This Agreement is made by and between the County of Monterey, a political subdivision of the
State of California (hereinatter “County”) and:
Solutions West, Inc. ,

(bhereinafter “CONTRACTOR™).

In consideration of the mutual covenants and conditions set forth in this Agreement, the parties
agree as follows:

1.0  GENERAL DESCRIPTION.

1.01 The County hereby engages CONTRACTOR to perform, and CONTRACTOR hereby
agrees to perform, the services described in Exhibit A in conformify with the terms of this
Agreement. The goods and/or services are generally described as follows:

Provide {omporary Eligibility Workers for the Department of Social Services.

2.0 PAYMENT PROVISIONS.

2.01  County shall pay the CONTRACTOR in accordance with the payment provisions set forth
in Exhibit A, subject to the limitations set forth in this Agreement. The total amount
payable by County to CONTRACTOR under this Agreement shall not exceed the sum of

$.469,200.00

3.0 TERM OF AGREEMENT.

3.01 The term of this Agreement is from ___ March 1, 2014 to
June 30, 2014 ., unless sooner terminated pursuant to the terms of this
Agreement. This Agreement is of no force or effect until signed by both CONTRACTOR
and County and with County signing last, and CONTRACTOR may not commence work
before County signs this Agreement.

3.02 The County reserves the right to cancel this Agreement, or any exfension of this
Agreement, without cause, with a thirty day (30) written notice, or with cause nnmediately.

4.0 SCOPE OF SERVICES AND ADDITIONAL PROVISIONS.

4.01  The following attached exhibits are incorporated herein by reference and constitute a part of
this Agreement:
Exhibit A Scope of Services/Payment Provisions

Exhibit B HIPAA Business Associate Agreement Exhibit F  Lobbying Certification
Exhibit C  Budget Exhibit G DSS Policy & Information Packet
Exhibit D Invoice

Exhibit E  Productivity Report
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>0 PERFORMANCE STANDARDS.
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CONTRACTOR warrants that CONTRACTOR and CONTRACTOR s agents, emplovees.
and subcontractors performing services under this Agreement are specially trained,
expenienced, competent, and appropriately licensed to perform the work and deliver the
services required under this Agreement and are not employees of the County, or inmmediate
famuly of an employee of the County.

CONTRACTOR, 1ts agents, employees, and subcontractors shall perform all work n a safe
and skillful manner and 1n compliance with all applicable laws and regulations. All work
performed under this Agreement that 1s required by law to be performed or supervised by
Licensed perscnmel shall be perfermed 1 accordance with such licensing requiremennts.

CONTRACTOR shall furnish, at its own expense. all materials, equipment, and personnel
necessary to carry out the terms of this Agreement, except as otherwise specified 1 this
Agreement. CONTRACTOR shall not use County premuses, property (including
equipment, instmuments, or supplies) or personnel for anv purpose other than in the
performance of its obligations under this Agreement.

60 PAYMENT CONDITIONS.
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Prices shall remain firm for the mitial term of the Agreement and, thereafler, may be
af?j?lstad annually as provided in this paragraph. The County does not guarautee any
smmimum of maximum amount of deliars tc be spent under this Agreement.

Negouations for rate changes shall b ommenced, by CONTRACTOR, a mimimum of
e 13 days (50} prior to the Q\p‘m on of the Agreement. Rafe changes are not binding

unless mutnally agreed upon in writing by the County and the CONTRACTOR.

w

uvoice amounts shall be billed directly to the ordering department.

CONTRACTOR shall submut such invoice pe’*‘cdicaLV or at the completion of services, but
m any event. not later than 30 days after completion of services. The mvoice shall set forth
the amounts claimed by CONTRACTOR for the previcus period, fogether with an itemized
basis for the amomnts clazmed. and such other information pertJ_zem to the mivoice. The
County shall certify the invoice, either in the requested amount o5 in such other amount as
the County approves in confomn‘f} with this Agreement, and shall promptly submit such
mvoice to the County Auditor-Controller for payment. The County Auditor-Controller shall
pay the amount certified within 30 days of receiviug the certified mvoice.

7.0  TERMINATION.

7.01

Durmg the term of this Agreement, the County may terminate the Agreement for any
reason by giving written notice of termination to the CONTRACTOR at least thirty {30)
days prior to the effective date of termination. Such notice shall set forth the effective date
of termination. In the event of such fermination, the amount payable under this Agreement
shall be reduced in proportion to the services provided prior to the date of termnination.
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7.02  The County may cancel and terminate this Agreement for good cause effective immediately
upon written notice fo CONTRACTOR. “Good cause” includes the failure of
CONTRACTOR to perform the required services at the time and in the manner provided
under this Agreement. If County terminates this Agreement for good cause, the County
may be relieved of the payment of any consideration to CONTRACTOR, and the County
may proceed with the work i any manner, which County deems proper. The cost to the
County shall be deducted from any sum due the CONTRACTOR under this Agreement.

7.03  The County’s payments to CONTRACTOR under this Agreement are funded by local, state
and federal governments. If funds from local, state and federal sowuces are not obtained and
contimed at a level sufficient to allow for the County’s purchase of the indicated quantity
of services, then the County may give written notice of this fact to CONTRACTOR, and
the obligations of the parties under this Agreement shall terminate immediately, or on such
date thereafter, as the County may specify in its notice, unless in the meanwhile the parties
enter info a written amendment modifying this Agreement.

8.0 INDEMNIFICATION.

8.01 CONTRACTOR shall indemnify, defend, and hold hannless the County, ifs officers,
agents, and employees, from and against any and all clauns, liabilities, and losses
whatsoever (including damages to property and injuries to or death of persons, court costs,
and reasonable attorneys’ fees) occurring or resulting to any and all persons, firms or
corporations furnishing or supplying work, services, materials, or supplies in connection
with the performance of this Agreement, and from any and all claims, habilities, and losses
occurring or resulting to any person, fin, or corporation for damage, mjury, or death
arising out of or connected with the CONTRACTOR’s performance of this Agreement,
uless such claims, liabilities, or losses arise out of the sole negligence or willful
misconduct of the County. “CONTRACTOR’s performance” includes CONTRACTOR s
action or inaction and the action or maction of CONTRACTOR’s officers, employees,
agents and subcontractors.

9.0 INSURANCE REQUIREMENTS.

9.01 Evidence of Coverage:
Prior to commmencement of this Aaleement the Contractor shall provide a “Certificate of
Insurance™ certifying that coverage as required herein has been obtained. Individual
endorsements executed by the insurance carrier shall accompany the certificate. In
addition, the Confractor upon request shall provide a certified copy of the policy or policies.

This verification of coverage shall be sent to the County’s Confracts/Purchasing
Department, unless otherwise directed. The Contractor shall not receive a “Notice to
Proceed” with the work under this Agreement until if has obtained all insurance required
and the County has approved such msurance. This approval of inswrance shall neither
relieve nor decrease the liability of the Contractor.

9.02  Qualifying Insurers:
All coverage’s, except surefy, shall be issued by companies which hold a current policy
holder’s alphabetic and fiancial size category rating of not less than A- VII, according to
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the current Best’s Key Rating Guide or a company of equal financial stability that is
approved by the County’s Purchasing Manager.

9.03 Insurance Coverage Requirements: Without limiting CONTRACTOR’s duty to indemnify,
CONTRACTOR shall maintain in effect throughout the term of this Agreement a policy or
policies of insurance with the following mmimum limats of hability:

Commercial General Liability Insurance, wcluding but not limited to premises and
operations, including coverage for Bodily Injury and Property Damage, Personal Injury,
Contractual Liability, Broad form Property Damage, Independent Contractors, Products and
Completed Operations, with a combined single limit for Bodily Injury and Property
Damage of not less than §1,000,000 per occurrence.
(Note: any proposed modifications fto these general liability insurance requirements shall
be attached as an Exhibit hereto, and the section(s) above that are proposed as not
applicable shall be lined out in blue ink. All proposed modifications are subject to County
approval.)

Business Automobile Liability Insurance, covering all motor vehicles, including owned,
leased, non-owned, and hired vehicles, used in providing services under this Agreement,
with a combined single limit for Bodily Injury and Property Damage of not less than
$1,000,000 per occurrence.
{Note: any proposed modifications to these auto insurance requirements shall be
artached as an Exhibit hereto, and the section(s) above that are proposed as not
applicable shall be lined out in blue ink. 41l proposed modifications are subject to County
approval.) :

Workers® Compensation Insurance, if CONTRACTOR employs others in the
performance of this Agreement, in accordance with California Labor Code section 3700
and with Employer’s Liability limits not less than $1,000,000 each person, $1,000,000 each
accident and $1,000,000 each disease.
(Note: any proposed modifications fo these workers’ compensation insurance
requirements shall be attached as an Exhibit hereto, and the section(s) above that are
proposed as not applicable shall be lined out in blue ink. All proposed modifications are
subject to County approval.)

Professional Liability Insurance, if required for the professional services being provided,
(e.g., those persons authorized by a license to engage in a business or profession regulated
by the Californmia Business and Professions Code), in the amount of not less than
$1.000,000 per claim and $2,000,000 in the aggregate, to cover liability for malpractice or
errors or omissions made in the cowse of rendering professional services. If professional
liability insurance is wriften on a “claims-made” basis rather than an occurrence basis, the
CONTRACTOR shall, upon the expiration or earlier termination of this Agreement, obtain
extended reporting coverage (“tail coverage”) with the same liability limits. Any such tail
coverage shall continue for at least three years following the expiration or earlier
termination of this Agreement.

(Note: any proposed modifications to these insurance requivements shall be

attached as an Exhibit hereto, and the section(s) above that are proposed as not

applicable shall be lined out in blue ink. 4ll proposed modifications are subject to County

approval.)
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9.04 Other Requirements:

All msurance required by this Agreement shall be with a company acceptable to the County
and 1ssued and executed by an admitted insurer authorized to transact Insurance business in
the State of California. Unless otherwise specified by this Agreement, all such imsurance
shall be written on an occurrence basis, or, if the policy is not written on an occurrence
basis, such policy with the coverage required herein shall continue i effect for a period of
three years following the date CONTRACTOR completes its performance of services under
this Agreement.

Each liability policy shall provide that the County shall be given notice in writing at least
thirty days m advance of any endorsed reduction in coverage or limut, cancellation, or
intended non-renewal thereof. Each policy shall provide coverage for Contractor and
additional insureds with respect to clains arismg from each subcontractor, if any,
performing work under this Agreement, or be accompanied by a certificate of insurance
from each subcomntractor showing each subcontractor has 1dentical insurance coverage to the
above requirements.

Commercial general liability and automobile liability pelicies shall provide an
endorsement naming the County of Monterey, its officers. agents, and employees as
Additional Insureds with respect to liability arising out of the CONTRACTOR’S work,
mcluding ongoing and completed operations, and shall further provide that such
insurance is primary insurance to any insurance or self-insurance maintained by the
County and that the insurance of the Additional Insureds shall not be called upon fo
contribute to a loss covered hy the CONTRACTOR’S insurance. The required
endorsement form for Commercial General Liability Additional Insured 1s ISO Form CG 20
10 11-85 or CG 20 10 10 01 in tandem with CG 20 37 10 0@ (2000). The required
endorsement form for Automobile Additional Inswred endorsement is ISO Form CA 20 48
02 99.

Prior to the execution of this Agreement by the County, CONTRACTOR shall file
certificates of inswrance with the County’s contract administrator and County’s
Contracts/Purchasing Division, showing that the CONTRACTOR has in effect the
isurance required by this Agreement. The CONTRACTOR shall file a new or amended
certificate of insurance within five calendar days after any change is made 1 any mnsurance
policy, wluch would alter the information on the certificate then on file. Acceptance or
approval of insurance shall in no way modify or change the indemnification clause in this
Agreement, which shall continue in full force and effect.

CONTRACTOR shall at all times during the term of this Agreement maintain in force the
msurance coverage required under this Agreement and shall send, without demand by
County, annual certificates to County’s Confract Admimistrator and County’s
Contracts/Purchasing Division. If the certificate is not received by the expiration date,
County shall notify CONTRACTOR and CONTRACTOR shall have five calendar days to
send in the certificate, evidencing no lapse in coverage during the interim. Failure by
CONTRACTOR to maintain such msurance is a default of this Agreement, which entitles
County, at its sole discretion, to terminate this Agreement immediately.
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10.0 RECORDS AND CONFIDENTIALITY.

10.01

10.02

10.03

10.04

10.05

Confidentiality. CONTRACTOR and its officers, employees, agents, and subcontractors
shall comply with any and all federal, state, and local laws, which provide for the
confidentiality of records and other information. CONTRACTOR shall not disclose any
confidential records or other confidential information received from the County or prepared
in connection with the performance of this Agreement, unless County specifically permits
CONTRACTOR to disclose such records or information. CONTRACTOR shall promptly
transmit fo County any and all requests for disclosure of any such confidential records or
mformation. CONTRACTOR shall not nse any confidential information gained by
CONTRACTOR m the performance of this Agreement except for the sole purpose of
carrying out CONTRACTOR s obligations under this Agreement.

County Records.  When this Agreement expires or terminates, CONTRACTOR shall
return to County any County records which CONTRACTOR used or received from County
to perform services under this Agreement.

Maintenance of Records. = CONTRACTOR shall prepare, maintain, and preserve all
reports and records that may be required by federal, state, and County rules and regulations
related to services performed under this Agreement. CONTRACTOR shall mamtain such
records for a period of at least three years after receipt of final payment under this
Agreement. If any litigation, claimn, negotiation, audit exception, or other action relating to
this Agreement is pending at the end of the three year period, then CONTRACTOR shall
retain said records until such action is resolved.

Access to and Audit of Records. The County shall have the right to examine, monitor and
audit all records, docwmnents, conditions, and activities of the CONTRACTOR and its
subconfractors related to services provided under this Agreement. Pursuant to Government
Code section 8546.7, if this Agreement involves the expenditure of public funds in excess
of $10,000, the parties to this Agreement may be subject, at the request of the County or as
part of any audit of the County, to the examination and audit of the State Auditor pertaining
fo matters connected with the performance of this Agreement for a period of three years
after final payment under the Agreement.

Rovalties and Inventions.  County shall have a royalty-free, exclusive and irrevocable
license to reproduce, publish, and use, and authorize others to do so, all original computer
programs, writings, sound recordings, pictorial reproductions, drawings, and other works of
similar nature produced in the course of or under this Agreement. CONTRACTOR shall not
publish any such material without the prior written approval of County.

11.0 NON-DISCRIMINATION.

11.01

Duwring the performance of this Agreement, CONTRACTOR, and its subcontractors, shall
not unlawfully discriminate against any person because of race, religious creed, color, sex,
national origin, ancestry, physical disability, mental disability, medical coundition, marital
status, age (over 40), or sexual orientation, either in CONTRACTOR’s employment
practices or in the furnishing of services to recipients. CONTRACTOR shall ensure that the
evaluation and treatment of its employees and applicants for employment and all persons
receiving and requesting services are free of such discrimination. CONTRACTOR and any
subcontractor shall, m the performance of this Agreement, fully comply with all federal,
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state, and local laws and regulations which prohibit discrimination. The provision of
services primarily or exclusively to such target population as may be designated in this
Agreement shall not be deemed to be prohibited discrimination.

12.0 COMPLIANCE WITH TERMS OF STATE OR FEDERAL GRANTS.

12.01 If this Agreement has been or will be fimded with monies received by the County pursuant

to a contract with the state or federal government in which the County is the grantee,
CONTRACTOR will comply with all the provisions of said contract, to the extent
applicable to CONTRACTOR as a subgrantee under said contract, and said provisions shall
be deemed a part of this Agreement, as though fully set forth herein. Upon request, County
will deliver a copy of said contract to CONTRACTOR, at no cost to CONTRACTOR.

13.0 INDEPENDENT CONTRACTOR.

13.01 In the performance of work, duties, and obligations under this Agreement, CONTRACTOR

is at all times acting and performing as an independent contractor and not as an employee of
the County. No offer or obligation of permanent employment with the County or particular
County department or agency is mtended in any manner, and CONTRACTOR shall not
become entitled by virtue of this Agreement to receive from County any form of employee
benefits mcluding but not limited to sick leave, vacation, retirement benefits, workers’
compensation coverage, insurance or disability benefits. CONTRACTOR shall be solely
liable for and obligated to pay directly all applicable taxes, imcluding federal and state
income taxes and social secwrity, arising out of CONTRACTOR’s performance of this
Agreement. In connection therewith, CONTRACTOR shall defend, indemmnify, and hold
County harmless from any and all liability which County may incur because of
CONTRACTOR s failure to pay such taxes.

14.0 NOTICES.

14.01 Notices required under this Agreement shall be delivered personally or by first-class,

postage pre-paid mail to the County and CONTRACTOR’S contract administrators at the
addresses listed below:

FOR COUNTY:

Barbara Verba, Deputy Director/Benefits

FOR CONTRACTOR:

Renee Carler, President/CEQ

Name and Title

1000 South Main Street, Suite 208
Salinas, CA 93901

Name and Title

F.0. Box 162639
Sacramento, CA 95816

Address

(831) 755-4403

Address

(916) 469-9949

Phone
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15.0 MISCELLANEOUS PROVISIONS.

15.01

15.02

15.03

15.04

15.05

15.06

15.07

15.08

15.09

15.10

1511

15.12

Couflict of Interest. CONTRACTOR represents that it presently has no interest and agrees
not to acquire any mterest during the term of this Agreement, which would directly, or
indirectly conflict in any manner or to any degree with the full and complete performance
of the services required to be rendered nnder this Agreement.

Amendment. This Agreement may be amended or modified only by an instrument in
writing signed by the County and the CONTRACTOR.

Waiver. Any waiver of any terms and conditions of this Agreement must be m writing and
signed by the County and the CONTRACTOR. A waiver of any of the terms and conditions
of this Agreement shall not be construed as a waiver of any other terms or conditions in this
Agreement.

Confractor. The term “CONTRACTOR” as wused in this Agreement mcludes
CONTRACTOR s officers, agents, and employees acting on CONTRACTOR’s behalf m
the performance of this Agreement.

Disputes. CONTRACTOR shall continue to perform under this Agreement during any
dispute.

Assignment and Subcontracting. The CONTRACTOR shall not assign, sell, or otherwise
transfer its interest or obligations in this Agreement without the prior written consent of the
County. None of the services covered by this Agreement shall be subcontracted without the
prior written approval of the County. Notwithstanding any such subcontract,
CONTRACTOR shall continue to be liable for the performance of all requirements of this
Agreement.

Successors and Assigns. This Agreement and the nghts, privileges, duties, and obligations
of the County and CONTRACTOR under this Agreement, to the extent assignable or
delegable, shall be binding upon and inure to the benefit of the parties and their respective
successors, permifted assigns, and heirs.

Compliance with Applicable Law. The parties shall comply with all applicable federal,
state, and local laws and regulations in performing this Agreement.

Headings. The headings are for convenience only and shall nof be used to interpret the
terms of this Agreement.

Time is of the FEssence. Time is of the essence in each and all of the provisions of this
Agreement.

Governing Law. This Agreement shall be governed by and interpreted under the laws of
the State of California.

Non-exclusive Agreement. This Agreement is non-exclusive and both County and
CONTRACTOR expressly reserve the right to contract with other entities for the same or

sunilar services.
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EXHIBIT A

SOLUTIONS WEST
Scope of Services/Payment Provisions

March 1, 2014 — June 30, 2014

I CONTACTS

For County: Barbara Verba
Monterey County Dept. of Social Services
1000 S. Main Street
Salinas, CA 93901
(831) 755-4403

For Contractor: Renee Carter
Solutions West President/ceo
P.O. Box 162639
Sacramento, CA 95816
(916) 469-9949

I1. BACKGROUND

Monterey County Department of Social Services (County) has a backlog of eligibility
work that needs to be processed. The County has implemented major program
operation changes since July that have required additional staff to perform new and/or
changing functions, staff participation in the planning effort, and time lost from the
job because of the need to attend extensive training on the changes. The County is
not able to hire sufficient eligibility workers to manage the work due to the time it
takes to recruit and train staff. Due to the cyclical unemployment pattern in Monterey
County, the County has seen an increase in applications beginning in November and
running through March 2014. The County has added and will continue to add
workload as a result of the Affordable Care Act (ACA)/ Health Care Reform (HCR)
which has an enrollment period from October 2013 to March 2014.

The County is in the process of implementing ACA/HCR and developing and
refining policies and procedures to support that effort. The assistance of an on-site
Business Analyst who has knowledge of eligibility work processes, the C-IV
automated system, ACA/HCR and the state CalHEERS system is needed to support
the County in developing and writing policies, procedures, handbooks, training
materials and job aids to implement ACA/HCR. Additionally, assistance is needed
with assuring that planning meetings are facilitated, timelines are met, and training is
provided to staff on ACA/HCR policies, procedures and handbooks.

Contractor has experience in providing eligibility case processing services in
Riverside County. They worked with Riverside County to bring in their own staff, as
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EXHIBIT A

well as recruited and hired eligibility workers from other counties to work part-time
in Riverside County. Riverside County operates using the same C-IV automated
system that is used in Monterey County. With their team, Contractor processed 1,500
case renewals and restorations in all programs, with the majority in Medi-Cal.

Contractor has Business Analyst staff that has a thorough understanding of the key
provisions of the ACA/HCR, who have developed training and provided training on
the functionality of the CalHEERS automated system, which is California’s system
for ACA/HCR. They have worked, designed, built and delivered training to county
line-staff in the C-IV eligibility environment and for Covered California with the
CalHEERS automation system. They have provided business consultation and
project management services in support of system upgrades in other state departments
such as the California Department of Corrections and Rehabilitation, as well as in
states such as Vermont and Alaska public assistance agencies.

1.  SERVICES TO BE PROVIDED

A. FEligibility Staff
Contractor shall provide a Case Processing Team consisting of minimum of 7-
members (1-lead; 6- Workers). The Lead Worker will be responsible for
providing on-site supervision of the Team and will review a minimum of the first
S-renewals/reports processed for accuracy. If work is not completed accurately,
upon consultation with the assigned Department liaison, an additional 5-
renewals/reports will be reviewed.

Work to be completed may include::

e Process up to 6,900 Medi-Cal renewals, (assume process 1-renewal/report per
hour);

Process assigned CalFresh/Medi-Cal IEVS and PVS Reports (assume process 1-
report in 15 minutes);

Contractor shall be reimbursed at an hourly rate of $85.00 per hour (includes
travel) for Lead Staff and $80.00 per hour (including travel) or $55.00 per hour
without travel for Eligibility Workers.

The length of the assignment for the Lead will be the duration of the agreement,
unless there is agreement by the County to allow a substitute. The length of the
assignment for Workers will be a minimum of one week or 40 hours. Any
exception to this policy must be mutually agreed upon by the County and
Contractor. The County reserves the right to request immediate removal of a
worker based unsatisfactory performance.
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EXHIBIT A

B. Business Consultant

The County requires assistance with development of policies, procedures,
handbooks, training materials and job aids to support ACA/HCR. Contractor will
provide an on-site business analyst to support Monterey County with this effort,
including conducting the following tasks:

» Assisting with the review, development and writing of County policies,
procedures, handbooks, training materials and job aids;

¢ Providing project management support services with the implementation of
HCR policies, procedures, handbooks, training materials and job aids
including monitoring project milestones and deadlines;

e Assisting in the provision of training to statf on HCR policies, procedures,
handbooks and job aids;

e Providing Touch Point Meetings; and

e Participating in and/or facilitating designated County Meetings.

¢ A minimum of 80% of billable hours will be performed on site, unless
approved by a designated Monterey County representative.

Contractor shall be reimbursed at an hourly rate of $125 per hour (including travel
and related expenses) for a maximum of 680 hours for the period March 1, 2014 —
June 30, 2014.

C. Payment Schedule:

The costs associated with this Agreement are summarized in the table below. The
Charges for HCR Support Services will be billed in accordance with Section V. of
the Agreement.

SFY 2013/14 Total
Activity Hours Rate Cost
Business Consultant 680 S125/hour $85,000
Lead Worker 680 $85/hour $57,800
Eligibility Worker 4,080 $80/hour $326,400
680x 6 EW’s
$469,200

D. Staffing Requirements-Hiring

a) Contractor agrees to conduct a pre-employment screening and obtain references
and resumes for all personnel, including verification of all professional licensure
or certification.

b) Contractor agrees that all personnel assigned to this contract who will perform
eligibility work are current eligibility workers in IMS or ALMS agencies, or are
retired workers (retired more than six months under Pers and who will not
exceed the maximum 980 hours worked, with all employers combined, in the
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EXHIBIT A

current fiscal year), who are eligible for reinstatement, have held permanent or
probationary status in an IMS or ALMS agency.

¢) Contractor Employees should be acceptable to the County and available for the
entire length of the assignment, however, if a replacement is required, a
qualified replacement must be provided within twenty-four (24) hours of
notification. Weekends and holidays are included for notification/replacement
requirements.

d) The County reserves the right to require the replacement of any Contractor
Employee. If for any reason, a replacement is required within the first eight (8)
hours of service, there will be no charge to the County.

e) The Contractor agrees to replace an unsatisfactory Contractor Employee within
twenty four (24) hours of notification.

f) If at any time beyond the nine (9) or eight (8) hours of service, the Contractor
Employee is determined to be unsatisfactory, the Contractor agrees to issue and
invoice credit to the County for the total charges from the point the County
contact notifies the Contractor that replacement must be made.

g) Contractor Employees are solely the employees of the Contractor.

E. Staffing Requirements-On Site

a) Contractor will confirm arrival of its employees by telephone within one-half
hour after scheduled arrival time.

b) Contractor is responsible for communicating information to its employees
regarding hours of work, duration and location of assignment, expectations,
dress code and other information concerning the assignment. Prior to
assignment with County, Contractor shall ensure that each employee
reviews/signs the documents contained in the MCDSS Policy Packet, attached
as Exhibit G to this Agreement. Contractor shall e-mail a signed Policy Packet
for each employee to County’s Human Resources Branch
(Ducoingl (@wco.monterey.ca.us) prior to placement of any employee.

¢) Contractor employees provided under the terms of this agreement will be
appropriately dressed for the assignment and shall maintain a professional
demeanor. Dress code policy was provided to the Contractor prior to the start of
the agreement.

d) Contractor employees shall be provided a copy of Contractor’s drug-free policy
statement and shall adhere to the policy as a condition of employment under this
agreement.

e) Contractor employees must possess and wear an identification card supplied by
the County at all times while working. At the end of the assignment the badge
will be collected by the Lead Worker and returned to County’s Human
Resources office.

f) Contractor employees shall be oriented to the County’s fire, disaster and
department specific procedures and infection control practices by the County.
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EXHIBIT A

F. Background Screening

All Contractor employees must complete an initial pre-employment background
screening prior to assignment with the County. Contractor is responsible for
conducting the screenings, and all screenings will be done at Contractor’s expense.
The background check must include Livescan fingerprinting with the Dept. of
Justice. .

Contractor shall not assign any Contractor employees with a criminal history report
revealing a felony and/or misdemeanor conviction and/or pending case action.

IV. REPORTING REQUIREMENTS

Contractor shall provide to County a weekly Productivity Report, (Exhibit E) ,
indicating number of cases processed, hours expended, issues and other items as
determined necessary for County oversight.

V. PAYMENT PROVISIONS:

COUNTY shall pay CONTRACTOR according to the terms set forth in Section 6 of
this Agreement, PAYMENT CONDITIONS. CONTRACTOR shall submit an invoice
to COUNTY on the 10" of the month for services rendered in the previous month.
Invoices shall identify individual time. A summary that includes the type of case (i.e.
Medi-Cal or CalFresh) and number of cases worked shall accompany the invoice. The
invoice shall be presented in the form set forth in Exhibit D. Timesheets and payroll
register for each individual reimbursement shall accompany the invoice.

The maximum amount to be paid by the COUNTY to the CONTRACTOR under this
Agreement shall not exceed four hundred sixty-nine thousand, two hundred dollars
($469,200).

Solutions West, Exhibit A
March 1, 2014 — June 30, 2014 5






EXHIBIT B

BUSINESS ASSOCIATE AGREEMENT

This Agreement is made effective the 1° day of March, 2014 by and between MONTEREY
COUNTY, hereinafter referred to as “Covered Entity”, and Solutions West, Inc. hereinafter referred to
as “Business Associate”, (individually, a “Party” and collectively, the “Parties”).

WITNESSETH:

WHEREAS, Sections 261 through 264 of the federal Health Insurance Portability and
Accountability Act of 1996, Public Law 104-191, known as “the Administrative Simplification provisions,”
direct the Department of Health and Human Services to develop standards to protect the security,
confidentiality and integrity of health information; and

WHEREAS, pursuant to the Administrative Simplification provisions, the Secretary of Health and
Human Services has issued regulations modifying 45 CFR Parts 160 and 164 (the “HIPAA Privacy
Rule™); and

WHEREAS, the Parties wish to enter into or have entered into an arrangement whereby
Business Associate will provide certain services to Covered Entity, and, pursuant to such arrangement,
Business Associate may be considered a “business associate” of Covered Entity as defined in the
HIPAA Privacy Rule (the agreement evidencing such arrangement is entitled agreement to provide
temporary Eligibility staff for Department of Social Services, dated March 1, 2014, and is hereby
referred to as the “Arrangement Agreement”); and

WHEREAS, Business Associate may have access to Protected Health Information (as defined
below) in fulfilling its responsibilities under such arrangement;

THEREFORE, in consideration of the Parties’ continuing obligations under the Arrangement
Agreement, compliance with the HIPAA Privacy Rule, and other good and valuable consideration, the
receipt and sufficiency of which is hereby acknowledged, the Parties agree to the provisions of this
Agreement in order to address the requirements of the HIPAA Privacy Rule and to protect the interests
of both Parties.

l. DEFINITIONS

Except as otherwise defined herein, any and all capitalized terms in this Section shall have the
definitions set forth in the HIPAA Privacy Rule. In the event of an inconsistency between the provisions
of this Agreement and mandatory provisions of the HIPAA Privacy Rule, as amended, the HIPAA
Privacy Rule shall control. Where provisions of this Agreement are different than those mandated in
the HIPAA Privacy Rule, but are nonetheless permitted by the HIPAA Privacy Rule, the provisions of
this Agreement shall control.

The term “Protected Health Information” means individually identifiable health information including,
without limitation, all information, data, documentation, and materials, including without limitation,
demographic, medical and financial information, that relates to the past, present, or future physical or
mental health or condition of an individual; the provision of health care to an individual; or the past,
present, or future payment for the provision of health care to an individual; and that identifies the
individual or with respect to which there is a reasonable basis to believe the information can be used to
identify the individual.
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EXHIBIT B

Business Associate acknowledges and agrees that all Protected Health Information that is created or
received by Covered Entity and disclosed or made available in any form, including paper record, oral
communication, audio recording, and electronic display by Covered Entity or its operating units to
Business Associate or is created or received by Business Associate on Covered Entity’s behalf shall be
subject to this Agreement.

Il CONFIDENTIALITY REQUIREMENTS

(a)

(b)

Business Associate agrees:

0] to use or disclose any Protected Health Information solely: (1) for meeting
its obligations as set forth in any agreements between the Parties evidencing their
business relationship or (2) as required by applicable law, rule or regulation, or by
accrediting or credentialing organization to whom Covered Entity is required to disclose
such information or as otherwise permitted under this Agreement, the Arrangement
Agreement (if consistent with this Agreement and the HIPAA Privacy Rule), or the
HIPAA Privacy Rule, and (3) as would be permitted by the HIPAA Privacy Rule if such
use or disclosure were made by Covered Entity;

(i) at termination of this Agreement, the Arrangement Agreement (or any
similar documentation of the business relationship of the Parties), or upon request of
Covered Entity, whichever occurs first, if feasible, Business Associate will return or
destroy all Protected Health Information received from or created or received by
Business Associate on behalf of Covered Entity that Business Associate still maintains in
any form and retain no copies of such information, or if such return or destruction is not
feasible, Business Associate will extend the protections of this Agreement to the
information and limit further uses and disclosures to those purposes that make the return
or destruction of the information not feasible; and

(iiiy  to ensure that its agents, including a subcontractor, to whom it provides
Protected Health Information received from or created by Business Associate on behalf
of Covered Entity, agrees to the same restrictions and conditions that apply to Business
Associate with respect to such information. In addition, Business Associate agrees to
take reasonable steps to ensure that its employees’ actions or omissions do not cause
Business Associate to breach the terms of this Agreement.

Notwithstanding the prohibitions set forth in this Agreement, Business Associate may

use and disclose Protected Health Information as follows:

(i if necessary, for the proper management and administration of Business
Associate or to carry out the legal responsibilities of Business Associate, provided that
as to any such disclosure, the following requirements are met:

(A) the disclosure is required by law; or

(B) Business Associate obtains reasonable assurances from the
person to whom the information is disclosed that it will be held confidentially and
used or further disclosed only as required by law or for the purpose for which it
was disclosed to the person, and the person notifies Business Associate of any
instances of which it is aware in which the confidentiality of the information has
been breached,;

(i) for data aggregation services, if to be provided by Business Associate for
the health care operations of Covered Entity pursuant to any agreements between the
Parties evidencing their business relationship. For purposes of this Agreement, data
aggregation services means the combining of Protected Health Information by Business
Associate with the protected health information received by Business Associate in its
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EXHIBIT B

capacity as a business associate of another covered entity, to permit data analyses that
relate to the health care operations of the respective covered entities.

(c) Business Associate will implement appropriate safeguards to prevent use or disclosure
of Protected Health Information other than as permitted in this Agreement. The Secretary of Health and
Human Services shall have the right to audit Business Associate’s records and practices related to use
and disclosure of Protected Health Information to ensure Covered Entity’s compliance with the terms of
the HIPAA Privacy Rule. Business Associate shall report to Covered Entity any use or disclosure of
Protected Health Information which is not in compliance with the terms of this Agreement of which it
becomes aware. In addition, Business Associate agrees to mitigate, to the extent practicable, any
harmful effect that is known to Business Associate of a use or disclosure of Protected Health
Information by Business Associate in violation of the requirements of this Agreement.

. AVAILABILITY OF PHI

Business Associate agrees to make available Protected Health Information to the extent and in the
manner required by Section 164.524 of the HIPAA Privacy Rule. Business Associate agrees to make
Protected Health Information available for amendment and incorporate any amendments to Protected
Health Information in accordance with the requirements of Section 164.526 of the HIPAA Privacy Rule.
In addition, Business Associate agrees to make Protected Health Information available for purposes of
accounting of disclosures, as required by Section 164.528 of the HIPAA Privacy Rule.

V. TERMINATION

Notwithstanding anything in this Agreement to the contrary, Covered Entity shall have the right to
terminate this Agreement and the Arrangement Agreement immediately if Covered Entity determines
that Business Associate has violated any material term of this Agreement. If Covered Entity reasonably
believes that Business Associate will violate a material term of this Agreement and, where practicable,
Covered Entity gives written notice to Business Associate of such belief within a reasonable time after
forming such belief, and Business Associate fails to provide adequate written assurances to Covered
Entity that it will not breach the cited term of this Agreement within a reasonable period of time given
the specific circumstances, but in any event, before the threatened breach is to occur, then Covered
Entity shall have the right to terminate this Agreement and the Arrangement Agreement immediately.

V. MISCELLANEOUS

Except as expressly stated herein or the HIPAA Privacy Rule, the parties to this Agreement do not
intend to create any rights in any third parties. The obligations of Business Associate under this Section
shall survive the expiration, termination, or cancellation of this Agreement, the Arrangement Agreement
and/or the business relationship of the parties, and shall continue to bind Business Associate, its
agents, employees, contractors, successors, and assigns as set forth herein.

This Agreement may be amended or modified only in a writing signed by the Parties. No Party may
assign its respective rights and obligations under this Agreement without the prior written consent of the
other Party. None of the provisions of this Agreement are intended to create, nor will they be deemed to
create any relationship between the Parties other than that of independent parties contracting with each
other solely for the purposes of effecting the provisions of this Agreement and any other agreements
between the Parties evidencing their business relationship. This Agreement will be governed by the
laws of the State of California. No change, waiver or discharge of any liability or obligation hereunder
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EXHIBIT B

on any one or more occasions shall be deemed a waiver of performance of any continuing or other
obligation, or shall prohibit enforcement of any obligation, on any other occasion.

The parties agree that, in the event that any documentation of the arrangement pursuant to which
Business Associate provides services to Covered Entity contains provisions relating to the use or
disclosure of Protected Health Information which are more restrictive than the provisions of this
Agreement, the provisions of the more restrictive documentation will control. The provisions of this
Agreement are intended to establish the minimum requirements regarding Business Associate’s use
and disclosure of Protected Health Information.

In the event that any provision of this Agreement is held by a court of competent jurisdiction to be
invalid or unenforceable, the remainder of the provisions of this Agreement will remain in full force and
effect. In addition, in the event a party believes in good faith that any provision of this Agreement fails
to comply with the then-current requirements of the HIPAA Privacy Rule, such party shall notify the
other party in writing. For a period of up to thirty days, the parties shall address in good faith such
concern and amend the terms of this Agreement, if necessary to bring it into compliance. If, after such
thirty-day period, the Agreement fails to comply with the HIPAA Privacy Rule, then either party has the
right to terminate upon written notice to the other party.

IN WITNESS WHEREOF, the Parties have executed this Agreement as of the day and year
written above.

COVERED ENTITY: BUSINESS ASSOCIATE:
MONTEREY COUNTY SOLUTIONS WEST,INC.
By. oy N2/ K
Title: DSS Director Title: \%)m e

Date: Date: (.2 -2 |-2.(]] K#
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Solutions West

SOLUTIONS WEST

March 1, 2014 — June 30, 2014

Activity

Business Consultant
680 hours @ $125/hour

Lead Worker
680 hours @ $85/hour

Eligibility Worker (6)
680 hours x 6 =4.080
4,080 hours @ $80/hour

Exhibit C, Budget
March 1, 2014 — June 30, 2014

BUDGET
Total
$85,000
$57,800
$326.400
TOTAL: $469,200

EXHIBIT C






Solutions

Organization Name
Attn:
Mailing Address

PO Box 162839, Sacramento, CA 95816
cione 916.469.9949 ¢ o0 solutionswest.com

EXHIBIT D

Invoice # [# here]

Invoice #:

Invoice Date

Contract Number
Amount of this Invoice:

$

[# here]
[date]
[contract#]

Name of Project, Serivce Period of Invoice

Personnel

Hours
[week of]

Hours
[week of]

Hours
[week of]

Hours
[week of]

Total Hours Rate

Total

0.0

0.0

0.0

0.0

0.0

0.0

0.0

C.0

0.0

I

0.0

Invoice Contact Information

Submitted by: Renee Carter, SolutionsWest, (916) 765-7886

Remit to
SolutionsWest, Inc
Box 162639

Sacramento, CA 95816

I certify that this invoice is true and correct to the best of my knowledge.
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EXHIBIT F

CERTIFICATION REGARDING LOBBYING

Solutions West, Inc.
The undersigned certifies, to the best of his or her knowledge and belief, that:

1. No federal appropriated funds have been paid or will be paid by or on behalf
of the undersigned, to any person for influencing or attempting to influence an
officer or employee of any agency. a Member of Congress, an officer or
employee of Congress, or an employee of a Member of Congress in
connection with the awarding of any federal contract, the making of any
federal grant, the making of any federal loan, the entering into of any
cooperative agreement, and the extension, continuation, renewal, amendment,
or modification of any federal contract, grant, loan, or cooperative agreement.

2. If any funds other than federal appropriated funds have been paid or will be
paid to any person for influencing or attempting to influence an officer or
employee of any agency, a Member of Congress, an officer or employee of
Congress, or an employee of a Member of Congress in connection with this
federal contract, grant, loan, or cooperative agreement, the undersigned shall
complete and submit Standard Form LLL, “Disclosure Form to Report
Lobbying,” in accordance with its instructions.

3. The undersigned shall require that the language of this certification be
included in the award document for sub-awards at all tiers (including sub-
contracts, sub-grants, and contracts under grants, loans, and cooperative
agreements, and that all sub-recipients shall certify and disclose accordingly.

This certification is a material representation of fact upon which reliance was
placed when this transaction was made or entered into. Submission of this
certification is a prerequisite for making or entering into this transaction imposed
by Section 1352, Title 31, U.S. Code. Any person who fails to file the required
certification shall be subject to a civil penalty of not less than $10,000 and not
more than $100,000 for each such failure.

A1 NC T e Frecad e
. e k2 .
Signature Title
e R R N . s
Sotlomenebe st [ng Cz-24-2014

Agency/Organization Date






EXHIBIT G

Solutions West- DSS Policy and informational Documents for temporary staff

e Emergency Contact Form”

e« (C-IV Universal Regional Call Center Security Agreement?®

e AD 04-02 Dress Policy *

¢ AD 00-03 Dept. Computer Policy™

« AD 10-03 DSS Email Policy

« AD 10-04 Cell Phone use during work hours*

s CAD Workplace Violence Policy*

«  Monterey County Resolution 51-384 Drug Free Workplace Policy

¢« County Equal Opportunity and Non-Discrimination Policy** plus AD 98-05 DSS Non-
Discrimination/Non-Harassment Policy

e County Equal Opportunity for Persons with Disabilities and Reasonable Accommodation Policy**

e County Prevention of Sexual Harassment Policy**

¢ ldentification badges and electronic keys -

*Requires signature or sign off
** Combined policies on sign off sheet

Submit all signed policy pages to Monterey County Department of Social Services Human Resources
office at 1000 S. Main St. Suite 308, Salinas, CA 93908, fax to (831) 755-8404, or email to
ducoingl@co.monterey.ca.us




MONTEREY COUNTY
DEPARTMENT OF SOCIAL
& EMPLOYMENT SERVICES

NS

Cou

w o Rk K I NG T0 ¢ £ T H E R FC K ¢ U R cC oM MU N T

EMPLOYEE’S EMERGENCY CONTACT NOTIFICATION FORM

Emplovee No: Soc. Sec. #

Home Address: City: Zip:

Home Phone: Cell Phone:

Worle Phone: Work Location:

= o

i

1
Name: - OR Name:

|
,, { L

Address: ‘ Address:
City/State/Zip: City/State/Zip:
Relationship: Relationship:
Home Phone: Home Phone:
Work Phone: Work Phone:

Cell Phone: Celi Phone:

In an emergency situation. I authorize Monterev County staff to disclose the nature of the emergency
to the individuals named above.

Emplovee Signature Date
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ionai Cali Center (RCC) agent, you will be granted acces: to confidential information tha: is

ainec within the C-IV System and certain State and federal systems. This confidential information
includes but 15 not limited tc ali County, State and/or federal information, data, and information
processing rasources to which vou may have access, and information received from any recipiant or
applicant for public assistance.

As an RCC agent, vou are responsible for protecting the Confidential Information by foliowing the

By signing below, you attest tc your understanding of the following security responsibilities:

1. Altdate in the C-IV System or any State and/or federal systems accessed in the course of vour RCC

agent duties is confidantial and shall not be discicsed to any unauthorizad personis) or groupis)

ne C-IV Systemn or any State and/or federal systems accessac in the course of your RCC
agent duties, only for those specific functions for which you are authorized. Personal, non-RCC
i 07 unauthorized use of these systems are prohibited

3. Your universat access to the C-IV County’s data is granted for the sole purpose of carryving out vour
YINg Y

o

assigned duties as 2 RCC agant.
4. Youunaerstand itis illegal for vou to knowingly access any of the systems used in the course of your
duties 25 & RCC agent, to delete, share, disclose, relezse, damage, destroy, or copy applicant,
recipient, and/or participant information, post anv |

therwise use the C-IV Sysiem, and an

to leave the C-IV System unattended 2t any time. Wher lzaving 2 C-IV
vou must log off or lock the C-1V System.

6. Any suspectad violation of this C-/V Universal Regional Call Center Security Agreement, and any
misuse or non-compliance with the C-IV operating standards and procedures, shall be reported
a

immediately 1o the {1V Contact Center {(CC) Manager The C-IV CC Manager will escalate the repor:

-

Your violation of this Agreement will result in denied access to the C-IV system and vou may be
subject to disciplineg, up to and including termination from empioyment, and prosecution under the

California Penal Code.

l'acknowliedge that | have read and understand the entirety of this Agreement and agree to the terms
herein.

o Pnnt RCC Az

an: Mame | RIC Agent Signature

“n rR2orEseniElYE Mams

o
a

Z- County Agency .




TO! All Staff February 17, 2004

SUBJECT: Dress Paolicy
REFERENCE: Obsoletes AD 97-02

L. PURPOSE: To Establish Basic Policies on Attire for the Department and
tmployment Services

POLICY:

The tyne of atfire considered acceptabie varies with the particuiar assignment. However the
missior ¢f the department is to serve the public, coworkers, other agencies, and customers, who
observe stafi in both the fisld and in ths office. Thersfore, empioyaes of the Depariment of Social
and =mpioyment Services ars expected to wear clothing that is considerad acceptabie business
atiire consistent with responsibiiities.

. eainess. and

nis policy is intended to provide the basic standard of cleanliness
' epanment image, and

N
ppropriatensss. Pariicular atiention should be paid o saiety, d-
i

T
public interaction.

« Slippers (except if madically warranisd).
Flip flops, shower shoes, beach snoas or water socks

+ Clothing that expeses the stomach, midrif or waistline area.

+  Skirts, dresses, and skorts shorter than mic-thigh.

¢« Shorts.

«  Clothing with spaghetti, narrow or no straps that expose the back
uniess worn with 2 jacket.

« Sheer or lacey fabrics {uniess witr appropriate opaque layering).

Clothes generally used for recreation or exercise (i.e., gvm panis

uncovered spandex pants or tops).

+ Leggings when worn with tops shortsr than mid-thig

»  Tee-shirts that advertise or endorse products, sporis teams or entertainmant (smal

iogos identifying the prand are accepiable).

Clotning that is abscene, suggestive, demeaning. o

alcohol, tobacce, or drugs.

or shouiders,

. tank tops,

[N

.

Dther dress considerations inciude the following:

Clothes should be clean. in g
Clothing/shoes

‘ numoz: of
our buildings an

- ouneven

o




pavement, employses should avoid shoss tnat may cause difficulty on these
surfaces. o B

«  Clothing should be appropriate for the office envxronmen and ’m= customers served
(i.e., ‘warehotse duties vs. office vs. field).

e ._mploveoa sﬁouid be wel’ oroomed and adh?’re tu aﬁceohablc sLandardc o* personal
hygieng. =

RESPONSIBILITY:

It is the responsibility of ali staff to be aware of and comply with this policy. Any questions
regarding interpretation of this policy shall be promptly discussed by the employee with either
his/her supervisor or Human Resources stafi.

It is the responsipility of all department managers and supervisors to ensure the
consistent application. of the policy across divisions. Nan-compliance with this policy
shall resutt in corrective action, which may inciude disciplinary actior.

ELLIOTT C. ROBINSON
Dlrector

Sign and return page 2 for retention in your personnei file]



gpartmen: of Social anc Employment Services
Administrative Directive Number 04-02 (2/17/04)
DRESS POLICY

{ have been provided with a copy of the Monterey County Department of Socia! and
Empioyment Services' dress policy. Acknowledgment of its receipt and my
understanding of the palicy are indicated by mv signature below. {Detach this pags with
your original signature and submit to DSES Human Resourcas for retentior in vour
personnel file.}




Monterey County Department of Social Services

T0: All Staff January 31, 2000

SUBJECT: Department Computer Policy Statement and Agreement
IMPLEMENTATION: Upon Receipt ‘

L PURPOSE

This Administrative Directive provides policy and procedures for users of county, state
and federally provided computer equipment. This includes, but is not limited to,
individual desktop and laptop workstations, printers and network equipment. It is the
responsibility of every user to safeguard the equipment provided to them.

This directive provides important policy and procedures, which will:

¢ Minimize the potential for damage to workstations and equipment,
s Assure legal compliance with software usage,
* Assure maintenance of original configurations for easier troubleshooting, and
¢ Assure compliance with state system mandates.
1. POLICIES

A. ltis expected that Users of all computer equipment will not;

1. Install any personal software, including screen savers, without written
authorization from Administrative Services Division (ASD). Only standard
screen savers and wallpapers that came with the system may be used. This is
to protect against the introduction of viruses to the networks and comply with
contractual maintenance agreements.

2. Make any modification or configuration changes to network workstations (CMS,
ISAWS) without the prior written approval of the System Support Manager for
that system. This includes saving of any unauthorized, executable (.exe) files to
the hard drive.

3. Make unauthorized copies of county-owned software for personal, home or
other use.

4. Use “shareware” or other legally free software unless authorized by the PC
Support Analyst in ASD.

5. Copy in any form licensed, commercial software programs and/or written user

materials such as manuals for personal computers.

AD 00-03, Page 1 of 7
Computer Policy Statement and Agreement



10.

11.

12.

Use any software or hardware for violating copyright, licensing agreements,
trade secrets, personal use, entertainment, counterfeiting, fraud, breach of
confidentiality or any other unlawful and or unauthorized purpose.

Create a breach of security such as: “hack” into unauthorized areas, share
confidential passwords, cause information integrity to be in question, create
and/or activate a computer virus or any other destructive operation or connect
to unauthorized networks.

Monitor any electronic functions for the purpose of fraud, breach of
confidentiality, invading personal privacy, personal use, exploitation in any form,
or any other unlawful and/or unauthorized purpose (i.e., E-mail messages or
Network access).

install and/or use software for personal use including but not limited to: letters,
correspondence labels, databases of any kind, games, gambling, keeping track
of pools, raffles, programs to figure odds, stock market tracking, and real estate
transactions.

Take floppy disks home to complete work, unless a virus protection program is
installed on the home computer and the disk is scanned for virus prior to using it
on any DSS computer.

Inquire into cases/referrals not in their own caseload or those of their unit or
buddy unit. This includes any inquiries into information that is not related to the
performance of an employee’s authorized job duties. The Department may
provide confidential services to its own employee’s and their relatives. Such
cases/referrals are designated as “Sensitive” and the Department is committed
to maintaining strict confidentiality. The policies outlined in the current
“Confidentiality of Information” Administrative Directive, applies to all
cases/referrais and staff.

Write anonymous entries into case comments or send anonymous messages
over a network mail system. The Department expects that all communication
be conducted in a professional manner and that the author takes responsibility
for their case entries or comments.

Share passwords or user id’s for access into any system. Passwords are a
unique means to protect Department equipment and data. Passwords should
be changed on a regular basis and not be shared with others unless the nature
of the work environment calls for common passwords.

AD 00-03, Page 2 of 7
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B. In addition, it is expected that ISAWS computer users will not:

1.

2.

Make changes to default settings on any shared workstations.

Change Microsoft NT standardized settings such as color, wallpaper, screen
savers, and so on. This includes the creation of custom colors and
wallpapers. Changes in settings may affect the ISAWS application requiring
reprogramming by authorized staff.

Enter directory areas or open system files for any reason.

Enter the Control Panel except to activate Microsoft NT standardized
wallpapers and screen savers.

C. Equipment Maintenance

1.

It is expected that Users of all computer equipment will not:

a)

Eat or drink at or near the computer workstations or equipment. Food or
beverage damage can make the workstation inoperable necessitating costly
repair and/or replacement.

Place magnets or items with magnets on the CPU or monitor. Magnets
cause malfunction of the hard drive and diskettes.

Drop paper clips or staples into the keyboard. These can cause damage.

Write on or highlight any of the keys on the keyboard or any other part of the
computer workstation or equipment.

Piug any electronic devices with a heating element, such as mug warmers,
space heaters, coffee pots, hot pots or halogen lamps in the same electrical
outlet as the computer. These items use large amounts of power and may
cause circuit overloads and damage to the computer.

Relocate any CMS or ISAWS workstation, mouse or keyboard. This is to be
done by CMS or ISAWS Systems Support Staff. Advanced notification of at
least 48 hours is requested.

Relocate a mouse or keyboard from an unoccupied workstation to replace
equipment removed for repair or replacement. This is to be done, only
when necessary, by CMS or ISAWS Systems Support Staff.

Use more than 3-4 monitor blocks under the monitor, as this is a safety risk
and the monitor can easily be tipped over.

AD 00-03, Page 3 of 7
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i) Install any private printers to the ISAWS Computers. Requests for private
printers will be reviewed by the Administrative Services Division and
installed by ISAWS Systems Support upon approval.

i) Take equipment home for personal use, including but not limited to, mouse,
wrist rests, glare screens, etc.

k) Damage or misuse any equipment based on the policies within this
directive. Damage or misuse shall result in corrective action, which may
include disciplinary action up to and including termination.

2. ltis expected that all Users of computer equipment will:

a. Sign in and out all portable equipment, such as laptop computers, with the
appropriate Systems Support Staff.

b. Sign in and out all portable equipment such as emulators, overhead
projectors, PA systems, TVs and VCRs from Human Resources.

c. Return all portable equipment in the same condition that it was in when it
was signed out. It is expected that Portable equipment will not be left on an
unattended desk, as it may need to be locked up.

d. Report all non-functioning equipment, including portable equipment,
immediately upon return to the appropriate Systems Support Staff so that
necessary repairs can be made.

D. Acceptable Uses of Networks:

Department of Social Services provided network access is intended to be used to
conduct Department business. Employees are encouraged to use technical
resources as an efficient and effective business tool.

It is expected that Networks will be used in a manner that does not jeopardize
security, confidentiality, or potentially subject the Department to litigation as a result
of breaking any local, state or federal law related to privacy, public record or
copyright.

E. Unacceptable Uses of Networks:

Department provided network access may not be used for transmitting, retrieving, or
storing of any communications of a discriminatory or harassing nature or materials
that may be perceived as obscene. Harassment of any kind is prohibited by
Department and County policy. No messages with derogatory or inflammatory
remarks about race, age, disability, religion, national origin, physical attributes,
sexual preference or pornographic nature shall be transmitted. No abusive, profane
or offensive language or pictures will be transmitted through the Department’s
network.

AD 00-03, Page 4 of 7
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Electronic media may not be used for any other purpose that is illegal, against
Department policy or contrary to the Department’s best interest.

Computers and computer networks shall be used only for authorized Department
business.

Confidential or sensitive information will not be transmitted without additional
approved security measures or specific department authorization.

E-mail/Internet messages by County employees does not necessarily reflect the
factual or legal views of the Department.

It is unacceptable for employees to use networks for personal gain or profit, or for
personal reasons that would result in depleting Department resources, impeding the
organization’s ability to conduct business, or cause any interruption or delay in
service to the public.

Network Communication:

Each employee is responsible for the content of all text, audio or images that he/she
may place or send over the Department’'s network system. No electronic
communications may be sent which hides the identity of the sender or misrepresents
the sender as someone eise, unless authorized in writing by departmental directive.
All messages communicated on the Department’s network system should contain the
employee’s name. Any messages or information sent by an employee to another
individual outside of the Department are statements that reflect the Department. All
communications sent by employees via the Department’s network system shal! be
incompliance with this and other Department policies and may not disclose any
confidential or proprietary Department information.

The sending of e-mails will be limited to not more than 100 people at a time, due to
server capabilities.

. Network Security:

It is required that all Department networks with access to the Internet be protected by
a firewall approved by the Information Technology Department. Employees will
abide by departmental, local, state, federal, and Internet Service Provider security
policies as they apply to use within the Department. The Internet network
administration routinely monitors usage patterns for its network communication for
purposes of cost analysis, allocation, and managing the Department’s gateway to the
Internet.

All those using public networks such as Internet, intranet, and electronic mail should
be aware that any messages created sent, or retrieved over the Department’s
network are not private. Employees should use discretion when using public
networks with nonencrypted data, if data security and confidentiality is an issue.

AD 00-03, Page 5 of 7
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H. Computer Information:

All computer information created utilizing Department computing resources is the
property of the Department. It is subject to applicable legal privileges and
confidentiality requirements. All computer information entered on Department
computes is not private and is subject to disclosure upon the demand of authorized
Department offices at any time. The physical location of the computer does not alter
this policy. Unauthorized printing or changing of computer information is not allowed.

As a condition of initial and/or continuing usage of the Department’s e-mail/Internet
facilities and resources, all employees are deemed to have consented to Department
review and/or disclosure of e-mail/internet records. E-mail/Internet records are to be
treated like shared paper files, with the expectation that anything in them is available
for review by authorized Department representatives. Employees have no right or
expectation of privacy in e-mail/Interned communications. E-mail/lnternet records
may be subject to disclosure to law enforcement and/or government officials, or to
other third parties through the Public Records Act requiest, formal discovery process,
specific applicable statutes, or other process. Consequently, employees shall
ensure that the business information contained in e-mail/Internet records is accurate,
appropriate and lawful. The Department reserves the right to disclose employee e-
mail/Internet records to law enforcement or government officials, or to other third
parties without prior notification to or permission from the employee sending or
receiving such records.

{. Implementation:

This Administrative Directive will be reviewed with staff at Benefits Orientation, New
Employee Orientation or on the first day of employment, but no later than the fifth
day of employment, and the signature sheet will be retrieved and submitted directly
to Human Resources for filing in the employee’s personnel record.

The policies listed in this Administrative Directive are in accordance with the policies
issued by the County Human Resources & Employment Services Division.

System Support Staff have the authority to remove any unauthorized files or
programs if the user does not remove them upon request.

This policy will be reviewed periodically for appropriateness and applicability, and
may be modified within the sole discretion of the Department.

RESPONSIBILITY

It is the responsibility of all staff to be aware of and comply with these policies. Any
questions regarding the interpretation of these policies shall be promptly discussed by
the employee with his or her supervisor. The Supervisor will consult with Administrative
Services Division System Support staff if any conflicts regarding interpretations arise.

AD 00-03, Page 6 of 7
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It is the responsibility of all Department Managers and Supervisors to ensure that each
employee understands and complies with these policies. Non-compliance with these
policies shall result in corrective action, which may include disciplinary action up to and
including termination.

/s/ Marie Glavin 02/01/00
Marie Glavin Date
Director

I have been provided with a copy of the Monterey County Department of Social Services’
Computer Policy Statement and Agreement. My acknowledgment of its receipt and my
understanding of the policy are indicated by my signature below.

| understand that a copy of this acknowledgement will be placed in my personnel file.

Employee Name (Please Print)

Employee Signature Date

AD 00-03, Page 7 of 7
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All DSES Staff

May 24, 2010

SUBJECT: DSES E-MAIL POLICY

IMPLEMENTATION: Upon Receipt

PURPOSE:

This document describes information security requirements for use of e-mail in the
Department of Social and Employment Services (DSES).

POLICY:

The Monterey County e-mail system is intended for conducting County business. E-mail
must be used in a manner that does not jeopardize security, confidentiality of customer
information, and does not violate any County policy, or any of the local, state, and federal
laws relative to privacy, public record, copyright, or patent.

1.

(@)

Each person granted access to County network resources is responsible for the
content, syntax, and format of all text, audio, or images that he/she may place or
send over the network. No electronic communications may be sent which hides the
identity of the sender or misrepresents the sender as someone else, unless
authorized in writing by deparimental directive.

E-mail users do not own their e-mail messages and should not assume that their
communications are confidential or private. Every DSES employee is {0 exercise
great care in using e-mail, and understand that there is no expectation of privacy.

DSES employees may not broadcast e-mail messages {o a large number of user
without specific authorization by the Department Head or Branch Director. The
DSES Bulietin Board is to be utilized for messages for broad distribution.

Harassment of any kind is prohibited by County policy. No messages with
derogatory or inflammatory remarks about an individual’s race, age, disability,
religion, national origin, political affiliatiorn, physical attributes, or sexual orientation
shall be transmitted.

The Department reserves the right to disclose employee e-mail/lnternet records to
law enforcement or government officials. or to other third parties without prior
notification to or permission from the employes sending or receiving such racords.



6. All transmissions of sensitive data via e-mail must be encrypted. Please see the
DSES Encryption Policy (AD 10-02) for the detaiis.

7. DSES employees are not to open e-mail attachments from an unknown source. If
unable to verify the sender, call Systems Support at extension 4702 for assistance.

8. Chain e-mails are prohibited and are to be deleted immediately. The DSES
employee is to request the sender to discontinue forwarding e-mail of this type.

9. Automatic e-mail forwarding to third party e-mail service providers is prohibited by
County policy. Automatic e-mail forwarding violates regulatory requirements by
potentially sending sensitive data without user involvement and assurance of
appropriate security controls.

DEFINITIONS:
Chain E-Mail is defined as any message sent to one or more people that asks the

recipient to forward it to others and contains some promise of reward for forwarding it or a
threat of punishment for not doing so.

Sensitive Data is the information protected by government regulations; it includes

Personal Identifiable Information (PIf), Protected Health information (PH!), and Federal Tax
information (FT1).

Elliott Robinson, Director Date

Distribution: All staff
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TO: All DSES Staff
DATE: June 3, 2010
SUBJECT: Guidelines for Use of Private and County Issued Cell

Phones During Work Hours
OBSOLETES: AD 07-01
IMPLEMENTATION:  Upon Receipt

I PURPOSE

The purpose of this directive is to provide guidelines to staff regarding celt phone
usage while at work, as cell phone usage during work hours can become a distraction
to others.

II.  POLICY

It is Department policy for staff not to use their cell phones (including texting) unless
responding to urgent work-related matters or emergency personal matters during
work hours. This does not apply while employees are on a break or at lunchtime.

In general, the policy is for staff to turn their cell phones off, or silence them while in
the work place. This policy has special emphasis in meetings, in trainings, and while
working directly with customers where use of cell phones is inconsistent with the
department’s expectation of courtesy, respect and professionalism.

Cell phone use is disruptive to the work environment. In addition, when responding to
non-work-related issues, employees are unnecessarily distracted while responding.

III. GUIDELINES/PROCESSES

= Always turn cell phones to the off position or vibrate mode when in meetings, in
trainings, or customer interviews. Do not respond to personal text messages or
e-mails.

+ Do not excuse yourself to answer a call or taxt message unless it is an essential
work-related matter or emergency situation. Plan on returning the call/text

DSES/Adnyinistrative Services Page 1 0f 2 AD 10-04



during a break. Typically, business calls, texts and e-mails can be returned at a
later time.

» If your phone indicates an incoming caill or message let your cellular voice mail
service take the call. Listen to or read the message later when you are alone,
either at your workstation or on a break. This has special emphasis when you
are in a meeting, In trainings, or with customers.

¢ Personal, non-work related use of cell phones during work hours should be
limited to break time or lunch time.

« If you must answer an essential work-related or emergency situation call while
in a meeting or training, excuse yourself from the room and answer the call
outside the room. Let the person you are speaking to know that you may need
to end the call due to your work priorities.

» If you must respond to essential work-related or emergency situation e-
mall/text message while in @ meeting or training, do so as not to interfere with
the meeting or training and to limit distraction.

» When working directly with customers, be aware that cell phone use not
directly related to the interaction can be perceived of as extremely disrespectful
and should only occur if absolutely unavoidable.

e When possible, plan your callftexts before you begin work, during your break,
during lunch, or after work hours.

» Personal emergency situations are assessed on a case by case basis, but
typically will involve personal or family health and safety. Consideration is given
to the need for communication with the schools of dependent children that
cannot be handled during non-work hours, break time, or lunch time.

Please refer to AD#08-02 for guidance regarding use of cellular phones whne
erating a county vehicle.

i

Emott Robinson, Dlrector

Distribution: All staff
SR:sr

My signature below indicates my receipt of this policy and a copy of this
acknowledgement will be placed in my personnel file.

Employee Signature

Print Employee Name

Date
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COUNTY OF MONTEREY

, 'POLICYNO: IIPP-32.0
WORKPLACE VIOLENCE POLICY R

%Eff ive Date: ah 16, 1999
| OSHA Act of 1570 “General Duty Clause” 28 U.S.C Section 654, 5 (a) 1 %
of the Federal Occupational Safety and Health Act states that
“employers provide 2 workpiace that is free from recognized hazards
that are causing or likely to cause-d‘eath orrserious physical harm to its ‘

|

employees.”
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County of Monterey
County Administrative Office
Human Resources Division

Workplace Violence Policy
|. Purpose

To establish & program to manage the prevention of work place violence and a
process of intervention to protect employees from threats of violence in the work
place.

il. Policy Statement

It is the policy of County of Monterey to provide a safe and secure working
environment reasonably free from fear of violence, aggression, intimidation,
harassment or retaliation for all employees. Acts or threats of violence against the
life, health or wallbsing of employees or members of their family or their property
either in the workplace or in connection with that employee’s conduct of County
business will not be tolerated. Any such acts by County empioyees towards others
constitute grounds for disciplinary action up to and including termination from
County employment and may result in criminal prosecution. A threat may, in and of
itself, constitute grounds for discipline regardiess of whether or not the perpetrator
intended to carry out the threat.

This policy will address the hazards known to be associated with the three major
types of workplace violence as outlined by Cal OSHA.

« Type | involves a violent act or threat of violence by an assailant with no
legitimate relationship to the workplace that enters the workplace to commit a
criminal act.

« Type llinvolves a violent act or threat of violence by @ recipient of service
provided by our County such as a client, patient, customer, probationer, inmate
or juvenile ward.

« Type lllinvolves a violent act or threat of violence by a current or former
employee, supervisor or manager or any other person who has some
employment-related involvemnent with the County, such as an employee's
spouse or significant other, an employee’s relative or friend, or another persen,
other than a recipient of service, wno has a dispute with a County employee.

I1l. Definitions
(CIRT): The CIRT are employ

< Incident Response Team (CIRT) o
delegated the rasponsibility to evaluate and recommend course

23 who ars
s of action with
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County

regard {c anyone who has demonstrated acts or conduct which constitute &
threat or threats of violence in the work place. The foliowing employees and
their designees are designated as members of the CIRT

County Administrative Officer
County Counsel

Human Resources Director
Sheriff Department

in addition. appropriate Department Head and/or Division Manager or designee
may be invoivad.

Physical violen

ce: Unwelcome physical contact between two parties. Phy
violence includes

assaults, sexual assaulis or property damage de ibera‘nl

caused.
Verbal viclence: Threats, verbal abuse, or harassmentinvolving language
designad to threaten, intimidate or do harm.

Violent Acts:
a. Siri ng punching, slapping, spitling or otherwise assauliing another
DEerso
o} Fighiing or challenging anotner person to fight.
c. Grabbing, pinching or touching anothsr person in an unwanted way
whether sexual or otherwise.
d. Engagingin dangerous, threatening or unwanted horseplay.
Possession of firearm, replica f rmarm explosive devise, or incendiary
device on County property, in County vehicles, in other County equipment
or while engaged in activities for the County in other locations, unless
such possession or use is a requirement of the job or otherwise legally
permitted or authorized.
Use or threat of use, of any object intended as 2 weapon of aggression
(i.e. as opposed to justifiable self-defense), while engagad in County
pusiness at any location, or on County property, inciuding parking lots,
other exterior premises, or while in or using county vehicles.

@

vty

Weapons: Are defined as firearms, chemical sprays, clubs or batons, and
knives, and includes any device, tool, chemical agan* or other implement
capablie of bodily harm if it is used as a weapon or displayed in such a manner
to cause harm or threaten a person with harm.

Workplace: any iocation where County businass is conducizd by County
amployees inciuding vehicles and parking lois.

fo

biogaing, plans or drawings descriding, detailing. warning

VWritten violence: Writien threats including istiers, notes, taxting. e-m

[ A
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V. Prohibited Acts and Behavior

Employees of the County of Monterey shall not engage in,:encourage or promote
acts of harassment, intimidation, violence, threats, coercion, and abusive and/or
assaultive behavior toward an employee, a member of an employee’s family, or
other person, if in connection with that employege’s County employment; or
intentionally damaging property owned, operated or le"aSe’d—by?,th'é'.fCoUhty.

Department management is prohibited from authorizing er"npidy”ee‘s to carry
weapons while engaged in County business tnless carrying a weapon is required
by the job classification of the employee and there are specific policies and
procedures which govern the use and/or display of the weapon.

Employees engaged in County business shall not carry self defense weapons in
violation of any law or this policy. Employees who carry a legal self defense
weapon shall notify the department head in writing of what type of weapon is being
carried. Employess who carry legal weapons for seli-defense may be in violation of
this policy and may be subject fo personal civil liability and legal prosecution in the
event of accidental discharge or loss of the weapon; use, threat of use, or display
of the weapon while engaged in County business, or violation of any law related to
carrying a legal self defense weapon while engaged in County business. Examples
include but are not limited to: concealed weapon (handgun permit); mace, pepper
spray or other chemical agents; stun guns. : '

V. Responsibilities
CIRT Members

To facilitate the appropriate actions related fo any work place threat of violence
i 6 mobiize and direct the necessary resources to ensure the safety of County
employees, vendors, visitors and other member of tfie public and property.
Recommend to Department Heads alternative actions relative to the incident.

Department Heads, ,
. Report threats or acts of work place violence immeadiately to any member or
designee of the CIRT. :

»  Provide assistance possible to allow the CIRT to proceed in the assessment
and evaluation of the threat of violence incident. ‘

- Document pertinent information relative to the incident.

e Take the online Work Place Violence training.

» Ensure that the appropriate staif members receive the necessary training to
identify probable threats of work place violence. . :

« Ensure that appropriate action is taken relative to the incident. Examples are
disciplinary action, counseling. trauma intervention, medical referral, EAP
referral, efc.

-

- O —
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 Ensure that all members of the department are aware of this process and
understand the importance of timely reporting.

Managers and Supervisors

Managers and Supervisors share the responsibility for implemsnting and enforcing
the provisions of this program for County of Monterey. The employer shall;

« Conduct new employees arientation on the County Workplace Violenc

g Policies,
procedures and work practices.

« Conduct annual review of the County lliness and Injury Prevention Program
(IIPP) for Workplace Violence Policy with all employees

coo.

« Take the online TargstSafety Work Place Violence trainin:

(]

+ Presenttraining programs designad to address specific aspects of workplace
violence prevention unigue to each Department's working environmen:.

e Postordistribuis Workplace Violence Policy to inform employees and
management at all levels of this policy.

Implement and communicate 2 procedure that encourages employees to inform
management about workplace violence hazards or threats of violence

e nreats or acts of violence immediately to any member or dasignee
the CIRT, and to their Departmznt Head.

v

« Assure that incident documentation is accurately provided and reported in a
timely mannear.

« Document and maintain incident records and follow-up actions.

Employees

« Report threats of violence immediately to any member or designee of the CIRT,
and to a supervisor.

. Hcvlew the paolicy, 519 ne tmployee V‘/omplace Violence Policy
A
com

Acknowledgment form and fully oly.
» Request information from those who should be familiar with this policy (the
Trainer, SLDE'V’QOI’ Manager or Depariment Hzad) to clarify any points of

nty of Monterey Workplace Vioience Folic
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e Ensure compliance of this policy by refraining from behaviors thatare in
violation with this policy prohibiting threats or acts of violence in the work place.

. Provide all assistance possible to allow the CIRT to proceed in the assessment
and svaluation of the threat of work place violence

V1. Worksxte Securrty Rules

° Suspicnous Pmrsons AH =mplove=s shouid be alert to persons whose actions or
presence appears to be of suspicious nature not typically expected of an
ordinary employee, customer, or visitor. |f employses have doubts concerning
the intentions of any such person, they should avoid the individual if possible,

quickly but quistly notny a supowlsor and/or follcw other apphcable security
procedures. .

e Access to Premises: Employees should be on the premlses only during normal
business hours-or authonzem hours of work. .

« Visitors: Individuals not employed or contracted by the County ¢ should be
accompanied by a County e*‘ﬂpbyeo whan thcy are afforded access to areas
normally restricted to employeses only. ':mploy es bringing visitors shall
request authorization from 2 supervisor prior to afiording access ’tc areas
normally restricted fo employ es only.

VIl. Hazard Assessment

Each department will perform woerIaCc VlOlenC‘:‘ h a'rd assessments for security
in the form of pe riodic inspections. The County Safety Officer or. other designated
representative may provxdo assistance with the inspections. A hazard assesbmam
shall be conducted according to the following:

. When ihe [IPP for Workplace Violence is initially established.

« When new or previously unidentified workplace violence hazards are
recognized.

« \When potential workplace violence conditions warrant an inspection.
VIIl. incident Reporting Requirements

Episodes of workplace violence can only be reduced if employeses are willing o
report threats of violent behavior. ‘

@
<
)
wn
oy

Any employes who beli or
5

y = ne has been a subject of workplace vioience of
Is 2 witness of sush act shali rep £a

s
ort immediately the alleged incident of workplace
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violence or threat of violence to & Supervisor, Manager, Department Head or
Manager in the Human Resources Departmant. An employee may also report the
incident to the appropriate faw enforcemant agancy.

Information about a workplace violence incident will remain confidential and will be
disclosed only to these who have a nzad to know . No one who initiates a good
faith complzint or reports an incident under this policy may be subject tc adverse
personne! action.

Supervisors and Managers who have received reports of or have kKnowledge of
workplace violence situations shall complete "Appendiy B of the County of
Monterey Workplace Violence Policy Incident Report Form” and inform

A

Deparment Head and Human Rasources as soon as 00ossible,
! o

The appropriate law enforcement agency shall be notifiad of the incident, at the
discration of the Department Head,

Incidents involving workplace violence shal! be resolved by management,
employing disciplinary measures for employess, and sither appropriate steps taken
to deal with the public or referrad to local law enforcement,

Failure to report an incident shall subjact employeses tc appropriatz disciplinary
action.

Response to Immediate Threat or Danger

“nis policy does not require or encourags employees to intervene in a violent

situation or to place themselves in dangar

* Inthe event of an immediate threat or violent act contact law enforcament
oy dialing 9-9-1-1.

« All people, whether empioved by the County or not, should be evacuated
from the area, if it is warranied and can be done safely. The evacuation
shall follow the procedures contained in the Evacuation and Emergency
Action Plan section of the Injury and tliness Preveniion Plan (PP,

Investigations

[qN]

SER dic

determine if steps can be implemanted 1o prevent like incidents from recurrin
and/or to gatner information for possible criminal/civil action.

Workplace violence incidants involving County employess must be nvastigat
c

Q

he CIR tion into the incident within 48
nours of having receivad the report. Unon compietion of the investigation an



If there is employee misconduct, then disciplinary action will be taken against the
employee(s) involved. I - B o

If the risk or threat came from a member of the ppblic; the Agency will evaluate
security measiires and/or institute new procedures for dealing with the specific
public person and incident reported to appropriate faw enforcement authorities.

Xl. Monitoring

‘Departments shall monitor the effectiveness of the Workplace Violence controls in
place at their facilities to ensure compliance with the County’s Workplace Violence
Policy’s prevention practices. The County Safety Officer shall monitor the
Workplace Violence Policy for its effectiveness. o

Xll. Annual Inspections

Inspections for workplace violence hazards will be conducted annually in the
context of the annual Injury and lliness Prevention Program audit. This inspection
~will consist of identification and evaluation of the potential hazards of any changes

in workplace function. Records of workplace violence inspections, including the
name of the person conducting the inspection, are to be recorded and retained for
five years. Bl S T e o

Xiii. Employees Participation

All employees are encouraged to take an active role in creating a safe work
environment. Any questions or-comments regarding this policy shall be directed to
the Human Resources Depariment. TR LT R

XIV. Disciplinary Procedures

Employees found to be in violation of this policy will be subject to disciplinary
action, up to and including termination of employment. An employee convicted of a
violent crime, or engaging in off-duty behavior which violates this policy, may be
subject to disciplinary action, if, during the crime or behavior, the employee
represented him/herself as a County employee.

Appropriate actions may include;

« Immediately placing an employee on Administrative Leave, and having the
employee leave the premises, pending investigation; and/or,

« Asking any threatening or potentially violent person 1o leave the site; and/or,

« |mmediately contacting an appropriate law enforcement agency, if necessary,
to assure safety is maintained and removal of the offender from the work site
and to detarmine if a violation of the law has occurred.

RN -
County of Monterey Workplace Violence Policy



XV. Policy Support Elements

Critical Incident Policy: This policy has been establishad by the County
Administrative Office to provide supervisory referrals to the Employee

Assistance Program (EAP). The referral assists employees who have experienced
a traumatic incident while performing their duties.

County Personnel Policies and Practices Resolution: The County Counsel's
Office assists departments in responding to employee discipline issues. The
Human Resources Division, County Administrative Office assists depanments in
complying with personne! regulations.

County Ordinance 3837: The Monterey County Code establishes policies and
procedures for the investigation and resolution of discrimination complaints. These
complaints may be related to harassment, threats, acts of violence, and other

human rignts violations. The Equal Opportunity Office provides assistance in
resolution of these complaints.

County Safety Program: Section 32.0 of the County safety manual, Injury and
lliness Prevention Program, provides guidelines on workplace security.

The County Safety Officer, Human Resources Division, County Administrative
Office assists departments in compliance with safety regulations.

Temporary Restraining Order: The County Counsel's Office will assist depariment
managemeant in obtammg an employer's workplace Temporary Restraining Order
(TRO) when circumstances warrant.

Poiicy Compiiance: The Human Resources Division, County Administrative
Office s authorized by this policy to audit departments to assure compliance with
this policy. The Human Resources Division may aiso recommend and imnlement

L
training, surveys, or other quality control procedures to evaluate the effectiveness
of this policy.

County of Monterey Workplace Violence Policy



Appendix A

County of Monterey
County Administrative Office
‘Human Resources Division

Employee Workplace Violence
Policy Acknowiedgement Form

The County of Monteray is committed to providing and maintaining a safe work environment
free from the threat of violence, aggression, intimidation, harassment or retaliation for all
employees and the public. Itis the policy of the County of Monterey that thr

A v . : > Lounty A hreats of violence or
violent behavior, direct or.implied, wili not be tolerated in the workplace. A

lie oL be tolerated in the lace. . Acts or threats of
violence against the life, health, and well being of employees or members of their family or their
proparty either in the workplace or in connection with that employes’s conduct of County
business will not be tolerated.

This policy covers acts or threats of violence, whether made directly or indirectly, including but
not limited to: words, gestures, correspondence, phone calls or other electronic communication,
symbols or-physical acts which threaten the safety or security of County employees or which
may inhibit County employses from conducting business or providing services in an.
environment of safety and security. This also includes, but is not limited to, threats on County
premises, at County functions or any other location where viclence or.threats of violence may
have an adverse impact on the County’s ability to do business or provide services.

harassment, intimidation, violence, threats, coercion, and abusive and/or assaultive behavior
toward any person while in the course and scope of employment. Department management is
prohibited from authorizing employess to carry weapons while engaged in County business
unless carrying a weapon is required by the job classification of the employee and there are
specific palicies and procedures which govern the use and/or display of the weapon.
“Weapons” are defined as firearms, chemical sprays, clubs or batons, knives, and includes any
device, tools chemical agent, or other implement capable of bodily harm ifitis used as a
weapon or displayed in.such a manner to cause harm or threaten a person with harm.

Employees of the County of Monterey shall not engage in, encourage or promots acts of

work is condusted shall be reported immediately to department supervision. Supervisors shall
assure the incident is reported directly to the Department Head Immediately.

Threatening Statsments or actions, or violent behavior at any County Workplace where County
Employees are encouraged to contact the appropriate law enforcement agency in cases where

there is an imminent potential for violence.

Employees found to be in violation of this policy will be subject to discipiinary action, up to and
including termination of employment.

| acknowledge that | have received, read, understand and have been trained on the
County of Monterey Workplace Viclence Policy.

Employee Name (please print clearly) Depariment

Employee Signature Date

County of Monterey Workplace Violence Policy
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Appendix B

County of Monterey Workplace Violence Policy
Incident Report Form

Instructions:
This form shall be use

or violations o7 the ‘uouw of Monterey Workplace Violence Policy. Narratives and other

documentation may be attachad.

Reporting Depariment: Division:
Address/Location of Incident:

Date of Incident: Time of incident:

Description of incident: {(Sequence of avenis and circum

)

®

Description of Fatalities, Injuries, Property Damag

C\,»

Names of employses involved (Attach empioyes watemeants):
Name or description of others involvec (Altach statemants):
Name or description of witness(s) (Attach statements):
List responding public safety agancies:

Any attachments? Yes No If yes, describe:

A copy of this report will be sent to and verna! notification was mads to:

County Counse! Date/Time: Name of contact;

by Managers/Supervisors to documsn: incidents of wor Kpiace violence

CALD/ HR/Risk Date/Time: fName of contact:

Department Head Date/Time: Name of contact:

—

Report by (f\Aanager,’Superviso: print nams)

Signaiure (Managar/Supsarvisor

Titie: Phone Date

County of Monterey Workplace Violence Policy




Incident Investigation Follow up Report

Incident Type:

Injured Employee:

Inc¢ident Date: "

Incident Investloahon Closed Date

& Corrective Actions (actions By who | By when Completed Comments —1\
short term, intermediate, and Y/N and !
L_onq term) ! i - Date |
i ‘] ! i ‘5
\ 1 [ i
| | | |
| | | |
{ ‘ i ‘
i . | %
‘ |
| |
| |
| | |
| 1 |
| |
‘ !
‘ | |
‘ |
I
! '1
i | |
| | |
i i
| 1
L. | | ‘
i |
| I
n
|
|
!
l |
i
|
!
|
! t
| | |
| |
i ; ‘
s ! {
| | 1
| | |
i ! |
i | 1
; . £ l
|
I ! \
a | |
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Appendix C

Policy Revision History

Updates

fective Date

* Added Cover Sheet

Added Table of Contants

¢ Included Appendix A — Policy
Acknowledgement Form

o !nﬂlud d Appendix B — incident Report

Form with minor updates

* Added Appendix C - Policy Revision
History

e Changed the bullet format from
numerical to Roman numerals

+ Added “Acts” to Prohibited Behavior

+ Minor Responsibilities

» Added Employes Responsibilities

»  Added Worksite Security Rules

* Added Hazard Assessment

« Minor modifications to inciden:
Reporting Requirements

¢ Added Investigations

* Added Monitoring

* Added Annual Inspections

* Added Employee Participation

* Added Approval section

i
Date , Revised By |
3/16/1995  Gary L. Metzler
| 7/9/2009 ] Maria C Sandoval
| .
|
i
[
I
|
|
1 | ;
| |
| |
T0/28/08  WMaria C. Sandoval
'2/572010 | Maria C. Sandoval

* Added the CIRT (Crisis Incident
Response Team)

» Separated the responsibilitiss by
CIRT, Department Head, Managers
and Supervisors and by employees

County of

fMonterey Workplace Violence Policy
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6. In.order to assure enDlovea dru -free awa eness and policy, the
County shal 1 provide. the Lollow1ng DrogLamA,or all County
emplovees ‘and volunteers:  distribution to each County employee
and volunteer -of (1) a.brochurs on the aadgers ofidrug =sbuse;
(2) a¢er¢bu;10ﬂ:-o all. Couﬂgy omployees and Volun*eers of =&
copy of this policy, and_(B)v issemination of imnft o*mauwon
vega*¢ ing the Coulty Embloyee hssistance program, in order to
provide counseling and/or referral for extended couﬂsellng
aﬁq/or treatment of drug-related problems. In audlblon, copies
of. ap*Wl able . Mon;e:Py ﬁoun;y ”OlTECL;Ve bargalnlng agreements
and - of the current Monte : ersonnel’ RESOlUu‘O“, as
amanded, .shall be- avail ble =t each depa*tmcnt work site for
County emDTovea and vol un;eerg“ev1ew.' i

7. mhe Counby w111 to conklnuc__o maintain

PLSSED ALD ADOP ED oh',,v _ dav of Jul 991, upon motion of

Supervisor Del Piero, _ : 73 Strasser Kauffman, by

the folWO”“na'vot:,

AYES:  Supervisors Del pi ins, Karas & Strasser

hau_fman- : :

NOES: .Nane. .

ABSENT: None. :

[ ERNEST K. MORISHITA, Clerk of the Board of Supervisors oi‘the County of Monterey, State of California, he reby certﬁy'ng
io wgmng|<" m;gopyo an GNMHa‘OHPFDL‘WdBOddG»SUDFVGO"CMh/mGG and enteredin i srmnMesh reof at page
Minute Book 05 on_Julv 23. 1991
Daed  July 23, 1991

ERVEST’V.hAOP!oﬂTT» Clerk of the Boarc
af Super» ors, County of Monterey
State o Galifornia. ” o

termination, as provided for in . any applicable collective
bargaining ag*‘eo*ne.n+ Coverlna Thea. cm.loyce ana/OV'thc Monterey
uoany personnel Resolution, as amended und/or Wills IEUUl“
that the convicted employee participate satisfact torily in a
drug abuse assistance or *ehabl itation program approved for
such purposes by a-.federal, :stateor. ‘o:ai heal_h, dlaw
enforcement or. .other. amm*oprla::,agaﬁcy‘ : o

L /4
By ;Yf//if ﬁi/f / /'/é//-//

8y



Monterey County
Policy Acknowledgement Statement

By my signature, I acknowledge that I have been provided with a copy of the Monterey
County Drug-Free Workplace Policy and understand that the purpose of this policy is to
protect the health, safety, and weli-being of employees, volunteers and the public.

1 understand, as an employee or volunteer of the County, that I shall, in the
nerformance of my duties, while on County property or at a County location, not
engage in the unlawful manufacture, sale or distribution, dispensing, possession, use,
or be under the influence of a controlled substance.

Additionally, T understand that employees or volunteers engaged in the performance of
duties or servicas pursuant to a Federal grant or contract must, as a condition of
employment, notify the appointing authority (or his/her designee) of any criminal drug
statute conviction for a violation occurring in the workpiace no later than five (5) davys
after such conviction.

Name of Employee (Print)
|
| Signature Dat

joS]
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EQUAL OPPORTUNITYAND NON-DISCRIMINATION POLICY
L. INTRODUCTION

[t is the policy of the County of Monterey not to engage in unlawful discrimination against or
harassment of any person employed or seeking employment or contracting with the County on
the basis of race. color, national origin, religion, sex, gender identity, pregnancy, physical or
mental disability, medical condition (cancer-related or genetic characteristics), ancestry, marital
status, age (40 and over), sexual orientation, citizenship, status as a covered veteran, or any other
classification protecrea by local, state, or federal law.

iL. EQUAL OPPORTUNITY

-

As provided by State and Federal laws, the County of Monterey will ensure equal opportunity
and nondiscrimination in all personnel, business and services related actions. The County
maintains and promotes 4 poil of equal opportunity and is committed to maintaining a work
environment that is free from unlawful discrimination. The County will be successful only when
people are treated fairly and aliowed to advance and achieve their full potential. The County is
proud to extend equal opportunities to all qualified employees, individuals, job applicants and
businesses without regard to protectad classifications.

do

based ¢ tion that unlawfuily affec

o

employment or compensation, terms or privileges of an individual’s employment, potential
employment, business or services with the County are prohibited by this policy. This includes
unlawful decisions, actions and practices that oceur in the course of recruitment, testing, hiring,
work assignments, salary and benefits, working conditions, performance evaluations,
promotions, raining opportunities, caresr development and advancement, transfers, discipline,
dismissal or any other application or selection process relating to County employment, or the
provision of County services or business opportunities.

III. HARASSMENT

It is the policy of the County of Monterey to promote an environment free from harassment
having the effect, either directly or indirectly, of unlawful discrimination. The County values its
employees and strives to provide a nurturing environment where there is mutual respect and
support. To foster such an environment, the Count\’ ts committed to maintaining an environment
that is free from harassment because of a protected classification. Harassment based on a
protected classification is strictly prohibited.

Harassment is a form of misconduct that undermines the integrity of the 2mployment
environment. Harassment is any behavior that intimidates, threatens, degrades, torments, or

pilaces demands on another, based on one or more of the categories listed in the Introduction, te



the extent that the conduct unreasonably interferes with the employee’s work performance or
creates an intimidating, hostile, or offensive work environment.

Examples of harassment mclude bUL are not hrmted to:

. Verbal conduct sueh as ethnr or racxa] s]urs epxthets derovatorv or. msultmﬂ

comments, tauntmg, hecklmg, unwanted sexua! advances or commients, racial or
_sexual ~;okes ' ‘

e Physical conduc suvh as mapproprlately Impede or. blockmo movement
gestures, or unwelcome touchmg, oL R P

e Visual conduct, such as derogatory or sexually. onented posters photovraphs
letters or other writings, emails, cartoons or drawmws

It is the polm of the County of Monterev that such harassment shall not be tolerated condoned
or trivialized. Any’ ha"ass\,r ifa Countv employe manaoer or offczal shal be subject to
appropnatv dlscxplme inc "dmc posmbie dxsm sal : od by the appropmate departmen~
head or appointing auth 'm upon due con de atlon oft vrmdmos and reuommendatnon of the
Equal Opportumt) 1cer A harasser who'is a contractor Vendor reCIpxent of County services
ot volunteer shall be SUbjGCt to appropnate correetxve actlon ‘

IV. APPLI CABILITY

This policy apphes to all County employees at on-site and ofi-site workplaces, elected and
appointed County officials, applicants for County employment and promotion, bidders and
contractors who seek to do business with the County or its agencies, and recipients of County

services. This policy also extends to conduct by r‘ount}, employees ofﬁcxals and contractors
towards members of the puohe relatmo to Count} busmess or ser\nces. S

This palicy not omy prmects mdmduals from p ohlblt d nduot‘b ause of thelr own protected

status, but also protects individuals from conduct motivate al or percewed race,

religion, national origin, disability, or other protected status of other persons with whom they are
associated.

These protections apply to actions, whether or not intentionally offensive or specifically directed
at a particular person or group, that violate this policy. ‘

Some offensive acts or remarks may vnolate thls pohc} even if they are not so severe that they
violate federal, state or local discrimination laws. The Counw may msmphne conduct that
violates this policy even if the conduct does not violate a law prohlbxtmg discrimination. This
policy is intended to promote a discrimination-free workplace but not to create new rights.

All County employees are expected tc be respectful of all of their co-workers and members of
the public, and to be sensitive to the effects of their behavior on those around them.



V. RETALIATION

Applicable laws prohibits retaliation for complaining abou: unlawful discrimination or
harassment. It is a violation of this policy to retaliate against or harass any person who esserts
his or her rights regarding employment discrimination by:

1

1) opposing discriminatory practices in the workplace;

2) complaining about prohibited conduct; or

3) participating in any way in the complaint, investigation or reasonable accommodation
processes.

It is also a violation of this policy to retaliate against or haress someone because of his or her
association with such an individual. Acts of retaliation are subject to appropriat
action, up to and including termination.

2 corrective

Behaviors which may be considered retaliatory include, but are not limited to: threats,
eprimands, negative evaluations, harassment, refusal to hire, denial of promotion or job benefits,
demotion, suspension, discharge, negative references to prospective employers, or other actions
negatively affecting the terms, conditions or privileges of employment or the receipt of County
Services.

1

behavior that is protected from retaliation under this policy include, but are not
limited to: expressing an intent to file a charge or complain: alleging prohibited conduct;
participating as a witness in a discrimination complaint investigation, administrative proceeding,
hearing or trial; and/or seeking a reasonable accommodation.

j=h

VI. RESPONSIBILITY

County Department Heads, managers, and supervisory personne! are responsible for
implementing this policy within their areas of responsibility. Also, they shall ensure that
individuals in their areas of responsibility are informed of their rights to & discrimination and
harassment-free work environment, and of the appropriate steps to take if they believe that these
rights have been violated.

Any member of County management and supervisory personnel who receives a report involving
notential discrimination, harassment, or retaliation is responsible for complying with the

'

procedures established by the Equal Opportunity Office and making prompt contact with
Countv’s Equal Opportunity Office.

(‘J

Under applicable [aw, supervisors and non-supervisors mav be personally liable for unlawfu!
harassment perpetuated by the emplovee.

(SR



Department Heads shall be responsible for coordinating and cooperating with the Equal

Opportunity Ofnce‘ or d sxvnep in resolvmcy complamts mvo]vmc employees in thpxr respective
departhnts - '

The County shall ensure that Contractors WJth the County be’ responsxbl for mourmo that
effective policies and procedures concc-rnmo the preventlon of dlscmmmatlon and harassmewt
exist in their companies as part of the requirements tnder the equal employment

opportunity/nondiscrimination clause of their contracts wuh the County.in a'manner consistent
with purpose and mtent of this oollcy

Vﬁ. RLJPORTING DISCRIMI\ATIOI\ OR HARASSMENTS COMPLAII\TS

An employee or job applicant who believes that s/he has been subjected to unlawful
discrimination, harassment, or retaliation is encouraged to immediately report the :complaint to

the appropnate supervisor, manager, Department Head, approprzate Human Resources personnel
or the Coun‘w Equal Opportumty Ofﬁce

A Complam*s of unlaw‘u dlscnmmatlon or haracsmpnt shall be processed in accordance with the
proc\.dures estabhshvd by th° Equa Opportumty Ofﬁce Informamon about the process for filing

complamts can be obtamed by contacting the. County s Equal Opportumtv Office at (831) 755-
5117, 0t through the EOO website at http://www.co.monterey.ca.us/eqopp/.

VIII. POLICYDI‘SSEMINATION

The Equal Opportumtw Officer is respon51b1 fo* ensuring that this policy is implemented and
disseminated appropriately.

IX. TRAINING

The Equal Opportumty Office shall be responsxbl fol rormulauno and coorumatmo trammo on
this policy for voumy Vmp oyees and ofﬁmals i

Each Department Head shall be respon51ble for ensuring its emplo

ees complete the training
provided by the Equal Opportunity Office. e



PREVENTION OF SEXUAL HARASSMENT POLICY

1. INTRODUCTION

The County of Monterey is dedicated to providing a professional working environment
that embodies mutual respect for the dignity and worth of its employees. Accordingly,
cach Monterey County official, employee and agent should be individually responsible
for maintaining an environment free from all forms of discrimination, including sexual
harassment, intimidation, retaliation and coercion. The County is committed to providing
2 work environment free from sexual harassment.

II. APPLICABILITY

This policy applies to all County employess at on-site and off-site workplaces, elected
and appointed County officials, applicants for County employment and promotion,
bidders and contractors who seek to do business with the County or its agencies, and
recipients of County services. This policy also extends to conduct by County employees,
officials and contractors towards members of the public relating to County business or
services.

This policy applies to all phases of the employment relationship, including recruitment.
testing, hiring, job assignments, co-workers, subordinate employees, or supervisors. Any
employee or official found to have acted in violation of this policy shall be subject to
appropriate disciplinary action, including

warnings, reprimand, suspension, and/or
termination.

Similarly, the Counry will not tolerate sexual harassmen: of its employees, applicants. or
contractors by non-employees, such as third party contractors, vendors, clients and/or
custorners. The County should be immediately alerted to any such conduct so that it can
take immediate and appropriate corrective action to prevent further harassment.

III. DEFINITION OF SEXUAL HARASSMENT

Sexual

S

harassment is defined as unwelcome sexual advances, requests for sexual favors,
and other verbal or physical conduct of a sexual nature when:

(D submission to such conduct is either an expressed or implied term or condition of
an individual’s employment: or

(2)  submission 1o or rejection of such conduct is used as the basis for employment
decisions affecting such individual: or

() such conduct has the purpose or effect of unreasonably interfering with an
individua!’s work performance or creating an intimidating. hostile, or offensive

work environment.



Sexual harassment need not -be motivated by sexual desire or.gratification, and may
include nonsexual conduct motivated by the violator’s hostility toward the victim’s
gender, or toward the victim’s nonconformity to gender stereotypes. - Sexual harassment

1nclud°s not only conduct motivated by gondor bu’t also by preonancv chxldmrth ora
-related condition.. : : lim

SeAual ha"assment also encompasses retaha‘uon when based upon the termmatxon of a
prior intimate- relatlonshlp The work environment for. Countv employee xtends to non-

work piaoes and :non-work hours- when the v1olator contmues the behavxor outside the
normal workplace.

Prohibited acts that constitute sexual harassment may take a \'a}iety of forms. Examples

of the kinds of conduct that may constitute sexual harassment include, but are not limited
to: : ' ' ‘

1. Repe ated -unwelcome sexual propositions, invitations, solicitations and
: ﬂlrtations » O T

8

Stated or xmphed threats that a person s employ ment, wages, opportumtles for

promotion, or other conditions of employment may be adversely affected by
not submlttmU to sexual advances R

(S I

Promised, or granted favored treatrnent in hiring, promotion, discipline, or
other employment decisions, in exchange for sexual favors.:

4. Repeated and pervasive unwelcome verbal expressions of a sexual nature,
including -graphic sexual commentaries about a person’s body, dress
appearance or sexual activities; the unwelcome use of sexually degrading
Ianouage,Jokes or mnuendoes unwelcome: suggestwe or msultmg sounds or
whxs’des obscene gestures. :

5. Unwanted exposure to sexual graffiti, photographs, electronic transmissions or
suggestive Obj”CtS

6. Unweleome and inappropriate touching, patting, pinching, unnecessary

brushes, blocking normal movement, or assault.

V.  COUNTY’S RESPONSIBILITY

The County is responsibie for taking all reasonable steps necessary to prevent sexual
harassment from occurring. The County’s efforts in this regard include, but are not

limited to, training, providing counseling, investigating complaints and taking appropriate
corrective actions.

In order to ensure that offensive conduct does not rise to the level of conduct which 1s
illegal, the County will not tolerate a violation of this policy which either by itself or
when repeated would constitute sexual harassment.



An employee or official engaging in prohibited conduct shall be subject to appropriate
disciplinary action, up to and including termination of employment, regardless of whether
the employee or official engages in prohibited conduct only once.

V. SUPERVISORS” AND MANAGERS’ RESPONSIBILITIES

Supervisors and managers are in key positions to ensure a discrimination-free workplace
ts maintained by not engaging in, and correcting inappropriate behavior in the

e workplace.
t is the responsibility of supervisors and managers to ensure that their ares of

responsibility s in full compliance with the County’s sexual harassment policy and to
take all necessary steps to prevent sexual harassment.

p—

Supervisors or managers are obligated by law and policy to address potential issues of

sexual harassment once discovered. even in circumstances where the managers and

supervisors are not the direct managsr or supervisor of the victim or the alleged harasser.

Any Department Head, manager, supervisor, or designated employee responsible for

reporting or responding to sexual harassment who knew about the harassment and took

no action to stop it or failed to report the prohibited harassment also may be subject to
disciplinary action.

epartment Heads shall be responsible for coordinating and cooperating with the Equal
Opportunity Officer or designes in investigating and resolving complaints involving
employees in their respective departments.

VL.  EMPLOYEE’S RESPONSIBILITY

Employees who believe they are or have been subjected to sexual haressment in the
workplace have an obligation to report the incident(s) to their immediate supervisor, &
manager, appropriate Human Resources personne!, a Department Head, or the Equal
Opportunity Officer. Employees should also understand the importance of reporting
incidents promptly to assure that further incidents do not occur. Complaints of sexual

harassment shall be addressed in accordance with the County’s Discrimination Complaint
Procedures.

It is important for all employees to understand that failure to utilize the County’s

procedures to report violations will hinder the County’s ability to stop and correct
violations.

it is the responsibility of all County emplovees to ensure a discrimination-free work

[ the County determines that a County smplovee intentionally provided false information
regarding a complaint, then corrective action may be take

aken, up to and including
terminatiorn.

150




VII. RETALIATION

It is a violation of this policy to retaliate or engage in any :form of reprisal because a
person has raised a concern, filed @ complaint of, or been a witness to sexual harassment.
Sexual harassment also encompasses retaliation when based upon the termination of a
prior intimate relationship. Any act of retaliation will be treated as 2 separate and distinct
incident, regardless of the outcome of the sexual harassment complaint. Acts of
retaliation are SUb)"Ct to approprxate correctwe action, up to and mcludmc7 termmatlon

VIIL CONFIDENTI ALITY

All information received in connection with i mquxms or w1th the ﬁlmg, investigation,
and resolution of sexual harassment, discrimination, and retaliation complaints is treated
as highly sensitive and confidential. Employess authorized by the County to receive and
investigate complaints are require’d to maintain confidentiality to the extent possible.

IX. POLICY DISSEMINATI 0\

The Equa Opportumty Ofnce is responsxole for ensuring that the pohcv and complaxm
procedures relating to sexual harassment is disseminated.

X.  TRAINING

All new employees will receive sexual harassment prevention training within (6) six
months of their employment and every two (2) years thereafter. County officials,
Department Heads, managers, and supervisors shall receive sexual harassment prevention
training for supervisors and managers, in compliance with state law.

Upon being promoted to & suporvisory or managerial position, the newly promoted will
attend a training class for supervisors and managers on sexual harassment prevention,
regardless of the date of their most recent sexual. harassment training as an employee

The Equal Opportunity Office shaII be résponsibie for formulating and coordinating the
training program on sexual harassment prevention.

Each Department Head shall be responsible for ensuring its employees are trained in
accordance with direction provided by the Equal Opportunity Office.
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TO:! All Staff June 30, 1998

SUBJECT: Non-Discrimination/Non-Harassment Policy
Supersedes Administrative Directive No. 85-11

IMPLEMENTATION: Upon Receipt

L. PURPOSE

This Administrative Directive provides policy on equal employment opportunities and non-
harassment.

L. POLICY

The department is an equal opportunity employer and makes employment decisions on the
basis of merit. We want to have the best available person in every job. Departmant policy
prohibits unlawful discrimination based on race, color, creed, sex, religion, marital status, age,
naticnal origin or ancestry, physical or mental disability, medical condition, sexual orientation, or
any other consideration made unlawful by federal, state or local laws. All such discrimination
is unlawful. The department is committed to complying with all applicable laws equal
employment opportunities. The department also complies with equal employment opportunity

and affirmative action poiicies of the Local Agency Personnel Standards (LAPS) outlined by
Merit System Services.

The department is committed to providing a work environment free of unlawful harassment.
Department policy prohibits sexual harassment, and harassment based on pregnancy, childbirth
or related medical conditions, race, religious creed, color, national origin or ancestry, physicai or
mental disability, medical condition, marital status, age, sexual orientation or any other basis

protected by federal, state, or local law, ordinance or regulation. All such harassment is
uniawful.

The department's equal employment opportunity and anti-harassment palicies apply to all
persons involved in the operation of the department and prohibit unlawfu! discrimination and
harassment by any employee of the department, including managers, supervisors, and co-
workers. Any breach of the department’s or the county’s equal employment opportunity and

anti-narassment policies shall constitute grounds for discipiinary action, up tc and including
dismissail.

DSS/HUMAN RESOURCES Page 1 0of 2 AD 98-05



. GUIDELINES

Harassment may include, but is not limited to, the following behavior:

~
a.

b.

€.

Verbal conduct such as epithets, derogatory jokes and/or comments, siurs and/or
unwanted sexual advances, offensive invitations, and/or intimidating comments.
Visual conduct such as derogatory and/or sexually-oriented posters, photography,
cartoons, drawings, and/or gestures.

Physical conduct such as assault, unwanted touching, blocking normal movement,
and/or interfering with work because of sex, race, and/or any other protected basis.
Threats and demands to submit to sexual requests as a condition of continued
employment benefits, favored work assignments, and/or promotions in return for
sexual favors: and

Retaliation for having reported, and/or threatened to report, harassment.

V. PROCEDURES

If you believe that you or someone else has been discriminated against or harassed in any

manner by

any Monterey County official, employee, or agent, you may file a complaint with any

of the following without fear of retaliation or reprisat:

>

Ommoow

Your supervisor;

Your supervisor's supervisor, or any other manager in the department:

The department’s Personnel Manager or other Human Resources staff:
The County Affirmative Action Officer:

The California State Personnel Board;

The Equal Employment Opportunities Commission (EEOQC)
The Department of Fair Employment and Housing (DFEH).

'

The department is willing and abie to discuss with any employee during working hours the

proper implementation of this policy. It is the county’s policy to attempt to resolve complaints of
discrimination or harassment at the lowest possible level.

[S/ Marie A, Glavin

MARIE A. GLAVIN, Director

MAG:sr:lat
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COUNTY OF MONTEREY
EQUAL OPPORTUNITY FOR PERSONS WITH DISABILITIES
AND REASONABLE ACCOMMODATION POLICY

L. POLICY STATEMENT

The County of Monterey (County) is committed to providing equal access and
opportunity to qualified individuals with disabilities in its employment practices,
provision of public services, and access to governmental facilities. The County
will adhere to the Americans with Disabilities Act of 1990, as amended, the Fair
Employment and Housing Act, and all other applicable federal and state laws,
regulations, and guidelines with respect to providing Reasonable Accommodation,
as necessary, to afford equal emplovment opportunity and equal access to
programs, services, and benefits for qualified individuals with disabilities.

II.  PURPOSE

This policy is intended to assist applicants for employment,

y 3
individuals desiring to participate in County programs or activities, and department
supervisors and managers in requesting and processing reasonable accommodation

requests.
III.  DEFINITIONS

The following definitions are provided solely as a guide to assist in the
interpretation and application of this Policy. Further detail is available from the
County’s Equal Opportunity Office and is also set forth in the Americans with
Disabilities Act (ADA), as amended, the California Fair Employment and Housing
Act (FEHA), Californie Government Code section 12926, related federal and state
laws and regulations, and cases interpreting those acts and regulations.  The
following definitions may be subject to change in applicable law.

Individual with a Disabilitv — An individual with a disability is & person who has a
physical or mental impairment that limits the performance of one or more major
life activities, has a record of Impairment, or is regarded as having such
impairment.



Reasonable Accommodation — A reasonable accommodation means modifying or
adjusting practices, procedures, ‘policies, job duties, or the work or application
environment so that a qualified ‘individual with a disability can perform a
position’s essential functions, and/or enjoy equal employment opportunity.

Each reasonable accommodation request will be evaluated on a case-by-case basis,
<o that the accommodation provided meets the needs of the individual with the
disability, and will allow him/her to perform’ the essential functions of his/her job.
Reasonable ‘accommodations. may include; but are not limited to: - special

esting/interview arrangements, ‘accessible work . and test sites, a modified work
schedule, a leave of absence, alternative job placement, ‘modified -equipment,
assistive devices, supportive services - assistants, worksite modifications, job
restructuring or placement in a vacant position or class where they can perform the
essential functions in a job with or without reasonable accommodation. -

Qualified Individual with a Disability - A qualified individual with a disability 1s a
person with a disability, who meets the skill, experience, education, and other job-
related requirements of the position held or desired, and who is able to perform the
essential functions of the position with or without reasonable accommodation.

Mental Impairment — Mental impairment includes, but is not limited to, having any
mental or psychological disorder or condition, such as mental retardation, organic

brain syndrome, emotional or mental illness, or specific learning disabilities, that
limits a major life activity. ’

Physical Impairment — Physical impairment includes, but is not limited to, having
any physiological - disease, disorder, condition, cosmetic disfigurement, Or
anatomical loss that affects onme  or more- of the “following -body systems:
neurological, immunological, musculoskeletal, special sense ~organs, speech
organs, respiratory, cardiovascular, reproductive, digestive, genitourinary, hemic
and lymphatic, skin, and endocrine, which limits a major life activity.

Major Life Activities — Major life activities are basic activities that the average
person in the general population can perform with little or no difficulty, such as
caring for oneself, performing manual tasks, walking, seeing, hearing, speaking.
breathing, learning, and working.

Interactive Process — The interactive process Is an ongoing dialogue between the
employee and the County about possible options for easonably accommodating
the individual's disability. Both the County and the individual are expected 10
participate in the interactive process.



Essential Functions — Essential functions are the fundamental job duties or
requirements of a position. Essential functions are such that they cannot be
eliminated or substantially modified without changing the nat
Factors to consider in determining if a job function
limited to:

ure of the position.
Is essential include, but are not

e Whether the reason the position exists is to perform that function;

¢ The number of other emplovees available to perform the function or among
whom the performance of the function can be distributed; and

e The degree of expertise or skill required to perform the function and whether
the function is specialized and the indiv

idual is hired based on his/her ability
to perform it.

Benefits and Privileges of Emplovment — Benefits and privileges of employment
include, but are not limited to, employer-sponsored: (1) training, (2) services (e.g.,
employee assistance programs, cafeterias, lounges), and (3) parties, County
sanctions or other social functions (e.g.

» parties to celebrate retirements and
birthdays).

Undue Hardship — Undue hardship means an excessively costly, extensive,
substantial, or disruptive modification, or one that would fundamentally alter the
nature or operation of the County. The overall

resources and options available to
the County are legally relevant in determining whether a requested reasonable

accommodation poses an undue hardship, not just the budget or resources of an
individual segment, sub-component, or division within the County or department.

Direct Threat — A direct threat is a significant risk of substantial and imminent
harm, which cannot be eliminated or reduced to an acceptable level by reasonable
accommodation. A direct threat occurs when an individual who, because of a
disability, poses a direct threat to the health or safety of the individual or others
even with a reasonable accommodation. An individual who poses a direct threat is
not a qualified individual with a disability. The assessment of whether or not a
person poses a direct threat must be made on a case-by-case basis considering the
following factors: duration of the risk, nature and severity of the potential harm.
the likelihood that the potential harm will

potential harm.

occur, and the imminence of the

Departmental Reasonable Accommodation Coordinator (DRAC) — Each County
cpartment shall designate & DRAC. The DRAC is responsible for appropriatelv
responding to reguests from employees, members of the public seeking services,




applicants, and/or management regarding disability related accommodation issues.
The DRAC is responsible for the management :and tracking of" reasonable
accommodation requests as well as initiating the mandatory interactive -process.
Accommodations which are handled and granted by a supervisor or manager need
not go to the DRAC; however the information should be reported to the DRAC for

tracking purposes. The Equal Opportumty Office shall be notified of the
designated DRAC.

Reasonable Accommodaﬂon Rewew Commlt’cee (RARC) - The RARC 15
comprised of the DRAC and a representatwe from Risk Management, Human
Resources (mcludmo Emplovee Relations and Benefits representatlves as needed)
and the Equal Opportunity Office. Members of the RARC are available to assist
the department and the DRAC with re quests for reasonable accommodations.

Prior to denying a request for reasonable accommodamon the matter must be
referred to the KARC for further reV1eW and response

IV. PUBLIC ACCESS TO COUNTY SERVICES AND PROGRAMS

An mdmdual member of the pubhc who is d*sabled may request a reasonable
accommodation in order to access County facilities, programs or services. No
person will be denied because of a disability, and no one will be charged a fee for a

reasonable accommodation. The County will respond to requests for reasonable

aecommodamons in a timely manner to avoid unreasonable delays or unreasonable
demal of servwes

It 1s the resp0n31b111tv of ’che 1nd1v1dua; to seek avaﬂable a551stance to make his or
her needs known to County staff, and to give adequate time for the County to
provide the accommodation. County employees shall assist and advise individuals
who request reasonable accommodatlons If the department is unable to assist the
individual, the department shall contact the Equal Opportum‘y Office.

V. REQUESTS FOR REASONABLE ACCOMMODATION

A request for a reasonable accommodation is a statement that an individual needs
an adjustment or change at work, in the application process, or in a benefit or
privilege of employment for a reason related to a physical or mental impairment.
Requests for accommodation mav be made either orally or in writing. The



reasonable accommodation process begins as soon as  the equest  for
accommodation is made.
An individual with a disability may request a reasonable accommodation whe never

s/he chooses, even if s/he has not previously disclosed the existence of a disabil lity.
An employee or applicant may consult with the DRAC. the Ergonomics Manager,
or the Equal Opportunity Office for further information or assistance in connzction
with requesting or processing a request for reasonable accommodation.

e Current Employees: Generally, to comply with privacy laws, the County is

subject to strict limitations with regard to making inquiries about the
physical, mental or medical condition of an employee. Employees ar
therefore responsible for requesting accommodation whan needed. ¢
employee may request a reasonable accommodation orally or in writing
from his’her Supervisor, another Manager in his/her immediate chain of
command, the DPAC, the Ergonomics Manager, or the Equal Opportunity
Office. A Reasonable Accommodation Re quest form will be given to the
employee to complete. The written form is re quired only for the first request
although appropriate notice must be given each time *he accommodation is
needed.

+ Applicants: Employment opportunities will not be denied to anyone because
of the need 1o make Reasonable Accommodation for a a person's disability.
The County will include a statement on all applications and recruitment
packages indicating the evailability of reasonable accommodation in the
application process with instructions to applicants regarding the process for
requpstino reasonable accommodation. Apphcants who have received
employment interview offers may also make an accommodation request.

When an applicant requests an accommodation, the Humean Resources
department staff  will confer with the applicant on the type of
accommodation(s) s’he needs. When the applicant’s disability is not obvious
or known or when additional medical clarification is needed, appropriate
documentation of the disability, limitations and the needed accommodation
will be sought from the applicant. Given the time sensitivity of the
recruitment process, Human Resources staff will move as quickly as
possible to make a decision. and if appropriate, provide an accommodation,
When a request for a reasonable accommodation is received,
Resources shall complete the County’s Request  for
Accommodation form.

Human
Reasonable



« A family member, health care professional, or other representative may
request an accommodation on behalf of a County employee or applicant.

The request should go to one of the same persons to Whom the employee or
apphcant would make the request SeE

.When a request for accommodatlon is made by' a thlrd party, the DRAC
should, if: p0531b1e conﬁrm the “employee ™ or 'applreéut with a
disability.. that s/e,: in fact;” wants“a’ reasonable accommodatlon before
proceeding. It may not be posszble to conﬁrm the request if the emplovee
“has, for example, been- hospItahzed in -an .acute cond1t1on - In this
situation, the County will process the third party’s request and will consult
dlvatlY with the mdtwdual ueedmCr the: request as soon as 1t is: practlcal

Emplovees are- encouraoed to. ut1hze the County S Request for Reasonabi
AuCOIHIIlOdaUOH form. .The processmg ofa ‘request wﬂl~be dete“mmed as of the
date. an oral or written request was ‘mad ,‘-"I'not the date the “Reasonable
Accommodatlon Request form was. submltted - All' requests’ for reasonable
accommodatlon must provxde the followmo mformatlon

. The type of accommodatton requested —
e An explanation of the limitation for which the aeeommodatlon is needed;
and

e A description of how the accommodation will allow the “individual to
perform the essenttal functions of hts/her JOb ‘

To enabie the County o keep -accurate. records regardmo requests for

accommodation, the DRAC must follow up an oral request by completmo the
Reasonable Accommodation Request form.

Requests should be forwarded to the DRAC as soon as possible but in no more
than five (5) business days. All requests must be copied to the Equal Opportunity

Office. -Requests for reasonable aocommodatton(s) will be processed by the
DRAC using the interactive process. : : :

VI. . INTERACTIVE PROCESS

When a request for aecommodatlon is made the County and the individual
requestmcr an accommodation must engage in a good faith interactive process to
determine what, if any accommodation shall be provided. The individual and the
County must communicate with each other about the request, the process for

etermining whether an accommodation will be provided, and the potential
accommodations. Communication is a priority throughout the entire process. The
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employer and employee are obligated to participate in the interactive process in
good faith and are required to communicate directly and exchange essential
information so as to work towards the shared goal of identifying effective
reasonable accommodation(s). Applicants, employees, managers and supervisors
are encouraged to contact the DRAC, the Ergonomics Manager, or the Equal
Opportunity Office at any time during this process to request assistance or advice.

Individuals seeking reasonable accommodation may also be assisted in the process
by a person of their choice.

While each request for accommodation 1s unique and individual cases vary. stens
1 s 2

to be taken in the Interactive Process may include, but are not limited to the
following:

1. Analyze the particular job involved and determine its purnose and essential
3 p J purp

functions. Evidence of whether a particular function is essential includes, but
is not limited to, the following:

« The County’s judgment as to which functions are essential.

Written job descriptions or job analysis prepared before advertising or
interviewing applicants for the job.

e ‘The amount of time spent on the job performing the function(s).

The consequences of not requiring the incumbent to perform the
function.

¢« The terms of a collective bargaining

agreement/memorandum of
understanding.

The work experiences of the employee and past incumbents in the job.
The current work experiences of incumbents in similar jobs.

e Analysis of job to show frequency of performing various job
components.

=

Consult with the employee/applicant to ascertain the precise job-related
limitations that may be created as a result of the particular disability and
how those limitations could be overcome with

a reasonable
accommodation.

Do not delay the start of the process while waiting for information.
Identify barriers to job performance. Ask the person to clearly identify

which job tesks are difficult because of the limitations. If the disabilitv
limitations relate to non-essential functions, these may be reassigned to
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other employees or eliminated from the job. Any problems with essential
functions can then be addressed. ~ = = ‘

In consultation with - the employee/applicant identify ~potentia
accommodations and assess, the effectiveness ‘each would have in enabling

e idivicual 1o pesform e essentilfueions o the _positon.  There
‘may. be several different accommodations that will ‘enable the - employee to

perform his or her job. Evaluate individual accommodations by considering
the following questions: ‘

¢ Does ’,thé' accommodation enable ‘the person 10 perform the essential
function(s) of the job? )

s+ Does the accommodation appear to be reliable and capable of being
provided in atimely manner?

« Does the ‘accommodation enable the ‘person with 2 disability to be
competitively employed and to have equal advancement and promotional
opportunities? ‘

 When assessing the feasibility of accommodations: "

e TFocus on business necessity/operations; -
¢ Do not remove essential functions; and
¢ Consider undue hardship to business operations or a direct threat.

Seléct and 'implem_ént the agco’mmodation(s‘) most -appropriate for both
employee or applicant .and. the County. It should ‘be understood that the

County does not have to provide. -the - accommodation - preferred by the

 employee or applicant or his/her health care professional. The County has

the ultimate discretion to choose amongst the accommodations, so long as
the chosen accommodation is reasonable and effective.  If one
accommodation is more costly or is more burdensome than the other, the
County may choose the less expensive or less burdensome accommodation,
or one that is easier to provide. B

e Develop an implementation plan that includes information such as the
accommodation being provided, how and when it will be implemented,

and whether it is effective.

Document all options discussed and reasons for selecting particular
option(s).
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6. Follow up regularly with the employee/applicant.

Once a reasonable accommodation has been implemented, it is important
to maintain dialogue with the employee/applicant. Upon completion of
the interactive process, the accommodation is implemented with the
understanding that the accommodation can be revisited should it prove
ineffective for either the operation of the department or the employee. If
the accommodation should prove ineffective, the interactive process
continues until an appropriate accommodation is determined.

If the accommodation is not working, go back to the interactive process
and determine whether:

- The action plan was followed to completion;
- The work continues to be within the functional limitations; and

- The employee is successfully performing the essential
functions.

If a qualified employee with a disability cannot perform unctions of
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their current position, with or wmhom accommodation, but may be qualified to
perform the essential functions of a different position, the County will explore
reassignment to a vacant position. Reassignment to another position is made only
to vacant, funded positions. Efforts will be made to find a vacant position within
the employee’s current Department. If a suitable position does not exist within the
employee’s current Department, Human Resources will conduct an internel
County-wide job search. Promotions, creation of new positions, or displacement of
other employees are not a required part of the accommodation process.

Reassignment will be considered only if no accommodations are zvailable to
enable the individual to perform the essential functions of his/her current job, or if
the only effective accommodation would cause an undue hardship. In considering
whether there are positions available for reassignment, the DRAC will work with
Human Resources, the Equal Opportunity Office, and the individual requesting the
accommodation to identify all vacant positions within the Department for which
the employee may be qualified, with or without a reasonable accommodation; and
all positions which Human Resources has reason to believe will become vacant
over the next 30 working days and for which the employee may be qualified.

The County will first focus on positions that are equivalent to the employvee’s

current job in terms of pay, status, and other relevant factors. If there are no vacant



equivalent positions, the Coum) Wlll con51der vacant lower level posmons for
which the individual is quahﬁed :

Vil PERFORMANCE AND CONDUCT STANDARDS

he ADA and FEHA do not- requlre the ,employer to ignore ‘& v1olat1on of a
uniformly . apphed rule that is job related ‘and - ent with bus]
Addmonaﬂy, smce reasonable accommodaﬁonsm Ie: prospectlve an ’:employer is not

) nduct uct is the -result of the
dxsablht} Therefore departments ‘are not ‘prohi ted from applymcy -appropriate
disciplinary action or exercising approprlate manacrement respons1b1h‘w

If, durmcr the dlselplmary process an employee makes a: eonneonon between a
physical or mental impairment and the performance or misconduct, the County will

initiate the interactive ..process ..which - meludes -requesting ~ appropriate
documematlon/vemﬁcatlon of: the- d1Sab1h ' ~,.ether or not an effective
aooommodatlon is prov1ded the employee remains responsible for performing the
essential JOb functions in a timely and satisfactory method and for complying with

County policies and guldehnes If the employee faﬂs to do so, d1sc1phnary action
may be initiated. B T N

VIIL :REQUESTS' FOR MEDICAL INFORMATION

The County is entltled to know that an md1v1dua1 has a covered dxsablhty that
requires a reasonable accommodatlon When an. individual’s disability is not
readily apparent ‘the dlsablhty has not been prev1ously documented -and/or the
reasonableness of the accommoda’uon request is‘not. obv1ous the County may
request that the m' r n fro a’health care professmnal that
s/he has the dlsabxh‘ty as - claimed and that it has the effect of necessitating
reasonable accommodation. The request for vemﬁcatlon may .ask the opinion of
the hea}th care. professmnal as to whether the individual can perform the essential
functions of the Jjob or whether the requested accommodation is appropriate to the

dlsablhty ",[he County has a rwht to have medical information rev1ewed by its
own medlcal experts at the County S eXpense.

Th\. Coun‘cy has a right to request relevant supplemental medwal mformatmn if the
information submitted does not. clearly explain the impact of the disability on
worl\mg, or the need for the reasonable accommodation, or otherwise clarify how
the requested accommodation will assist the employee to perform the essential
functions of the job or to enjoy the benefits and privileges of the workplace, or
assist an applicant with the application process. If this does not result in sufficient

10



information, the County may require the individual to be evaluated by a healthcare
professional of the County’s choice at the County’s expense. During
period necessary to obtain relevant and sufficient supplemental medical
information, the employee’s eligibility for any form of paid leave shall be
letermined by the County’s Personnel Policies and Practices Resolution (PPPR) or
applicable MOU or collective bargaining agreement.

the time

Prior to obtaining medical information, the employee, or applicant or third party

shall execute an appropriate Authorization to Release Medical Information
statement.

All medical information will be requested and reviewed by the DRAC and/ or
Human Resources, to identify an effective accommodation, in consultation with
the individual to be accommodated or his/her representative.

The failure to provide appropriate documentation or to cooperate in the County’s
efforts to obtain such documentation can result in a denial of the reasonable
accommodation.

IX. CONFIDENTIALITY REQUIREMENTS REGARDING MEDICAL

B LY

ACCOMMODATION PROCESS

To the extent possible and in accordance with applicable laws and regulations, all

edical information, including information about functional limitations and
reasonable accommodation needs, obtained in connection with a request for
reasonable accommodation is treated as a confidential medical record and is
maintained in a secure manner, apart from personnel files and with access
restricted to designated personnel on a need to know basis. In addition, emplovees
who obtain or receive such information are strictly bound by these confidentiality
requirements. The information may be disclosed only to the following individuals:

¢ Supervisors and managers who need to know may be told about functional
limitations and necessary restrictions on the work or duties of the employee
and about the necessary accommodation(s), but medical information
regarding the condition itself should only be disclosed if absolutely
NeCessary;

« First aid and safety personnel, when appropriate. if the disability might
rsquire emergency treatment;

Government officials investigaring compliance with the ADA end/or FEHA:

and



e The County may- gwe “information to state workers’ compensatlon offices,
state second injury funds“or workers™ compensatlon insurance carriers or
admlmstrators in accordance w1th state Workers compensatlon 1aws

‘Medlca] information” mclu& ;;thﬁ fact Mt _someone . is recelvmg an
accommodation or has a chsablhty,'as well as any mformatxon concerning an
individual’s. ‘medical cond' Q,rrhlstory, regardless of 'Whether the information

was provided voluntamly or in Tresponse t0 a dlsablii{y—related question. -

X. TIME FRAME FOR PROCESSING REQUESTS AND PROVIDING
RE ASONABLE ACCONH\’IOD ATION R

The County will process requests for reasonable accommodanon as prev1ously set
forth and then provide accommoda’clons ‘where appropriate ~in as short a time
frame as reasonably poss1b1e The Coun‘c} r ogmzes h ver that the time
necessary to process a Tequest will depend on the nature of the accornmodanon(s\
requested and whether it is necessary s obtam supportmo information.

The DRL\C WIH make a decxslon 'on the request ndi_he accommodatmn if granted,
will be prov1ded within a reasorable tlme from the date the’ request was initially
made, absent extenuating circumstances. If medical documentation is necessary,

the decision will be made within 30 (thirty) WOIklIlU days from the receipt of the
documentatmn absent extenuatmg cncumstances _’, ,

Extenuatmc7 c1rcumsta.nees ,are facters that could not 1 easonably have been
anticipated orAaV";ded in"advance o the requ wodation.  When
‘extenuating circum ‘ances are ‘present' the “time for processing a request for
reasonable’ accommodatlon 'and»piov1d g thea 0 II'be extended as
reasonably necessery Tt s the "iCA Entys pohcy fhat . extensmns based on
extenuatmg mrcumstances ‘should “be limited to circumstances ‘where they are
strictly necessar} All County staff are expected to act as qmckiy as reasonably
p0531ble in processing requests and provxdmg accommodatl‘ The following are

examples of extenuatmg mreumstances bu‘r are not the sole reas‘ons for extenuating
mmumstances S

¢ There is an outstanding initial or follow-up request for medical information.
‘e The purchase of equipment may take longer than 30 (thn‘ty) days.
¢ Equipment must be back ordered or the vendor cannot promptly supply the
needed goods or services and another vendor is not immediately available.



a
rial basis to ensure that it is effective before the equipment is purchased by
the County.

e Anaccommodation involves the removal of architectural barriers,

¢ The employse with a disability needs to try working with equipment on a
1

ot

Where extenuating circumstances are present, the DRAC must notify the

individual of the reason for the delay, and the approximate date on which a

decision, or provision of the reasonable accommodation, is expected. Any further

developments or changes should also be communicated promptly to the individual.

e If there is a delay in providing accommodation that has been approved, the
DRAC must investigate whether temporary measures can be taken to assist
the individual. This could include providing the requested accommodation
on a temporary basis or providing & less effective form of accommodation.
In addition, the DRAC may provide measures that are not reasonable
accommodations within the meaning of the law (e.g., temporary removal of
an essential function) if: (1) they do not interfere with the operations of the
department/County; and (2) the employee is clearly informed, in writing,
that they are being provided only on a temporary, interim basis.

XI.  GRANTING A REASONABLE ACCOMMODATION REQUEST

As soon as the DRAC determines that a reasonable accommodation will be
provided, that decision should be immediately communicated to the individual. If
the accommodation cannot be provided immediately, the DRAC must inform the
individual of the projected time frame for providing the accommodation. This
notice must be in writing in order to maintain the re

equired information for
reporting purposes. A copy shall be forwarded to the Equal Opportunity Office.

XII. DENYING A REASONABLE ACCOMMODATION REQUEST

As soon as the DRAC determines that a request for reasonable accommodation
will be denied, s/he must fill out the Denjal of Request form. The explanation for
the denial should clearly state the specific reasons for the denial. For example:

¢ The requested accommodation. would not be effective.
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o Providing the requested accommodation would result in undue hardship.
Before reaching this determination, the DRAC must have explored whether
other effective accommodations exist which would not impose undue
hardship and therefore - can be provided.. If ‘the ‘undue hardship is for
budgetary reasons, the County Administrative Officer or his/her designee
must determine whether the proposed accommodation would in fact pose an
undué:(fmahcial)ha‘fd.ship'-’{s"% e e e AT L

e Medical ;;dOC}imenta‘tion"fﬁis<.inade‘§1uatefto -éétab}iSh<githatvvth'e individual has a

di,Sabilit'yrand/ or needs a reasonable accommodation. "

« The requested accommodation would require the removal of an essential
function. S R |

e The requested accommodation would require the lowering of 2 performance
or production standard. ' RN SR

Where the DRAC has denied a specific requested ac:"ci"dmmc‘)datidn;bﬁt offered to
make a different one in its place- hich was not agreed to during the inferactive
process, the .denial notice should explain both the reasons for ‘the denial of the
requested accommodation and the reasons that the DRAC believes the chosen
accommodation will be offectiver " e AL

Prior to denying a request reasonable accommodation, the matter must be referred
to the RARC for further review and response. '

The written notice of denial must ;infrolﬁ_n the individual ;rthavtnﬂs/he has the right to

file & complaint with the County Equal Opportunity Office, the U.S. Baua

Employment Opporiunity Commission (EEOC) or the California Department of
Fair Employment and Housing (DFEED. Nothing contained in this policy shall
preclude:a’n'indiﬁdﬁalifrom filing a complaint with the County Equal Opportunity
Office, EEOC, or the DFEH prior to the issuance of the denial notice.

Individuals with disabilities can request prompt reconsideration of a denial for
reasonable accommodation. If an individual wishes reconsideration, s/he should
first ask the DRAC 10 reconsider the decision. The individual may present
~dditiona! information in support of his/her request. The DRAC will respond to the
request for reconsideration within ten (10) business days.

This policy is in addition to statutory protections for persons with disabilities and
the remedies they provide for the denial of requests for reasonable accommodation.
Requirements governing the initiation of statutory claims, including time frames
for filing such claims are set DY the agencies listed in Section XIII below.



XIII. COMPLAINT RESOLUTION

If the individual is not satisfied with the outcome of the interactive process, he/she
has several options available.

e File a formal complaint with the County pursuant to the County’s Equal
Employment  Opportunity ~ Discrimination  Complaint ~ Ordinance
(Monterey County Code; Titie 2, Chapter 2.80). Any Equal Opportunity

ffice staff member who has significant involvement in processing a
request for reasonable accommodation shall recuse him/herself from
investigating or decision making on any subsequent Equal Opportunity
Office counseling contact or complaint challenging the department’s
handling of the accommodation request.

¢ Contact the California Department of Fair Employment and Housing by
calling 1-800-884-1684.

« Contact the U.S. Equal Opportunity Commission by calling 1-800-669-
4000.

-
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Within five (3) business days after a reasonable accommodation request is granted
or denied, the DRAC and Human Resources shall complete a Reasonable
Accommodation Reporting form and forward a copy to Equal Opportunity Office.
The following information will be reported in the form:

(1)

The number of reasonable accommodations, by type, that have been

requested in the application process and whether those requests have been
granted or denied;

The jobs for which reasonable accommodations have been requested;

The typss of reasonable accommodations that have been requested for each
of those jobs;

The number of reasonable accommodations, by type, for each job that have

been approved, and the number of accommodations. by type, that have
been denied;



(5)  The number of requests for reasonable accommodations, by type, that relate

to the benefits or privileges of employment, and whether those requests have
been granted or denied; | |

(6)  The reasons for denial of requests for reasonable accommodation;

(7)  The émqu;}f of tlme taken to process .Vé\ac'h request for reasonable
- accommodation; and o B

(8)  The sources of technical assistance that have been consulted in trying to
- identify possible reasonable accommodations.

XV. DISTRIBUTION OF POLICY

The County will display in each department the EQUAL OPPORTUNITY FOR
PERSONS WITH DISABILITIES AND REASONABLE ACCOMMODATION
POLICY. Notices should be posted in conspicuous places - frequented by
employees and/or applicants to ensure maximum opportunity for review. The
notices must list the department name and telephone number of the person
responsible (DRAC) for addressing requests for reasonable accommodation. Upon
request, the information contained on ‘the notice must be made available in
alternate formats (e.g. Braille, audio, large print, etc.). Additionally, notices of the
EQUAL OPPORTUNITY -FOR PERSONS WITH : DISABILITIES AND
REASONABLE ACCOMMODATION POLICY will be posted alongside other
Equal Opportunity and Employment Rights postings.

The County will distribute this information to all new employees as part of their
orientation on their first day of work, post the information on its website. Copies
also will be available in the Equal Opportunity Office. The County will also

conduct training on these procedures for all Managers and Supervisors initially and
to all new Managers and Supervisors as they are hired or promoted to such status.

XV1. RECORDS RETENTION

The County will maintain all records related to accommodation requests for at
least three (3) years or the duration of employment, whichever is longer.

XVil. RESOURCES



Monterey County Equal Opportunity Office
168 West Alisal Street

Salinas, CA 93901

755-5117 (Voice)

755-5349 (TTY)
http://www.co.monterev/egopp/

U.S. Equal Employment Opportunity Commission
San Jose Local Office

96 N. Third St., Ste 250

San Jose, CA 95112

1-800-665-4000 (Voice)

1-800-669-6820 (TTY)

http://ww.eeoc.oov

California Department of Fair Employment and Housing
San Jose District Office

2570 N. First St., Ste 480

San Jose, CA 95131

1-800-884-1684 (Voice)

1-800-700-2320 (TTY)

hitp://www.dfeh.ca.cov

Job Accommodation Network (JAN)

1-800-526-7234 (Voice)

1-877-781-9403 (TTY)

http:/www.jan.wvu.edu

JAN is a service provided by the U.S. Department of Labor's Office of Disability
Employment Policy (ODEP). JAN's mission is to facilitate the employment and
retention of workers with disabilities by providing employers, employment
providers, people with disabilities, their family members and other interested
parties with information on job accommodations, entrepreneurship, and related
subjects.

ADA Disability and Business Technical Assistance Centers (DBTACs)
1-800-946-4252 (Voice/TTY)

http//www.adata.org

The DBTACs Is a national network of 10 regional ADA Centers that provide the
most complete and experienced services for up-to-date information, referrals,
resources, end ftraining on the Americans with Disabilities Act (ADA) to
businesses. employers, government entities, and individuals with disabilities, a
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well as media and news reporters. The DBTACs .can make referrals to local
sources of expertise in reasonable accommodations. SR

Registry of Interpreters for the Deaf

1-703-838-0030 (Voice)

1-703-838-0459 (TTY)

http://www.rid.org

The Registry offers information on. locating - -and -using . interpreters and
transliteration services. ' S T



PREVENTION OF SEXUAL HARASSMENT POLICY

L INTRODUCTION

The County of Monterey is dedicated to providing a professional working environment
that embodies mutual respect for the dignity and worth of its employees. Accordingly,
each Monterey County official, employee and agent should be individually responsible
for maintaining an environment free from all forms of discrimination, including sexual
harassment, intimidation, retaliation and coercion. The County is committed to providing
a work environment free from sexual harassment.

II.  APPLICABILITY

This policy applies to all County employees at on-site and off-site workplaces, elected
and appointed County officials, applicants for County employment and promotion,
bidders and contractors who seek to do business with the County or its agencies, and
recipients of County services. This policy also extends to conduct by County employees,

officials and contractors towards members of the public relating to County business or
services.

This policy applies to all phases of the employment relationship, including recruitment,
testing, hiring, job assignments, co-workers, subordinate employees, or supervisors. Any
employee or official found to have acted in violation of this policy shall be subject to
appropriate disciplinary action, including warnings, reprimand, su pension, and/or
termination.

Similarly, the County will not tolerate sexual harassment of jts employees, applicants, or
contractors by non-employees, such as third party contractors, vendors, clients and/or
customers. The County should be immediately alerted to any such conduct so that it can
take immediate and appropriate corrective action to prevent further harassment.

OI.  DEFINITION OF SEXUAL HARASSMENT

Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors,
and other verbal or physical conduct of a sexual nature when:

(1) submission to such conduct is either an expressed or implied term or condition of
an individual’s employment; or

(2) submission to or rejection of such conduct is used as the basis for employment
iecisions affecting such individual; or

(3) such conduct has the purpose or effect of unreasonably interfering with an
individual’s work performance or creating an intimidating. hostile. or offensive
work environment.



Sexual harassment need not be motivated by sexual desire or gratification, and may
include nonsexual conduct motivated by the violator’s hostility toward the victim’s
gender, or toward the victim's nonconformity to gender stereotypes. Sexual harassment
includes not only conduct motivated by gender, but also by pregnancy. childbirth, or a
related condition.

Sexual harassment also encompasses retaliation when based upon the termination of a
prior intimate relationship. The work environment for County employees extends to non-
work places and non-work hours when the violator continues the behavior outside the
normal workplace.

Prohibited acts that constitute sexual harassment may take a variety of forms. Examples
of the kinds of conduct that may constitute sexual harassment include, but are not limited
to:

1. Repeated unwelcome sexual propositions, invitations, solicitations and
flirtations.
2. Stated or implied threats that a person’s employment, wages, opportunities for

promotion, or other conditions of employment, may be adversely affected by
not submitting to sexual advances.

(U8

Promised or granted favored treatment in hiring, promotion, discipline, or
other employment decisions, in exchange for sexual favors.

4. Repeated and pervasive unwelcome verbal expressions of a sexual nature,
including graphic sexual commentaries about a person’s body, dress,
appearance or sexual activities; the unwelcome use of sexually degrading
language, jokes or innuendoes; unwelcome suggestive or insulting sounds or
whistles; obscene gestures.

wn

Unwanted exposure to sexual graffiti, photographs, electronic transmissions or
suggestive objects.

6. Unwelcome and inappropriate touching, patting, pinching, unnecessary
brushes, blocking normal movement, or assault,

IV.  COUNTY’S RESPONSIBILITY

The County is responsible for taking all reasonable steps necessary to prevent sexual
harassment from occurring. The County’s efforts in this regard include, but are not
limited to, training, providing counseling, investigating complaints and taking appropriate
corrective actions.

In order 10 ensure that offensive conduct does not rise to the level of conduct which is
illegal, the County will not tolerate 2 violation of this policy which either by itself or
when repeated would constitute sexual harassment.

tD



An employee or official engaging in prohibited conduct shall be subject to appropriate
disciplinary action, up to and including termination of employment, regardless of whether
the employee or official engages in prohibited conduct only once.

V. SUPERVISORS’ AND MANAGERS’ RESPONSIBILITIES

Supervisors and managers are in key positions to ensure & discrimination-free workplace
Is maintained by not engaging in. and correcting inappropriate behavior in the workplace.
It is the responsibility of supervisors and managers to ensure that their area of
responsibility is in full compliance with the County’s sexual harassment policy and to
take all necessary steps to prevent sexual harassment.

Supervisors or managers are obligated by law and policy to address potential issues of
sexual harassment once discovered, even in circumstances where the managers and
supervisors are not the direct manager or supervisor of the victim or the alleged harasser.

Any Department Head, manager, supervisor, or desi gnated employee responsible for
reporting or responding to sexual harassment who knew about the harassment and took

no action to stop it or failed to report the prohibited harassment also may be subject to
disciplinary action.

Department Heads shall be responsible for coordinating and cooperating with the Equal
Opportunity Officer or designee in mvestigating and resolving complaints involving
employees in their respective departments.

VI.  EMPLOYEE’S RESPONSIBILITY

Employees who believe they are or have been subjected to sexual harassment in the
workplace have an obligation to report the incident(s) to their immediate supervisor, a
manager, appropriate Human Resources personnel, a Department Head, or the Equal
Opportunity Officer. Employees shouid also understand the importance of reporting
incidents promptly to assure that further incidents do not occur, Complaints of sexual

harassment shall be addressed in accordance with the County’s Discrimination Complaint
Procedures.

It is important for all employees to understand that failure to utilize the County’s

procedures to report violations will hinder the County’s ability to stop and correct
violations.

It is the responsibility of all County employees to ensure a discrimination-free work
environment.

If the County determines that a County employee intentionally provided faise information

regarding a complaint, then corrective action may be taken, up to and including
termination.




VII. RETALIATION

[t is a violation of this policy to retaliate or engage in any form of reprisal because &
person has raised a concern, filed a complaint of, or been a witness to sexual harassment.
Sexual harassment also encompasses retaliation when based upon the termination of a
prior intimate relationship. Any act of retaliation will be treated as a separate and distinct
incident, regardless of the outcome of the sexual harassment complaint.  Acts of
retaliation are subject to appropriate corrective action, up to and including termination.

VIII. CONFIDENTIALITY

All information received in connection with inquiries, or with the filing, investigation,
and resolution of sexual harassment, discrimination, and retaliation complaints is treated
as highly sensitive and confidential. Employees authorized by the County to receive and
investigate complaints are required to maintain confidentiality to the extent possible.

IX.  POLICY DISSEMINATION

The Equal Opportunity Office is responsible for ensuring that the policy and complaint
procedures relating to sexual harassment is disseminated.

X.  TRAINING

All new employees will receive sexual harassment prevention training within (6) six
months of their employment and every two (2) years thereafter. County officials,
Department Heads, managers, and supervisors shall receive sexual harassment prevention

training for supervisors and managers, in compliance with state law.

Upon being promoted to a supervisory or managerial position, the newly promoted will
attend a training class for supervisors and managers on sexual harassment prevention,
regardless of the date of their most recent sexual harassment training as an employee.

The Equal Opportunity Office shall be responsible for formulating and coordinating the
training program on sexual harassment prevention.

Each Department Head shall be responsible for ensuring its employees are trained in
accordance with direction provided by the Equal Opportunity Office.



EQUAL OPPORTUNITY POLICIES

ACKNOWLEDGEMENT FORM

By my signature, | acknowledge that | have bean provided with a copy of the
following policies: Equal Opportunity and Non-Discrimination Policy, Prevention of
Sexual Harassment Policy, Diversity Policy and County of Monterey Equal Opportunity

or Persons with Disabilities and Reasanable Accommodation Policy.

Employes Signature: Date:

Print Name:

Witnass Signature: Da

“Send to Human Resources
rorm to be filed in employee's persannel file



MONTEREY COUNTY
DEPARTMENT OF SOCIAL
& EMPLOYMENT SERVICES

MCDSES ({

W 0 R K I NG TO0OGETHER F O R 6 U R COMMUNITY

TO: All Staff

SUBJECT: March 1, 2011

IMPLEMENTATION: Identification Badges and Electronic Keys
REFERENCE: W & | Code, Section 10805, Obsoletes AD 94-08
. PURPOSE |

To help provide protection for staff and clients, to provide building security, and to
insure the integrity of confidential material.

. BACKGROUND
Because the department is large and spread throughout the county, it is not always
possible for employees to identify each other by sight. The departmant recegnizes that

to secure property and confidential information, and ensure the safety of our workers,
security measures are necessary to grant access to work areas.

Ir addition, W&I Code Section 10805 mandates that each worker employed by a
county department with public social services, "whase responsibilities require making
home visits shall be provided with an identification card showing the name and position

of the worker and containing a recent picture.” This identification card will be known as
a badge.

Badges are also the electronic key to unlock doors in DSES facilities, which are
secured from the general public. Since badges serve as both identification and
electronic key access, all staff are to wear their badge at all times while at work, when
visiting other departmental offices, and when making home visits.

Itis the department's policy to welcome family and friends at the worksite for limitad
periods of time, and visitor badges are not typically issued.

The following procedures for this policy are intended to provide the minimum standards
under which the department will operate. individual branches or offices may have
stricter requirements basad on the branch needs for the iocation.
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DSES/HR

PROCEDURES
A

.Badges‘f_or P'ér T

1. rAll current stafr have been is: ed badges bythe Human Resources (HR)

'Branch As new employees are hrred badges are issued during the new hire
process.

they enter the
0 not share your

o e dge wrth'anyone or allow someone to —,borrow it.

3. ltisthe responsrbllrty of supervrsors to assure that their staff wears their

badges ‘Employees who fail to do so'are vrolatlng polrcy and are subject ta
disciplinary action. R

If a staff member forgets . their badge a temporary badge must be secured from
HR or the desrgnee in their burldmg ‘and tumed in at the end of the day

’ 'Replacements for lost or damaged badges are to be requeste‘d' dlrectly from the
Human Resources Branch. It will be necessary to make an appomtment to

obtain your new badge Refsr to the aequest for L o Badge Replacement Form
attached to this AD. o :

o

There is a fee of $10 for replacement badges :
Thrs fee is non- refundable

8. Badges are to be returned to Human Resources upon separatron from
employment wrth the- department (re5|gnatlon retrremem, etc ).

7. Badges are to be worn plcture side out and should be presented to staff when
.requested Badges are 1dentmcatron tools as well as bemg electronlc keys.

8_”;Receptlon|s s'and supervrsors, ave authonty to bar access to anyone who is

not. drsplayrng a badge in accordance with this pohcy

Temporary Stat" Badges

|emporary staﬁ is usual y lssued ldentmcatlon badges and these. badges will not
have electronrc key access mto locked areas :

1. Temporary employee badges are a dl‘rerent color than permanent employee
badges. : . =

2. Temporary employee badges wrll be |ssued by the Human Resources Branch.

3. A\ll temporary e'nplovees mL.st be supervrsed bv a pem“anent DSES employes.

4, Temporary employ badges are to be returned to HR at the end of that
temporary employee’s assignmeant with that office
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TEMPORARY employees include:

Senior Aides

Summer Youth helpers
GA-workers

Temporary Social Service Aides
Work Experience workers

Temporary employees from Agencies (Manpower, Kelly, etc.)
Volunteers and Interns (basad on assignment)

Q@0 Ao oD

Temporary County employees will usually be issued an identification badge with
electronic key access. Temporary employees from agencies will only be issued
identification badges that do no have electronic key access. Exceptions will be

made at the joint discretion of the appropriate Deputy Director and HF.

C. Visitor Badges

Visitors are not typically issued badges due to the short duration of their visits.
Visitors shall be accompanied at all times by a DSES staff member while they are

in a work area. If there is a need for a visitor to be issued an electronic key, contact
HR.

VISITORS are anyone entering the offices including:

Family members

Friends, including former employees

Community Service workers

Other Community and County Agency workers

Repair persons

Commissioners and Council Members

Foster Parents

Volunteers and interns, including students being mentored (based on
assignment)

Representatives of unions or employee organizations (requires advance
approval by the Program/Branch Manager or designee)

j.- Employees from other county departments

K. Employee benefit representatives (requires advance approval of HR
management)

S@ e a0 U

Note: Being a visitor is a privilege, not a right. Inclusion on the above visitor list
does not imply that it is appropriate for those persons {o be in the work area,
which is a separate consideration.

Employees are responsible for notifying Program Managers or designees of
important changes in family/friend relationships that could potentially affect the
safety of staff so that they will not be admitied to the work area.

D. Clients are not required to have badges.

m
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E. Staff who are having meetings should ensure that visitors have appropriate access

to offices and restroom facilities.

F. Access to work areas that cannot be secured wrli be ilmlted to employaes and
others with & job-related reason to be there. Fmal datermlnatrons of the

approprlatoness of reason for access. to an unsecured-work area shal! be made by
the Program Manager or dDSIQnee : ~

V. SUMMARY

txa "Ey and your cooperation is
to'ensure'the safety and
ed security to

Exccp’uons for lss‘umg Dadges wm be mad= as neeoed atthe dlscretron of the Human
Resources Branch and the appropriate Deputy Director.

Elliott Robinson, Director
Distribution: All staff

ER:rim
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