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ARTICLE |

PREAMBLE

The Administrative Code of 1983 of Erie County, Pennsylvania, was adopted by County Council
on March 22, 1983, pursuant to the mandate of Article XI, Section 12, of the Home Rule Charter
for the County of Erie, Pennsylvania, adopted by the citizens of Erie County on November 2,
1976. It is substantially a reenactment of the Administrative Code adopted June 27, 1978, as
amended. AH-changes-ofsubstance-from-that-Code-areHsted-i-Appendhx-A—County Council
readopts the Administrative Code ordinance every four years so that necessary changes
may be made as County Government evolves from the original 1983 model.

The Administrative Code of 1983 is intended by County Council to be consistent with the Home
Rule Charter and to make adequate and specific provisions pertaining to the operations of
County government. The matters addressed in the Administrative Code of 1983 are set forth in
the Table of Contents.

Although the Administrative Code of 1983 will be useful to all persons involved and concerned
in County Government, it is more than a guideline. It is an ordinance adopted by County
Council and, therefore, is law. It can be amended, but must always be in force so long as
required by Article XI, Section 12, of the Home Rule Charter for Erie County, Pennsylvania.
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ARTICLE 11

ORGANIZATION AND STRUCTURE OF COUNTY GOVERNMENT

Section 1 General Outline of Organization of County Government

A. Leqislative Branch

The legislative branch of County government consists of the County Council
which shall have such powers and perform such duties as are provided for in the Home Rule
Charter for the County of Erie.

B. Executive Branch

The executive branch of County government is headed by the elected County
Executive who shall have such powers and perform such duties as are provided for in the Home
Rule Charter for the County of Erie.

C. Administrative Departments

The following departments are administered by department directors appointed by
the County Executive:

Department of Law
Department of Personnel
Department of Finance
Department of Operations
Department of Corrections
Department of Planning
Department of Human Services
Department of Library Services
Department of Health
Department of Public Safety
Department of Public Defender

D. Offices Headed by Elected Officials

The following offices are directed by elected officials:

Office of Controller
Office of Clerk of Records
Office of Sheriff

Office of District Attorney
Office of Coroner
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E.

Sixth Judicial District of the Commonwealth of Pennsylvania, the Court of

Common Pleas of Erie County

the judges:

The following departments are administered by department directors appointed by

Courts and Related Offices
Department of District Justices
Department of Domestic Relations
Department of Adult Probation
Department of Juvenile Probation

Boards and Commissions

The following are Boards and Commissions created by County government

according to Article 11, Section 1(C) , and other specific provisions of the Charter:

government:

Board of Elections and Registration Commission
and Department of Elections

County Retirement Board

Board of Tax Assessment Appeals

Edmund L. Thomas Hall Board of Managers

Mental Health and Mental Retardation Board

Erie County Executive Commission on Drug and Alcohol Abuse Drug and

Alcohol Advisory Board

Office of Children and Youth Advisory Board

Erie County Library System Advisory Board

Erie County Board of Health

Human Relations Commission of Erie County

Authorities and Other Agencies

The following are authorities and other agencies created by or related to County

Erie County Housing Authority

Erie County Redevelopment Authority

Erie County Industrial Development Authority
Erie County Hospital Authority

Erie County Conservation District

Erie County Geriatric Center
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Section 2 Administrative Departments

A. Departmental Organization

1. Administrative Organization

The administrative service of the County of Erie shall be divided under the
County Executive into the following departments and heads thereof:

@) Dept. of Law County Solicitor
(b) Dept. of Personnel Director
(© Dept. of Finance Director
(d) Dept. of Operations Director
(e) Dept. of Corrections Director
()] Dept. of Planning Director
(9) Dept. of Human Services Director
() Dept. of Library Services Director

Q) Dept. of Public Health and Safety ~ Director
and such other departments and heads as may be created by amendments to this Code.

2. Department Heads

All department heads shall be appointed by the County Executive and
shall serve at the pleasure of the County Executive. Department heads shall be chosen solely on
the basis of such qualifications as are pertinent to the function, duties, and operations of their
respective departments and as are prescribed by law.

3. Responsibilities of Department Heads

Department heads under the direction of the County Executive shall have
the responsibility to:

@ Appoint, suspend, discipline, or remove, with the approval of the
County Executive, all subordinate officers or employees within their respective departments,
subject to the limitations prescribed in the County Personnel Code and the collective bargaining
agreements;

(b) Direct personally or through subordinates the performance of all
functions, duties, and operations assigned to and required of the department and its subordinate
units by law, and such other activities as may be required by the County Executive which are not
in conflict with law;
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(c) Assign duties and responsibilities to subordinate officers and
employees within the department and modify those assignments consistent with and in response
to changing needs;

(d) Develop and prescribe, in written form, an administrative manual
for the department which should include, but not be limited to the following:

1) Structure of the department;
(2) Policies and procedures for the operation of the department;
3) Appropriate internal administrative and budget controls;

(e) Prepare and submit departmental budget requests in accordance
with schedules, forms, and policies as prescribed by the County Executive or his or her designee;

()] Exercise budgetary control over department expenditures in
accordance with accepted County procedures;

(9) Prepare and submit reports prescribed by the County Council
and/or the County Executive or his or her designee;

(h) Establish and maintain a system of records and reports in sufficient
detail to furnish all information for proper control of departmental activities and to form a basis
for reports required by the County Council and/or the County Executive;

Q) Keep the County Executive informed of area-wide, regional, and
intergovernmental activities, as they affect the County, and make analyses and recommendations
regarding such activities and policies when appropriate;

() Keep abreast of developments in law, administrative policies,
management techniques, and technological advances and make recommendations thereon;

(k) Serve as a member of any committee or as a staff officer or
provide staff services to any authority, board, or commission to which the department head may
be assigned by the County Executive;

() Implement personnel planning and employee development policies
for the department;
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(m)  Establish and enforce rules and regulations for the use of County
facilities and services;

(n) Issue such licenses and permits as may be required by law;

(o) Develop and recommend to the County Executive rate structures
for those services for which user fees are charged,

(p) Establish liaison and maintain communications with related
agencies, authorities, boards, commissions, and committees of the County, local government,
State government, and federal government;

(a) Submit to the Department of Law for preparation and/or approval
all contracts, agreements, or other legal documents, before the same are executed; and

(n Regulate the use of and provide for the maintenance of department
vehicles.
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B. Director of Administration

1. Function

The Director of Administration shall perform administrative duties and
shall exercise supervision over the executive branch of the County government as the County
Executive may direct. He or she shall be appointed by the County Executive, shall serve at the
pleasure of the County Executive, and shall devote full time to the office.

2. Responsibilities of the Director

The Director of Administration shall have the responsibility to:

@) Supervise those departments designated by the County Executive
order dated June 3, 1983, as follows:

1) Corrections
(2 Human Services

3) Planning

4) Operations
(5) Health

(6) Public Safety
(6) Library

In doing so, to meet regularly with those department heads, to plan and conduct at least quarterly
staff meetings for all department heads under the Executive, and other departments, as suitable.

(b) Submit to the County Executive no less than twice each year
regular reports reviewing the operation of each department under the Executive and evaluating
each program provided by the County of Erie.

(©) Directly supervise all the internal operations of the Courthouse, all
County-owned and leased buildings, including maintenance, telephone, printing, mailing, and the
allotment of space and parking.

(d) Oversee Purchasing and maintain records for the County Executive
indicating items purchased in general terms, cost per item, and methods used in selection.

(e) Monitor all insurance needs for the County of Erie; review

insurance on an annual basis in order to assure that insurance meets the changing needs of Erie
County, and that it is purchased according to the purchasing procedures.
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()] Act for the Administration in providing information and assistance
to County Council.

(9) May act for the Administration in providing information to the
media and general public, as directed by the County Executive.

(h) May assist in the coordination of all grant activities.

Q) Relate directly with all municipal officials and members of
organizations seeking assistance from the County of Erie.

() Meet Communicate with other elected officials on a regular basis
in order to provide coordination among all offices of County government.

(K) Coordinate monitoring of State and federal legislation and
regulations in order to provide information relating to County programs.

Q) May act for the Administration in the attendance of all Board
meetings where there is not a special representative of the County Executive.

(m) Coordinate all special projects, such as the Three-Year Plan,
budget submissions, United Way Drive, Treasury Bond Sale, and other projects that may occur.

(n) Perform such other duties as may be assigned or delegated by the
County Executive.
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C. Organization of Departments

1. Department of Law

@) Function of Department

The Department of Law shall be the chief legal office and counsel
for County government except as otherwise prowded in the Charter—and—sha“—haveanel—exe#erse

(b) Department Head

The Department of Law shall be headed by the County Solicitor
who shall be appointed by the County Executive and shall serve at the pleasure of the County
Executive. The County Solicitor shall be duly admitted to the practice of law in the
Commonwealth of Pennsylvania and shall be responsible to the County Executive for the proper
performance of the department.

(c) Responsibilities of the Department

The Department of Law shall have the responsibility to:

0] Provide, upon request, legal opinions upon any legal matter
or question for County government, except as otherwise provided in the Charter;

(i) Prepare and revise ordinances or resolutions when so
requested by the County Executive;

(iii)  Litigate all legal actions and claims brought by or against
the County of Erie, except in those cases in which other legal counsel is retained,

(iv)  Prepare and/or approve, upon request, for legality all
contracts, agreements, or other legal documents on behalf of County government, except as
otherwise provided in the Charter. A standard form of agreement or contract which is expected
to be used repetitiously may be approved as to form only;

(v) Exercise, when deemed necessary, the right to inspect at
reasonable times the records of any County department, administrative unit, board, commission,
authority, or committee of the County in connection with the performance of the powers and
duties of the County Solicitor’s office;
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(vi)  Exercise such powers, perform such duties, and have such
authority as are given by law;

Q) The office of the County Solicitor, comprised of the
County Solicitor and such Assistant Solicitors as may be authorized by the County Council
and appointed by the County Executive, which shall carry out the responsibilities set forth
in subparagraphs (i) through (vi) above;

(iv)  No County solicitor employed or contracted by a
department, office, or agency of the County shall represent such department, office, or
agency in litigation aimed at another department, office, or agency of the County unless
such representation is first approved by County Council and the County Executive.
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DEPARTMENT OF PUBLIC DEFENDER IS BEING SEPARATED FROM
DEPARTMENT OF LAW:

11. Department of the Public Defender

(@) Function of Department

The Department of the Public Defender shall have and exercise
all powers and duties now or hereafter conferred upon the Public Defender by applicable
law.

(b) Department Head

The Department of the Public Defender shall be headed by the
Public Defender who shall be appointed by the County Executive and shall serve at the
pleasure of the County Executive. The Public Defender shall be duly admitted to the
practice of law in the Commonwealth of Pennsylvania and shall be responsible to the
County Executive for the proper performance of the department.

(© Responsibilities of the Department

The Department of the Public Defender shall have the
responsibility to:

Q) Certify to the Court Administrator the eligibility for free legal
counsel to indigent criminal defendants who are denied Public Defender assistance due to a
conflict of interest; and

(i) Have and exercise all powers and duties now or
hereafter conferred upon the Public Defender by applicable law.

(d)  Organization of Department

The Department of the Public Defender shall be made up of
the Public Defender, Criminal Defense Unit, comprised of the Public Defender and such
Assistant Public Defenders as may be authorized by the County Council and appointed by
the County Executive, which shall carry out the responsibilities set forth in subparagraphs
(c) (i) and (ii) above.



2. Department of Personnel

@) Function of the Department

The Department of Personnel shall be responsible for
administering personnel services to the County Executive, the elected offices, the Courts, and
other units as may be provided by law or agreement, and shall exercise general supervision over
the personnel program of the County.

The Department of Personnel shall also be responsible for
overseeing and supervision of the Erie County Office of Federal programs covering the Erie
County Office of Veterans Affairs and the Affirmative Action Program - Equal Employment
Opportunities Programs.

(b) Department Head

The Department of Personnel shall be headed by a Director who
shall be appointed by the County Executive and shall serve at the pleasure of the County
Executive. The head of the Department shall be responsible to the County Executive for the
proper performance of the Department.

(©) Responsibilities of the Department

The Department of Personnel shall have the responsibility to:

Q) Direct all administrative and technical activities and all
provisions for personnel actions in this ordinance and personnel rules;

(i) Recruit and examine applicants for employment;

(iii)  Provide methods for determining the merit and
qualifications of candidates for appointment or promotion;

(iv)  Certify which applicants are qualified and are eligible for
employment;

(V) Develop and maintain a compensation plan;
(vi)  Develop and maintain a position classification plan;

(vii)  Develop and implement a performance evaluation system;
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(viii) Establish a system for reduction in force, lay-offs,
demotions, transfers, and promotions;

(ix)  Establish a system for discipline, grievance hearings, and
appeals for all employees not covered by an employee contract;

(x) Establish a system for the receipt, acknowledgment, and
recording of suggestions of employees for improving County government;

(xi)  Establish procedures for maintaining attendance and leave
records and actions based on these records;

(xii)  Develop training programs in cooperation with directors
and elected officials;

(xiii) Promote employee activity programs;
(xiv) Maintain all employee personnel records;

(xv)  Prepare and recommend revisions and amendments to the
Personnel Code;

(xvi) Develop and foster programs for the improvement of the
employees’ safety, health, and welfare;

(xvii) Certify Personnel Change and Payroll Authorization
Forms;

(xviii) Conduct contract negotiations;

(xix) Review, evaluate, and report compliance or noncompliance
with the Personnel Code and collective bargaining agreements;

(xx) Develop and administer employee benefit and insurance
programs;

(xxi) Develop policies and procedures governing relationships
with employee organizations;

(xxii) Develop policies and procedures governing persons holding
provisional, probationary, or temporary appointments;
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(xxiii) Submit to the County Council a quarterly statistical review
of County employment;

(xxiv) Perform the duties and exercise the powers as prescribed by
law for the various federal programs;

(xxv) Insure the highest level of service from State and federal
agencies to eligible veterans;

(xxvi) Provide adequate information to eligible veterans of
services available to them from County, State, and federal agencies;

(xxvii) Prepare and update Affirmative Action Plans for Erie
County and insure compliance with Equal Employment Opportunities legislation;

(xxviii)Advise officials of any changes of legislation regarding
Equal Employment Opportunities (minorities, status of women, etc.);

(xxix) Attend and participate in meetings with other municipal,
public, and private agencies involving the Department of Federal Programs mandate; and

(xxx) Perform such other duties as may be assigned or delegated
by the County Executive.

(d) Organization of the Department

Q) Director.

(i)  Office of Veterans Affairs.
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3. Department of Finance

@) Function of the Department

The Department of Finance shall perform the function of
administering the financial affairs of the County of Erie and each of its agencies, boards,
commissions, departments, and offices.

(b) Department Head

The Department of Finance shall be headed by a Director who
shall be appointed by the County Executive and shall serve at the pleasure of the County
Executive. The head of the department shall be responsible to the County Executive for the
proper performance of the department.

(©) Responsibilities of the Department

The Department of Finance shall have the responsibility to:

Q) Collect and/or receive all fees, revenues, and other funds of
the County of Erie or for which the County of Erie is responsible;

(i) Require all County agencies, boards, commissions,
departments, and offices to report and remit all receipts as often as the Director of Finance deems
desirable;

(iii)  Deposit funds in depositories in accordance with
procedures established by resolution of County Council;

(iv)  Administer a system for the collection of municipal tax
claims and liens in accordance with law;

(v) Administer a system for the sale of licenses on behalf of the
Commonwealth of Pennsylvania as may have been in the past conferred by applicable law upon
the County Treasurer;

(vi)  Assess real estate for tax purposes;

(vii)  Prepare tax rolls which are not prepared by other political
subdivisions of the County;
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(ix)  Maintain and update annual inventories of equipment and
furnishings located in County administrative buildings;

(x) Maintain a uniform accounting system including the
payroll system for the County and each of its departments, boards, commissions, agencies, and
offices applying generally accepted accounting principles for governmental units;

(xi)  Exercise financial budgetary control over each of the
agencies, boards, commissions, departments, and offices of the County;

(xii)  Verify the appropriation, allotment, and availability of
funds for all bills, claims, and demands made upon the County of Erie;

(xiii) Disburse all payments for approved expenditures of the
County of Erie or for which the County of Erie is responsible, except in the case of
overexpenditures for which County Council’s approval is necessary;

(xiv)  Provide for the prudent investment of funds in accordance
with procedures established by Article 1V, Section 9;

(xv)  Prepare and transmit all claims for reimbursement to the
applicable federal and State agencies;

(xvi) Submit on a monthly basis to the County Executive and to
the County Council a statement of the revenues and expenditures for the preceding month and
for the fiscal year up to and including the preceding month; said statement shall be sufficiently
detailed as to appropriations, allotments, and funds to show the exact financial condition of the
County and of each of its agencies,-beards,-commissions; departments, and offices;

(xvii) Submit annually to the County Executive and to County

Council a report of the financial transactions of that year and—a—completestatement—of-the
financial-condition—of-theCounty; and the Erie County CAFR (Comprehensive Annual

Financial Report);

(xviii) Assist the County Executive in the preparation of the

annual operating budget,-capital-improvement-budget,-and the current three year plan;

Unoved p. 124)
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provide custody of all deeds, mortgages, contracts, judgments, notes, debts, securities, bonds,
insurance policies, and other forms of negotiable instruments owned by the County of Erie;

(xx)  Administer a system for the collection and remittance of
the hotel/motel tax; and

(xxi) The Finance Director is responsible for obtaining bids for
the Annual Tax Anticipation Note (TAN);

(xxii) Perform such other duties as may be assigned or delegated
by the County Executive;

(xxiii) Prepare the Administrative Proposed Budget ninety
(90) days before the end of the calendar year, and submit to County Council;

(xxiv) Manage the financial and administrative computer
networks, and host and maintain the County’s website.

(d) Organization of the Department

The Department of Finance shall be made up of the following
functional units:

Q) Director;

(i)  The Bureau of Assessment which shall carry out the
responsibilities set forth above in Paragraph (c), Subparagraphs (vi) and (vii);

(ili)  The Bureau of Revenue and Tax Claims which shall carry
out the responsibilities set forth above in Paragraph (c), Subparagraphs (i), (ii), (iii). (iv), and (v);

I ('.°) Fhe Bune,au o Iunehasm_g__ ;u(uml“oevleldspl.lezloll) carry—out—the
(v) The Bureau of General Accounting which shall carry out
the responsibilities set forth above in Paragraph (c), Subparagraphs (ix), (x), (xi), (xii), (xiii),
(xiv), (xv), (xvi), (xvii), (xviii), (xix), and (xx).
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4. Department of Operations

@) Function of the Department

The Department of Operations shall be responsible for the
administering of all recreation areas and facilities owned by the County of Erie and shall be
responsible for the care of the administrative buildings and property owned or leased by the
County of Erie and for the supervision of central services as listed below.

(b) Department Head

The Department of Operations shall be headed by a Director who
shall be appointed by the County Executive and shall serve at the pleasure of the County
Executive. The head of the department shall be responsible to the County Executive for the
proper performance of the department.

(c) Responsibilities of the Department
The Department of Operations shall have the responsibility to:

Q) Administer all parks and recreation areas and facilities
owned by the County;

(i)  Conduct park and/or recreation programs for the citizens of
the County;

(ili)  Maintain County administrative buildings and grounds;

(iv)  Supervise the daily cleaning of County administrative
buildings and adjacent grounds;

(v) Supervise the security system of County administrative
buildings, including assignments of keys and security measures;

(vi)  Maintain proper safety precautions to insure compliance
with State, federal, and County regulations;

(vii)  Supervise the parking lots, including assignment of spaces
and enforcing of regulations;

(viii)  Supervise the central supply and the print shop;
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(ixX)  Supervise operations of the printing and duplication
services available in County administrative buildings;

(x) Ensure that equity prevails in all commercial transactions
involving determination of quantity so that full weight and measure are delivered, and fraud and
misrepresentation are eliminated;

(xi)  Supervise the communications network of County
administrative buildings, including the telephone system, public information booths, and the
switchboard;

(xii)  Administer the purchasing system in accordance with
the purchasing policy procedures established in Article 111 of this Administrative Code;

o) (xiii) Perform such other duties as may be assigned or
delegated by the County Executive.

(d) Organization of the Department

The Department of Operations shall be made up of the following:

0] Director

(i) Print Shop

(iii)  Switchboard

(iv)  Security

(v) Courthouse Operations

(vi)  Community Services Operations

(vii)  Library Operations

(viii) Weights & Measures

(ix)  The Bureau of Purchasing which shall carry out the

responsibilities set forth above in Paragraph (c), Subparagraph-{vi) (Subparagraph (xii);
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5. Department of Corrections

@) Function of the Department

The Department of Corrections shall be responsible for the
operation of the prison, pre-release operations after prison, and such related offices, agencies,
and programs as determined by County Council from time to time.

(b) Department Head

The Department of Corrections shall be headed by a Warden who
shall be appointed by the County Executive and shall serve at the pleasure of the County
Executive. The head of the department shall be responsible to the County Executive for the
proper performance of the department.

(©) Responsibilities of the Department

The Department of Corrections shall have the responsibility to:

Q) Provide for the safety and well-being of all individuals
remanded to the prison;

(i) Provide reasonable health care services to all prisoners;

(iii)  Administer reasonable rehabilitative services consistent
with public safety;

(iv)  Provide written rules, regulations, and policies to insure the
proper operation and safety of the prison;

(v) Maintain all records and documents as required by Erie
County and applicable federal and State law;

(vi)  Recommend staffing to insure the security and custody of
all prisoners;

(vii) Review or prepare applications for grants relating to the
Department of Corrections and advise the County Executive or his or her designee as to the need
and priority of said grants;
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(viii) Monitor and evaluate the effectiveness of rehabilitative

staff, programs, and grants for the County Executive;

(ixX)  Provide coordination of correctional services with the

Courts and other County, State, and federal agencies, bureaus, and boards; and

by the County Executive;

(d)

x) Perform such other duties as may be assigned or delegated

Organization of the Department

The Department of Corrections shall be made up of the following:

Q) Warden

(i) Security

(iii)  Treatment

(iv)  Pre-Release Program
(V) Operations
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6. Department of Planning

@) Function of the Department

The Department of Planning shall be responsible for providing
planning services to the County of Erie with the assistance of the Erie County Planning
Commission (ECPC).

(b) Department Head

The Department of Planning shall be administered by a Director of
Planning who shall be appointed by the County Executive and shall serve at the pleasure of the
County Executive. The director shall be responsible to the County Executive for the proper
performance of the department.

(©) Responsibilities of the Department

Q) Develop and maintain an Erie County Comprehensive Plan
and assist the County’s 38 municipalities in their comprehensive planning and land use
regulatory efforts;

(i) Perform reviews and prepare recommendations,
pursuant to Act 247 of 1968 as amended: the Pennsylvania Municipalities Planning Code,
pertaining to local planning and zoning, including changes in local zoning maps,
amendments of zoning and subdivision ordinances, and adoption of new municipal
comprehensive plans, and all subdivision and land development proposals in Erie County;

(iii)  Administer and manage planning and construction
projects in conjunction with numerous Federal and State grant programs;

@ (iv)Coordinate and manage all administrative, programmatic,
and planning and construction-related activities from contractor and/or consultant selection to
final audit reporting for planning and construction projects;

{5 (v)Educate and increase awareness of planning and recycling
initiatives; and to instruct the public and municipal officials as to long-range community
development projects, available grant funding, and other planning issues;

v} (vi) Provide outreach to all municipal governments in
promoting intermunicipal/regional efforts;

&4 (vii) Review and respond, as required, to federal and state
agency initiatives/programs.

b—(viii) Provide administrative and technical assistance for
County-sponsored projects
9/2/03
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7. Department of Human Services

@) Function of the Department

The Department of Human Services shall be responsible for
overseeing the administration of the Office of Drug and Alcohol Abuse, the Office of Mental
Health and Mental Retardation, and the Office of Children and Youth Services and such other
agencies and programs as County Council may from time to time determine.

(b) Department Head

The Department of Human Services shall be headed by a Director
who shall be appointed by the County Executive, and shall serve at the pleasure of the County
Executive. The Director of Human Services shall be a professional in a human services field,
possessing academic qualifications of no less than a Master’s degree in a related field and shall
have at least ten (10) years experience in an administrative capacity, five (5) of which shall be in
direct supervision of other qualified professionals.

(©) Responsibilities of the Department

The Department of Human Services shall have the responsibility
to:

Q) Oversee the administration of such offices and human
service programs as are assigned to the department;

(i)  Develop a structural organization for human services
delivery in the County which provides an optimum mix of services to an individual or family,
with minimum destruction of functional and professional autonomy in the community;

(iti))  Develop a client-oriented management information system
and case management program to monitor and assure continuity of care within and among
programs and services of the department;

(iv)  Establish linkages to other human service programs in the
County to achieve maximum coordination among agencies and programs, including coordination
of planning effort;

(v) Review annual plans and budget estimates of the
Office of Drug and Alcohol Abuse and the Office of Mental Health and Mental Retardation,
the Office of Children and Youth Services, and any other agencies and programs of the
department and to make such changes, comments, and recommendations to the County
Executive as are deemed appropriate. The department’s action shall be consistent, however,
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with other provisions of the Administrative Code and State law and regulations assigning
authority to determine priorities of need to the Drug and Alcohol Executive Commission, the
Mental Health and Mental Retardation Board, and the Advisory Committee to the Office of
Children and Youth.

(vi)  Submit recommendations to the County Executive and
County Council concerning participation and funding levels of other human service programs not
integral to the department, as requested by the County Executive or the County Council,

(d) Organization of the Department

The Department of Human Services shall be made up of the

following:







Office of Drug and Alcohol Abuse

(1) Eunction of the Office

The Office of Drug and Alcohol Abuse is the designated agency listed as the authority
responsible for program planning and the administration of federal and state funded
agreements. Erie County shall agree to comply with the requirements of the “State Plan”
Act 1972-63 through the Department of Health, Bureau of Drug and Alcohol Program’s
grant agreement for such programs. The Erie County Office of Drug and Alcohol Abuse
provides local planning for and administrative oversight to community based drug and
alcohol programs and contracts with providers for education, prevention, intervention,
treatment and treatment-related services.

(2) Head of Office

The Office of Drug and Alcohol Abuse shall be headed by an Executive Director appointed
by the County Executive in accordance with procedures set forth; to manage the day-to-
day operations of the office. The Executive Director shall be responsible to the County
Executive for the proper performance of the office.

(3) Responsibilities of Office Head

The Executive Director for the Office of Drug and Alcohol Abuse shall have the following
duties and responsibilities:

Q) To insure that drug and alcohol services required by the Pennsylvania Drug and
Alcohol Control Act, Act 1972-63, are available which include a comprehensive
Drug and Alcohol delivery system of prevention, intervention and treatment.

(i)  To report to the County Executive, keeping her/him informed and updated on
all matters that impact the department.



(ili)  To function as a member of the Department of Human Services executive team,
collaborating with other program offices as appropriate.

(iv)  Toadminister the office to ensure compliance with State and County ordinances.

(v) To maintain liaison with governmental and private community services,
agencies, organizations and state-operated facilities; and develop and maintain
positive relationships with external customers and stakeholders.

(vi)  To prepare and submit an annual report to the County Executive, Advisory
Board, Bureau of Drug and Alcohol Programs and the community which
includes all activities of the program and administration thereof.

(vii) To develop, negotiate and implement all contracts with local providers for the
provision of services under the authority of the County Office of Drug and
Alcohol Abuse.

(viii) To prepare the annual budget based on service plans, negotiated rates and
allocation of funds.

(4) Responsibilities of the Office

Q) Assess the need for services;

(i) Manage and allocate resources to meet the needs;

(iti)  Evaluate the effectiveness of addressing the needs;

(iv)  Adjusting allocation of resources, where necessary; and

(v) Advocate for client services to include coordination with other service agencies.

(i)  Office of Mental Health and Mental Retardation

1) Function of the Office

The Office of Mental Health and Mental
Retardation shall carry out responsibilities assigned to the County by the Mental Health and
Mental Retardation Act of 1966, Spec. Sess. No. 3, Oct. 20, P.L. 96, Art. 111, Section 304, et seq.,
50 P.S. 84304, and other applicable laws and regulations. Included among these are the
prevention of mental disability, as well as the diagnosis, care, treatment, rehabilitation, and
detention of the mentally disabled.
2 Head of Office

The Office of Mental Health and Mental
Retardation shall be headed by an Administrator appointed by the County Executive in
accordance with procedures set forth in the Mental Health and Mental Retardation Act of 1966,
supra. The Administrator shall be responsible to the Director of Human Services for the proper
performance of the office.

3) Responsibilities of Office Head

The powers and duties of the Administrator shall be
in accordance with procedures set forth in the Mental Health and Mental Retardation Act of
1966, supra, Section 305, and are as follows:
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Q) To administer the County Mental Health and
Mental Retardation Program;

(i)  To insure that County Mental Health and
Mental Retardation Services required by the Act are available;

(i)  To monitor the availability of funds for
MH/MR and to alert the County Executive and County Council to such availability, if any, and
to inform them both as to the advantages and any disadvantages to securing such available funds;

(iv)  To provide staff services to the County
Mental Health and Mental Retardation Board;

(V) To make such reports to the Department of
Public Welfare in such form and containing such information as may be required;

(vi) To develop, together with the County
Mental Health and Mental Retardation Board, annual plans for the Mental Health and Mental
Retardation Programs required by the Act;

(vii) To submit to the Director of Human
Services and the County Executive annual plans and estimated costs for the provision of
services, establishment and operation of facilities, and other related matters for review, approval,
and transmittal to the Department of Public Welfare;

(viii) To review and evaluate facilities and
services and to cooperate with the Department of Public Welfare in the maintenance of
established standards;

(ix) To maintain effective liaison  with
governmental and private community health and welfare agencies and organizations and State-
operated facilities;

(x)  To submit an annual report to the Director of
Human Services, the County Executive, the Board, and the Department of Public Welfare,
reporting all activities of the program and administration thereof;

(xi)  To analyze and evaluate mental health and
mental retardation needs and services in the County and recommend improvements to the
County Mental Health and Mental Retardation Board and the County Executive, conduct such
research studies, and take such steps to adopt such measures as are necessary for the proper
discharge of the Administrator’s duties; and
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(xit)  To have such other powers and duties which
may be given to the Administrator by the Mental Health Procedures Act of 1976, July 9, P.L.
817, No. 143, Section 101, et seq.; 50 P.S. 87101, and such other rules and regulations of the
Commonwealth of Pennsylvania as apply to the Administrator;

4) Responsibilities of the Office

Subject to the provisions of Section 509(5) of the
Act, it shall be the duty of the Office of Mental Health and Mental Retardation, in cooperation
with the Department of Public Welfare, to insure that the following mental health and mental
retardation services are available in the County:

Q) Short-term inpatient services other than
those provided by the State;

(i) Outpatient services;
(iii)  Partial hospitalization services;

(iv)  Emergency services twenty-four hours per
day, which shall be provided by, or available within, at least one of the types of services
specified heretofore in this paragraph;

(v) Consultation and education services to
professional personnel and community agencies;

(vi)  Aftercare services for persons released from
State and County mental health or mental retardation facilities;

(vii)  Specialized rehabilitative and training
services, including sheltered workshops;

(viii) Interim care of mentally retarded persons
who have been removed from their homes and who, having been accepted, are awaiting
admission to a State-operated facility; and

(ix)  Unified procedures for intake for all County
services and a central place providing referral services and information.

(5) The Office of Mental Health and Mental
Retardation shall also have the power to establish the following additional services or programs
for the mentally disabled:
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(1) Training of personnel;
(i) Research; and

(iii)  Any other service or program designed to
prevent mental disability or the necessity of admitting or committing the mentally disabled to a
facility;

(6) Services herein required or authorized may be
provided either directly or by purchase of such services, except that in accordance with the Act,
unified procedures for intake for all County Mental Health and Mental Retardation services and a
central place providing referral services and information shall be provided directly through the
Office of Mental Health and Mental Retardation.

(i) Office of Children and Youth Services

1) Function of the Office

The Office of Children and Youth Services is
responsible for the administration of the County Children and Youth Social Services Program,
and is designated as the County agency pursuant to Pennsylvania Department of Public Welfare
regulations, 55 Pa. Code, Chapter 3130.

(2 Head of Office
The Office of Children and Youth Services shall be
headed by an Executive Director who shall be appointed by the County Executive. The head of
the office shall be responsible to the Director of Human Services for the proper performance of
the office.

3) Responsibilities of the Office

The Office of Children and Youth Services shall be
organized and staffed to ensure:

Q) Administration of the agency including:

@ The maintenance of case records by
County agency staff; and

(b) The direct investigation and
assessment by County agency staff of complaints, requests, and referrals for service to determine
their appropriateness for:
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(A) Child Abuse Protective
Service; and

(B) General Child Protective
Service;

(c) Referral to other service providers
and agencies; and

(d) Cooperation with other providers and
agencies to ensure the appropriateness and follow-up of referrals to and from the County agency;

(i) Direct case management by County agency
staff of all cases accepted for service by the County agency including:

@ Developing family service plans as
required by 3130.61, 3130.66, and 3130.67 (relating to family service plans, case planning for
children in emergency shelter care, and placement planning);

(b) Assuring that services are provided
as required by family service plans;

(c) Scheduling and conducting case
reviews as required by 3130.63, 3130.71, and 3130.72 (relating to review of family service plans,
placement reviews, and to dispositional review hearings); and

(d) Revising the service plans as
required by the case review process.

(iv)  Investigation of reports of suspected child
abuse and services provided to abused children and their families in accordance with Chapter
3490 (relating to child protective services — child abuse);

(v) Develop an Annual County Children and
Youth Services Plan and Budget Estimate, pursuant to Act 148 Rules and Regulations;

(vi)  Provide written policies and procedures
which clearly describe the means for implementing the social service to children and youth;

(vii) Maintain all records and documents as
required by law;
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(vii) Assure departmental compliance with all
laws and regulations;

(ix)  Maintain and work with an Advisory
Committee appointed by the County Executive pursuant to Act 148 Rules and Regulations;

(x) Submit quarterly reports of expenditures to
the Advisory Committee, Director of Human Services, County Executive, and Pennsylvania
Department of Public Welfare;

(xi) Review and evaluate the social service
delivery system and report annually to the County Executive, County Council, and public
regarding the Children and Youth program;

(xit)  Maintain adequate staff to insure delivery of
needed services consistent with available funds;

(xiii) Facilitate interagency coordination of social
services to children and youth;

(xiv) Facilitate  resource  acquisition  and
development, and negotiate all purchase of social service agreements for children and youth
between the County and vendor agencies; and

(xv)  Provide oversight to the operations of the
Edmund Thomas Detention Center and Children’s Services of Erie County.

4) Organization of the Office

The Office of Children and Youth Services shall be
made up of the following:

Q) Child Welfare Services
(i) Day Care
(ili)  Edmund L. Thomas Adolescent Center
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8. Department of Library Services

@) Function of the Department

The Department of Library Services shall be the public agency to
provide the highest degree of access to library materials, services, information and programs for
the residents of Erie County through innovative, imaginative delivery techniques.

(b) Department Head

The Department of Library Services shall be headed by the
Executive Director who shall be appointed by the County Executive from three names submitted
by the Library Advisory Board. The Executive Director shall be a duly certified librarian and
shall be responsible to the County Executive and the Library Advisory Board for the
performance of the department.

(c) Responsibilities of the Department

The Department of Library Services shall have the responsibility
to:

Q) Consider the entire spectrum of knowledge to be its
purview and consider the entire spectrum of the population of Erie County as its population;

(i) Provide access to current and up-to-date materials, as well
as provide access to the human records of the past — factual, imaginative, scientific, and
humanistic — partly through its own collections and partly through the interlibrary loan network
in the region, State, and nation;

(iii)  Collect and organize the human record on all intellectual
levels in many packages — print, non-print, electronic;

(iv)  Provide for the lifelong educational and vocational needs of
the residents of Erie County;

(v) Provide information and materials for recreational needs of
Erie County residents including those information and recreational needs that are unique to Erie
County’s geographical location;

(vi)  Provide for a variety of information to be available to the
residents of Erie County in order for people to negotiate their daily lives, including the
unrecorded-experience information which is available only from human resources to which the
library users may be referred;
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(vii) Preserve what is best in the cultural and ethnic differences
of our heritage, including literature and the performing arts as well as the humanities in general;
and

(viii) Assist in preserving the history of the Erie community as
well as cooperating with local, regional, and State historical and/or genealogical agencies in this
activity.

(d) Organization of the Department

The Department of Library Services shall be made up of the
following divisions and offices:

Q) Main Library

@) Bookmobile

(b) Circulation

(c) Reference

(d) Children’s Library
(e) Technology

M Administration

(i) Branch Libraries
(iii)  District Services
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9. Department of Public Health and-Safety

@) Function of the Department

The Department of Public Health and—Safety shall promote,
preserve, and protect the health, safety, and well-being of the people and their environment in the
County.

(b) Department Head

The Department of Public Health and-Safety-shall be headed by a
Director appointed in accordance with the provisions of the Local Health Administration Law, as
amended 1959, Dec. 16, P.L. 1847, Section 1; Dec. 14, P.L. 851, No. 372, Section 1, et seq.; 16
P.S. 812001, and the rules and regulations of the Pennsylvania Department of Health
promulgated pursuant thereto and the Erie County Home Rule Charter. The Director shall be
responsible to the County Executive and the Erie County Board of Health for the proper
performance of the Department.

(© Responsibilities of the Department

The Department of Public Health and-Safety shall execute the
powers and duties vested in it by the laws of the Commonwealth and the rules and regulations of
the State Department of Health, Environmental Protection, and other departments, boards, or
commissions of government, including, but not limited to:

Q) Entering and inspecting at reasonable times and in a
reasonable manner without delay, hindrance, or fee, any places or conditions whatsoever for the
purpose of enforcing health and safety laws, rules, and regulations;

(i)  Abating nuisances or conditions detrimental to or affecting
the well-being of life and health;

(ili)  Accepting gifts or grants of money, property, or services
from any sources, public or private, when not inconsistent with the laws of the County, State, or
federal government, and utilizing facilities and personnel when offered gratuitously or by
contract with the approval of the County Executive;

(iv)  Issuing permits and licenses and collecting fees;
(v) Promulgating and enforcing such rules and regulations in

accordance with the Local Health Administration Law or the Home Rule Charter for the County
of Erie where applicable and appropriate to accomplish the functions of the department;
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(vi)  Appointing and employing personnel in accordance with
the standards of personnel administration and staffing patterns prescribed by the State
Department of Health and the County Personnel Code when not in conflict;

(vii)  Providing health services to include, but not be limited to,
chronic disease, communicable disease control, including tuberculosis and sexually transmitted
diseases; maternal and child health services; public health nursing services; and public health
laboratory services;

(viii)  Providing environmental health services to include, but not
be limited to: food protection, water supply, water pollution control, bathing places, vector
control, solid wastes, institutional environment, recreational environment, and the housing
environment;

(ix)  Providing a public health education program;

(x) Instituting such programs and functions not inconsistent
with the laws as may be directed by the Board of Health and the County Executive;

(xi)  In addition to maintaining records, reports, and other
related matter as may be required, the Erie County Health Department shall develop a form,
duplicate in format, and approved by the County Council, designed to keep an accurate record of
its contact with the general public in the conduction of the department’s responsibilities when
such contact is in regard to enforcement action or recommendation of enforcement. Such forms
shall include, but not be limited to, names of those contacted, addresses, dates, proposed action,
recommendations, and resolutions or existing or potential problems attendant to the department’s
conduct of business in the enforcement function. A copy of such record shall be given to the
person or entity involved and a copy shall be retained by the Health Department.

(xii)  Cooperating with other public or private agencies to
promote utilization of available resources, to provide for comprehensive health care planning,
and to implement programs that will preserve and protect the public health and-safety;

(xiii) Ensuring that the County is prepared for any potential
disaster situation by the development of appropriate emergency response capabilities; and

(xiv) Providing an emergency plan to include, but not
limited to, the following areas: movement of support forces; movement of people; operation
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of casualty care sites; operation of mass care sites; operation of police lines; highway traffic
control; emergency transportation of people, equipment, and supplies; pu