and resources that are of general interest to the Sheriff’s Office
	
	
	


	County Magistrate(s)

	Information Heading:
	Collected Information (please add to or make corrections)
	Correct?

	
	
	Yes
	No

	Name of Organization
	County Magistrate(s)
	
	

	Name(s) of County Magistrates
	
	
	

	Description of County Magistrate’s Office (Include a general description of goals, objectives, mission statement, area served and any additional information)
	Magistrates are judicial officers at the county level, and handle certain criminal matters and small claims.
	
	

	County Magistrate’s Phone Number(s) (include area code and extensions)
	
	
	

	County Magistrate’s Fax Number(s) (include area code)
	
	
	

	County Magistrate’s Mailing and Physical Address
	
	
	

	County Magistrate’s Email Address(s) (if available)
	
	
	

	Hours of Operation and Meeting times
	
	
	

	Term of Elected or Appointed Office  (if applicable)
	
	
	

	Website (if available)
	
	
	

	Additional links and resources that are of general interest to the Magistrate’s Office
	
	
	


	County Circuit Clerk

	Information Heading:
	Collected Information (please add to or make corrections)
	Correct?

	
	
	Yes
	No

	Name of Organization
	County Circuit Clerk
	
	

	Name of County Circuit Clerk
	
	
	

	Description of County Circuit Clerk’s Office (Include a general description of goals, objectives, mission statement, area served and any additional information)
	The Clerk of the Circuit Court is elected in each county to carry out administrative functions and to act as record-keeper for circuit court actions in that county. The office of the clerk is authorized by Article 8, Section 9 of the West Virginia Constitution. The Circuit Clerk is an officer within the judicial system and plays a pivotal role in that system. The West Virginia Constitution establishes a hierarchy of administrative control that gives overall authority for the entire judicial system to the Supreme Court of Appeals. Local administrative authority lies in the circuit court, including the office of circuit clerk with regard to the clerk’s judicial functions but the clerk has autonomy to establish procedures and policies necessary to carry out statutory responsibilities. The salary range is $42,240 to $55,440 and is required to be full-time in Class I-V counties. Examples of duties and responsibilities include:
· Serve as the Clerk to the Circuit and Family Court 

· Issue mesne (during the progress of a case) process 

· Issue final process to enforce and execute judgments 

· Appoint a guardian ad litem where required 

· Respond to other requests that do not require a court order 

· Responsible for all papers filed in the office; serve as registrar, recorder and custodian for all pleadings, documents and funds pertaining to cases filed in circuit court and family court 

· Responsible for the administration and management of the petit and grand jury systems in the county 

· Create the master list of prospective jurors; select panels for attendance, qualify and summon jurors; provide juror orientation, and monitor jurors’ attendance and mileage 

· Serve as fee officer of the court 

· Report various statistics to other governmental agencies 

Appoint deputy clerks subject to the review of the court and/or county commission 
	
	

	County Circuit Clerk’s Phone Number(s) (include area code and extensions)
	
	
	

	County Circuit Clerk’s Fax Number(s) (include area code)
	
	
	

	County Circuit Clerk’s Mailing and Physical Address
	
	
	

	County Circuit Clerk’s Email Address(s) (if available)
	
	
	

	Hours of Operation and Meeting times
	
	
	

	Term of Elected or Appointed Office  (if applicable)
	
	
	

	Website (if available)
	
	
	

	Additional links and resources that are of general interest to the Circuit Clerk’s Office
	
	
	


	County Prosecuting Attorney

	Information Heading:
	Collected Information (please add to or make corrections)
	Correct?

	
	
	Yes
	No

	Name of Organization
	County Prosecuting Attorney
	
	

	Name of County Prosecuting Attorney
	
	
	

	Description of County Prosecuting Attorney’s Office (Include a general description of goals, objectives, mission statement, area served and any additional information)
	Every four years, all fifty-five counties elect a prosecuting attorney. In Class I and II counties, the position is full-time with outside employment prohibited. Before the primary election, county commissions in Class III, IV, and V counties require that the position be full-time beginning with the next term but they must then pay the salary of a Class II county. The current salary range is $46,200 to $96,600. The prosecuting attorney is the chief legal officer of the county. They have areas of responsibility in both criminal and civil cases. In criminal cases, the prosecuting attorney assists in the investigation of all crimes and other law violations in the county. In civil cases, the prosecuting attorney acts as legal advisor to the County Commission and other county officials. They may also be called upon to assist the state Attorney General in state legal actions within the county. The prosecuting attorney’s office must be kept open during elections and be available to advise election officials or answer questions from the public. Other duties and responsibilities include:
· The prosecution of all crimes, both misdemeanors and felonies, within the county 

· Request warrants to be issued for persons charged with felonies 

· Try cases before magistrate and circuit judges 

· Present information to the Grand Jury for indictment of persons in connection with criminal activity 

· Represent the Department of Health & Human Resources in child abuse and neglect cases 

· Represent the State in juvenile delinquency cases 

· Appoint and supervise assistant prosecuting attorneys 

· Represent all elected county officials and county agencies 

· Prepare contracts and other documents for the county 

· File civil suits for county agencies and defend county agencies against civil actions 

Serve as special prosecutors as appointed by the Prosecuting Attorneys Institute
	
	

	County Prosecuting Attorney’s Phone Number(s) (include area code and extensions)
	
	
	

	County Prosecuting Attorney’s Fax Number(s) (include area code)
	
	
	

	County Prosecuting Attorney’s Mailing and Physical Address
	
	
	

	County Prosecuting Attorney’s Email Address(s) (if available)
	
	
	

	Hours of Operation and Meeting times
	
	
	

	Term of Elected or Appointed Office  (if applicable)
	
	
	

	Website (if available)
	
	
	

	Additional links and resources that are of general interest to the Prosecuting Attorney’s Office
	
	
	


	County Board of Education

	Information Heading:
	Collected Information (please add to or make corrections)
	Correct?

	
	
	Yes
	No

	Name of Organization
	County Board of Education
	
	

	Names of County Board of Education Members
	
	
	

	Description of County Board of Education’s Office (Include a general description of goals, objectives, mission statement, area served and any additional information)
	The five-member county board of education supervises all public schools within the county. They also establish the levy rates for school purposes, and have duties in special bond and levy elections for schools.
	
	

	County Board of Education’s Phone Number(s) (include area code and extensions)
	
	
	

	County Board of Education’s Fax Number(s) (include area code)
	
	
	

	County Board of Education’s Mailing and Physical Address
	
	
	

	County Board of Education’s Email Address(s) (if available)
	
	
	

	Hours of Operation and Meeting times
	
	
	

	Term of Elected or Appointed Office  (if applicable)
	
	
	

	Website (if available)
	
	
	

	Additional links and resources that are of general interest to the Board of Education’s Office
	
	
	


	Organization/Committee/Agency/Board/Commission

	Information Heading:
	Collected Information (please add to or make corrections)
	Correct?

	
	
	Yes
	No

	Name of Organization
	
	
	

	Head of Organization or Members of the Organization
	
	
	

	Description of Organization (Include general description of goal, objectives, mission statement, area served and any additional information)
	
	
	

	Organization Phone Number (include area code and extensions)
	
	
	

	Organization Fax Number (include area code)
	
	
	

	Organization Mailing and Physical Address
	
	
	

	Organization Email Address (if available)
	
	
	

	Hours of Operation and Meeting Times
	
	
	

	Term of Elected or Appointed Office  (if applicable)
	
	
	

	Website (if available)
	
	
	

	Additional links and resources that are of general interest to the Organization
	
	
	


Statewide E-Government Project Participation Agreement

(County Responsibilities)

The County agrees to the following:

· To continue to work with the designated county high school to provide information, corrections, updates and approval of website content.
· Allow the WVACO to update the website to reflect the most current elected officials and their contact information with information that was provided for the WVACO directory.
· To work with WVACO to ensure the continuation of this project in the event the school no longer wants to participate.

· Accepts the limitations of this free website and the project processes as it relates to what information can or cannot be published on the website (Limitations to the website can be found on www.communityconnectfoundation.org/)

· Work with WVACO and the project partners to showcase the county website.  
The County has the right to:

· Approve all content before it is published to the website.

· Request removal of any content at anytime.
· Remove this website in the event the county decides to create an official 3rd party website.

For their participation the County will receive:

· A domain name and web hosting free of charge for the duration of this project.

· A free professional template E-Government website.

· A free copy of Microsoft Office upon initial publishing of the website and submission of this signed form to WVACO.

County Name:_____________________________
Print Name:______________________________
Signature:________________________________
Title:____________________________________
Date:____________________________________

In order to ensure that continuity and accuracy of your website please designate ONE person who will be authorized to provide information and corrections for your website.

Authorized Person for website information and corrections:

Print Name:______________________________
Signature:________________________________
Title:____________________________________
Please return the Statewide E-Government Project Participation Agreement to:
West Virginia Association of Counties

ATTN: KATHY YATES

2211 Washington Street East

Charleston, WV 25311-2118

Phone: 304-346-0591

Fax: 304-346-0592
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