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PASBO Guidance:

TCC Executive Director/Other Employees

Every TCC will need some to serve as the leader/chief operating officer to lead and make sure all required TCC steps occur and all TCC responsibilities are fulfilled.

(1) Duties would include:

(a) Collect and summarize tax facts and documents relevant to TCC decisions.

(b) Ensure mandated Act 32 steps occur.

(c) Oversee selection process for legal counsel, auditor, and of tax collector if TCC chooses the third party collector option.

(d) Financial steps and oversight, including establishment and monitoring of bank accounts, preparation and implementation of annual budget, TCC expense allocation and collection, and interface with TCC auditor.

(e) Make recommendations on key TCC decisions as summarized above – most importantly, the decisions on creating a tax bureau vs. an independent third party collector; the decision on selecting a collector; and development of the formal Act 32 Tax Collection Agreement.

(f) Ongoing oversight of appointed tax collection agency.

(g) Right-to-Know Law compliance/serve as Open Records Officer.

(h) Ethics Act compliance, including obtaining and review of statements of financial interest.

(i) Sunshine Law compliance, including arranging required public notices.

(j) Obtaining and monitoring TCC insurance.

(k) Develop transition plan for change from former LTEA tax collector to new Act 32 tax collector.

(l) Maintain required TCC records.

(m) Oversee tax appeal board operation.

(n) Coordinate TCC involvement in DCED mediation process to the extent appropriate.

(o) Oversee all other aspects of TCC operations.

(p) Except where a TCC establishes a tax collection bureau, the level of work required to lead the TCC will be substantially reduced during the TCC second stage/oversight of TCC operation.

(2) Alternatives to perform the above duties include:

(a) Full time Executive Director.

(b) Part time Executive Director.

(c) Executive Director shared with another TCC.

(d) School district, municipality, IU, county, or other employee serve as Executive Director, or by contract perform specified duties and report to TCC Chairperson.

(e) Executive assistant or clerical employee perform some or all operations duties.

(f) No employees – TCC officers perform some or all operations duties (with or without delegation or purchase of services from school district, municipality, IU, or county).

(g) If an Executive Director or other leader for the TCC will be retained, it would be highly beneficial to retain and involve that individual in the advance planning prior to the first TCC meeting.

(h) If the TCC has an Executive Director or other employee, this raises additional complications and requirements in terms of personnel policies, payroll, and many other issues.  If an employee is needed, the TCC should explore some type of joint employment relationship with a school district, municipality, IU, county, or other employer in order to allow human resource functions to be performed by an entity with a preexisting employee base and human resources capability.
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