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Monterey County 

Board Order 
Agreement No.: A-12656 

Upon motion of Supervisor Potter, seconded by Supervisor Armenta and carried 
present, the Board of Supervisors hereby: 

a. Approved and authorized the Director of the Department of Social Services (DSS), 
to sign an agreement with Solutions West, Inc. for $469,200 to provide Temporary 
for the period March 1, 2014 through June 30, 2014 and consulting services that 
training materials and manuals for eligibility staff; and 

b. Authorized the Director of DSS, or his designee, to sign up to three (3) amendments 
agreement where the total amendments do not exceed 10% of the original contract 
not significantly change the scope of work. 

PASSED AND ADOPTED on this 18th day of March 2014, by the following vote, 

AYES: 	Supervisors Armenta, Calcagno, Parker and Potter 
NOES: 	None 
ABSENT: Supervisor Salinas 

I, Gail T. Borkowski, Clerk of the Board of Supervisors of the County of Monterey, State of California, 
the foregoing is a true copy of an original order of said Board of Supervisors duly made and entered 
Minute Book 77 for the meeting on March 18, 2014. 

Dated: 	March 19, 2014 	 Gail T. Borkowski, Clerk of 
File Number: A 14-030 	 County of Monterey, State of 

By 	LA.4--Q— 

File ID A 14-030 	No. 25.1 

168 West Alisal Street, 
1st Floor 

Salinas, CA 93901 
831.755.5066 

by those members 

or his designee, 
Eligibility staff 

will produce 

to this 
amount, and do 

to wit: 

hereby certify that 
in the minutes thereof of 

the Board of Supervisors 
California 

64) 

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

1.0 GENERAL DESCRIPTION.  

2.0-  PAYMENT PROVISIONS.  

This Agreement is made by and between the County of Monterey, a political subdivision of the 
State of California (hereinafter "Ccanity") and: 

Solutions West, Inc.  
(hereinafter "CONTRACTOR"). -  

1.01 The County hereby engage.' CON FRACTOR to perform, and CONTRACTOR hereby 
agrees to perform, the services described in Exhibit A in Conformity with the terms of this 
Agreement. The goods and/or services are generally described as follows: 
Pilwide temporary Eligibility Workers for the Department of Social Services 

2.01 county shall pay the CONTRACTOR in accordmee AVith the payment previsions 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 
51469,200.00  

3.0 TERM OF AGREEMENT:  

3.01 *-. The 	tem - 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 niay not commence work 
before County signs this Agreement. 

3.02 The County reserves the right to cancel this Agreement, or any extension of this 
Agreement, without cause, with a thirty day (30) writtennetice, or with cause immediately. 

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 8( Information Packet 
Exhibit D 	Invoice 
Exhibit E Productivity Report 
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5.0 PERFORMANCE STANDARDS.  

5.01 CONTRACTOR warrants that CONTRACTOR and CONTRACTOR's agents, employees, 
and subcontractors perfomiing services under this Agreement are specially trained, 
experienced, competent, and appropriately licensed to perform the work and deliver the 
services required under this Agreement and are not employees of the County, or immediate 
family of an employee of the County. 

5.02 CONTRACTOR, its agents, employees, and subcontractors shall perform all work in a safe 
and skillful manner -  and in compliance with all applicable laws and regulations. All work 
performed .  under this Agreement that is required by law to be performed or supervised by 
licensed personnel shall be performed in accordance with such licensing requirements. 

5.03 CONTRACTOR shall furnish, at its own expense; all materials, equipment, and personnel 
necessary to catty_ out the temiS of this Agreement, except as otherwise specified in this 
Agreement. CONTRACTOR shall not use . County . preMises, - • property (including 
equipment,. instruments, or supplies) or personnel for any puipOse other than in the 
performance of its obligations under this Agreement. 

6.0 PAYMENT CONDITIONS.  

6.01 .  Prices shall remain fitin for the initial term .  of the Agreement and, thereafter; may be 
adjusted annually as provided in this 'paragraph. The County does not guarantee any 
minimum or maximum amount of dollars to be spent under this Agreement. • 

6.02 Negotiations for rate changes shall be commenced, by CONTRACTOR, a minimum of 
ninety days (90) prior to the expiration of the Agreement. Rate changes are not binding 
unless mutually agreed upon in writing by the County and the CONTRACTOR. 

6.03 Invoice amounts shall be billed directly to the ordering department. 

6.04 CONTRACTOR shall submit Such invoice periodically or at the completion of Services, but 
in any event, not later than 30 days after completion of services. The invoice shall set forth 
the amOituts claimed by CONTRACTOR for the previous period, together with an itemized 
basis for the amounts claimed, and such other information pertinent to the invoice. The 
County shall certify the invoice, either in the requested amount or in  such other amount as 
the County approves in confomiity with this Agreement, and shall promptly submit such 
invoice to the County Auditor-Controller for payment. The County Auditor-Controller shall 
pay the amount 'certified within 30 clays of receiving the certified invoice. 

7.0 TERMINATION.  

7.01 During 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 termination, the amount payable under this Agreement 
shall be reduced in proportion to the services provided prior to the date of termination. 
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7.02 The County may cancel and terminate this Agreement. for good cause effective immediately 
upon written notice to 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 in 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 td CONTRACTOR under this. Agreement are funded by local, state 
and federal governments. If funds from local, state and federal sources are not obtained and 
continued 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 tins Agreement shall terminate immediately, or on such 
date thereafter, as the County may specify in its notice, unless in the meanwhile the parties 
enter into n. written amendment modifying this Agreement 

8.0 INDEMNIFICATION.  

8.01 CONTRACTOR shall indeninify, defend ;  and hold harmless • the County ;  ifs officers, 
agents,:: and employees, froin and against any and all claimS, liabilities, and losses 
whatsoever (including damages to property l and injuries to or death of persons ;  court costs, 
and reasonable attorneys" fees) bemiring or 'i:eStilting to any and all pei .SOns, fimis or 
coiporations furnishing or supplying Work, services, materials, or supplies M 'connection 
with the performance of this Agreement, and from any and all claims, liabilities, and losses 
occurring or resulting to any person, firm, or corPotation for damage injury, Or death 
arising out of or connected with the CONTRACTOR's performance of this Agreement, 
unless such claims, liabilities, or losses arise out of the sole negligence or willful 
misconduct Of the County. "CONTRACTOR'S performance". includes CONTRACTOR's 
action oi inaction and the action or inaction of CONTRACTOR's officerS, employees, 
agents and subcontractors. 

9.0 INSURANCE REQUIREMENTS..  

9.01 Evidence of Coveraf.3.:e:  
Prior to conuneneement of this' Agreement ;  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 Contractor upon request shall prOVide a certified Copy of the policy or policies. 

This verification of coverage shall -  be :sent to the County's Contracts/Purchasing 
Department, unless otherwise directed. The Contractor shall not receive a "Notice to 
Proceed" with the work under this Agreement until it has Obtained all insurance required 
and the County has approved such insurance. This approval of insurance shall neither 
relieve nor decrease the liability of the Contractor. 

9.02 Qualifying Insurers:  
All coverage's, except surety, shall be issued by companies which hold a current policy 
holder's alphabetic and financial 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. 

9M3 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 minimum limits of liability: 

Commercial General Liability Insurance,  including but not limited to premises and 
operations, including coverage for Bodily Injury and Property Damage :, Personal Injury, 
Contractual Liability 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 oacurrence. 

(Note: any Proposed mOdification,s to these gene; alliability insurance requirements shall 
be attached as an Exhibit hereto, and the section(s) above that are proposed cts 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, inelnding owned, 
leased, 'non-owned; and hired: vehicles, Used in providing ser viCeS Under this Agreement, 
with a cOnibined ,  single limit for Bodily Injury and Property: Damage of not less than 
$1,000,000 per occurrence

(Nbte: any proposed modifications to these auto .insurance requirements shall be 
attached as an EXhibit hereto, and the sectien(s) above that are proposed as not 
applicable shall be lined out in blue ink All propW.ed niodifications at .e subject to County 
approval.) 

Workers' Compensation= Insurance.  if CONTRACTOR employs others in the 
performance of this Agreeinent, 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 to these workers.' Compensation insurance 
'requirenients shall be attached as an Exhibit hereto,' and the section(s) dbolie that are 
propdsedaS not applicable shall be lined 0111 11? blue ink All proposed Modifications are 
subject to Comity 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 California. 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 m the coinSe of rendering Professional services. If professional 
liability insurance is written' On.a.-."claimS 7made" 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 requirements shall be 
attached as an Exhibit hereto, and the section(s) above that are proposed as not 
applicable shall be lined out in bhte ink. All proposed modifications are subject to County 
approval.) 
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9.04 Other Requirements:  

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

Each liability policy shall pit -wide that the County shaft be given notice in writing at least 
thirty- days in advance of any endorsedjeduction in coverage Of limit, cancellation, or 
intended non-renewal thereof. Each policy shall, provide cover age for Contractor and 
additional insureds With : : respect to elan* arising. from each subcontractor, if any, 
performing -work under this Agreement, Or be atobnipanied by a Certificate of insurance 
from each subcontraddr showing each subcontractor has identical insurance Coverage to the 
above requirements: 

COminercial general: liability and automobile liability' policies 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, 
including, 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 to  
contribute to a loss covered by the CONTRACTOR'S insurance:  The required 
endorsement form for Commercial General Liability Additional Tnsured is :ISO Form CO 20 
10 11-85 or CG 20 10 ay 01 in tandem with CO 20 37 10 01 (2004 The required 

' endorsement form for Automobile Additional insured endorsement is ISO Forth CA 20 48 
02 99. 

Prior to the execution of_. this Agreement by the County, CONTRACTOR shall file 
certificates of insurance with tTIO' County's  contract administrator and County's 
Contracts/Purchasino -  Division showing that the CONTRACIOR has in effect the 
insurance required by this Agreement. The CONTRACTOR shalt file a new or amended 
certificate .: of insurance within five calendar clays after any change: is made in any insurance 
policy, which 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 fins 
Agreement, which shall COntiiiiie. in full foree and effect. 

CONTRACTOR shall at all times during the term of this Agreement maintain in force the 
insurance coverage required under this Agreement and. shall send., without demand by 
County, annual certificates to County's Contract Administrator 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 insurance 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 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 patformance of this Agreement, unless County specifically permits 
CONTRACTOR to disclose such records or information. CON fRACTOR shall promptly 
transmit to County any and all requests far :disclosure of any such confidential records or 
information. CONTI:ACTOR shall not use any confidential information gained by 
CONTRACTOR in the performance of this Agreement except for the sole purpose of 
carrying out CONTRACTOR's obligations under this Agreement_ 

10.02 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 

10.03 Maintenance of Record. 	CONTRACTOR 	prepare, maintain, and preserve all 
reports and records that may be reqUired, by federal, state, and County rules and regulations 
related to services peiforined under thiS Agreement. CONTRACTOR shall maintain such 
records for, a. period Of at least three: years after receipt of final payment Under this 
Agreement. If any litigation; Claim; negotiation; audit exception 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 keSolved. 

10.04 Access to and Audit of Records.  The County shall have the right to examine, monitor and 
audit all records, documents ;  conditions, and activities: .  of the CONTRACTOR and its 
subcontraetorS related to services pm OVided Under an'S Agreenient: 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 
tOrMatters connected With the performance of this Agreement : for a• Period of three years 
after final payment under the Agteement. 

10.05 Royalties 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 
prograntsWritingS,sdund 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 During 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 condition, 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, in 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 funded 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 deend 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 tins Agreement, CONTRACTOR 
is at all times acting and Perferming'as an independent contractor and not as an employee of 
the County : No offer ot Obligation Of peniii-theni employment with the County or particular 
County department or agency is intended in any manlier, and CONTRACTOR shall not 
become: entitled by  ylitoe of this Agreement to receive from County any form of employee 
benefits including-  but not limited to Sic,k 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, including federal and state 
income taxes and social security, arising out of CONTRACTOR's performance of this 
Agreement. In connection therewith, CON 1RACTOR shall defend, indenmify, 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: 

TOR COUNTY: 

Barbara Verba, Deputy Director/Benefits 

Name and Title: ••• 
1000 South Main Street, Suite 208 

Salinas, CA 03001 

Address 

(831) 755-4403 
Phone 

FOR CONTRACTOR: 

Renee Carter, President/CEO 

:. Name and Title 
P.O. Box '162639 

Sacramento, CA 95816 

Address 

(916) 469-9949 
Phone 
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15.0 MISCELLANEOUS PROVISIONS.  

15.01 Conflict of Interest. CONTRACTOR represents that it presently has no ititerest and agrees 
not to acquire any interest 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 ander this Agreement. 

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

15.03 Waiver. Any waiver of any terms and Conditions of this : Agreement must be in 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 othei -  terms or conditions in tins 
Agreement. 

15.04 Contractor. .  The term ,  "CONTRACTOR" : as used in this Agreement includes 
CONTRACTOR's officers, i.gents and employees acting on CONTRACTOR's behalf in 
the perforMance of this Agreement. 

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

15.06. 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 ibr the perfatimuice. Of all requirements of this 
Agreement. 

15.07 SuccessoiS and As signs. This Agreement and the rights, ptivileges , duties, and obligations 
of the County and CONTRACTOR tinder this AgreeMent, to the extent assignable or 

. delegable, shall be binding upon .  and inure to the benefit Of the parties and their respective 
successors, permitted assigns and heirs, : 

15.08 Compliance With Applicable' Law. • -The ,parties shall comply with 	applicable federal, 
state, and local laws and regulations in performing this Agreement, • 

15.09 Headings. The :,headings, are fbr Convenience' only and shall not be used to inteipret the 
terms of this Agreement. :  

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

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

15.12 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 
similar services. 
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1513 Construction of Agreement. The County and coNTRAcTOR agree that each party has 
fully participated in the review and revision of this Agreement and that any rule of 
construction to the effect that ambiguities are to be resolved against the drafting party shall 
not apply M the interpretation of this Agreement or any amendment to . tins Agreement. 

15.14 Counterparts. This Agreement may be executed in two or more counteiparts, each of which 
shall be deemed an original, but all of which together shall constitute one and the same 
Agreement. 

15.15 Authority. Any individual executing tins Agreement on behalf of the County or the 
CONTRACTOR represents and warrants hereby that he or she has the requisite authority to 
enter into this Agreement on behalf of such party and bind the party to the terms and 
conditions of tins Agreement. 

15.16 Integration. This Agreement; including the r exhibits, represent the entire Agreement 
between the County and the CONTRACTOR with respect to the subject matter of tins 
Agreement and shall superecle all prior negotiation -s, representatienS, or agreethents, either 
written or oral, between the County and the CONTRACTOR as of the effective date of this 
Agi•eenient, which is the date that the County signs the Agreement. 

15.17 Interpretation of Conflicting. Provisions. in the event of any eolith& or inconsistency 
between the provisions of this Agreement and the Provisions of any exhibit or other 
attachment to this Agreement, the provisions of this Agreement shall prevail and control. 

This section left blank intenttonallv 
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CONTRACTOR. COUNTY OF MONTEREY 

Contracts/Purchasing Officer Solutions West, Inc. 
Contractor's Business Name* 

(Signature of Chair, President, or . 	. 	. 
Vice-President) 

1---- 	 ( A / 
De arti eni-Flead (if applicable) 7  

17.2,, de(  Cr 

(nut 1  Counsel 
c-k (Signature of Secretary, Asst. Secretary, CFO, 

Treasurer or Asst. reasurer)* 

ee,  

Name and Tidd 
Date: 

Arad 
02_ 2-1--2_01q- 

Approved as to Fiscal Pr 

By: 

Date: 

16.0  SIGNATURE PAGE.  

IN WITNESS WHEREOF, County and CONTRACTOR have executed this Agreement as of the day 
and year written below. 

Board of Supervisors if applicable) 1  : 

Approved as to LiabilityProvisions3  

I I 	 County Board of Supervisors' Agreement Number: , approved on (date): 	  

*INSTRUCTIONS: If CONTRACTOR is a cotporation, including limited liability and non-profit cmporations. the full 
legal name of the corporation shall be set forth above together with the signatures of two specified officers. If 
CONTRACTOR is a partnership, the name of the partnership shall be set forth above together with the signature of a 
partner who has authority to execute this Agreement on behalf of the partnership. If CONTiti-1CTOR is contracting in an 
individual capacity, the individual shall set forth the name of the business, if any, and shall personally sign the Agreement. 

'Approval by County Counsel is required 
2Approval by Auditor-Controller is required 

3Approval by Risk Management is necessary only if clumges are made in paragraphs 8 or 9 
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EXHIBIT A 

SOLUTIONS WEST 

Scope of Services/Payment Provisions 

McIrch I, 2014—June 30, 2014 

I. CONTACTS 

For County: 

For Contractor: 

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

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

II. 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 perfoun 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 Call-JEERS 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. 

III. SERVICES TO BE PROVIDED 

A. Eligibility 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 
5-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:: 

0 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. 

Solutions West, Exhibit A 
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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; 

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

• Providing Touch Point Meetings; and 
• 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 $125/hour $85,000 
Lead Worker 680 $85/hour $57,800 

Eligibility Worker 4,080 
680 x 6 EW's 

$80/hour $326,400 

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

c) 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 conflim 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 
(DucoingLco.monterey.ca.us )  prior to placement of any employee. 

c) 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. 

Solutions West, Exhibit A 
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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 th  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). 
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EXHIBIT B 

BUSINESS ASSOCIATE AGREEMENT 

This Agreement is made effective the 1 st  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. 

I. 	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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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. 

II. 	CONFIDENTIALITY REQUIREMENTS 

(a) 	Business Associate agrees: 
(i) 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; 

(ii) 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 

(iii) 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. 

(b) 	Notwithstanding the prohibitions set forth in this Agreement, Business Associate may 
use and disclose Protected Health Information as follows: 

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; 
(ii) 	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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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. 

III. 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. 

IV. 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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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: 
MONTEREY COUNTY 

By: 	  

Title: DSS Director 

Date: Date:a2--  2—) i-- 201 Lf 

BUSINESS ASSOCIATE: 
SOLUIIONS WEST, INC. 

By 

Title: 	
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SOLUTIONS WEST 

March 1, 2014 — June 30, 2014 

BUDGET 

Activity 	 Total 

Business Consultant 	 $85,000 
680 hours @ $125/hour 

Lead Worker 
680 hours @ $85/hour 	 $57,800 

Eligibility Worker (6) 
680 hours x 6 = 4,080 
4,080 hours @ $80/hour $326,400 

TOTAL: 	$469,200 

Solutions West 
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Solutions' P.O. Box 162639, Sacramento, CA 95816 

ptione 916.469.9949 I web solutionswestcom 

Invoice # F# h 

Organization Name 
	

Invoice #: 	 {# here 

Attn: 
	

Invoice Date 	 [date 

Mailing Address 
	

Contract Number 	 [contract# 

Amount of this Invoice: $ 

Name of Project, Serivce Period of Invoice 

Personnel 
Hours 

[week of] 
Hours 

[week of] 
Hours 

week of] 
Hours 

[week of] 
 Total Hours Rate Totz  

0.0 

0.0 

0.0 

0.0 

0.0 

0.0 

0.0 

0.0 

0.0 

0.0 

Invoice Contact Information 

Total 

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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ilFresh IEVS Applicant information is available for XXXX 12/21/11 closed 
alFresh IEVS Applicant information is available for XXXX 12/01/2012 cleared 
31Fresh IEVS Applicant information is available for XXXX 12/01/2012 previously cleared 
31Fresh IEVS Applicant information is available for X)00( 12/01/2012 cleared 
alFresh IEVS Applicant information is available for )000: 12/01/2012 cleared 
alFresh IEVS Applicant information is available for XXXX 12/01/2012 cleared 
alFresh IEVS Applicant information is available for XXXX 12/01/2012 cleared 
alFresh IEVS Applicant information is available for )(XXX 12/01/2012 cleared 
alFresh IEVS Applicant information is available for )0(XX 12/01/2012 cleared 
alFresh IEVS Applicant information is available for )(XXX 12/01/2012 closed 
alFresh IEVS Applicant information is available for XXXX 12/01/2012 cleared 
alFresh IEVS Applicant information is available for XXXX 12/01/2012 previously cleared 
alFresh IEVS Applicant information is available for )(XXX 12/01/2012 cleared 

• alFresh IEVS Applicant information is available for XXXX 12/01/2012 cleared 
alFresh 1EVS Applicant information is available for XXXX 12/01/2012 cleared 
alFresh IEVS Applicant information is available for )(XXX 12/01/2012 cleared-4 
alFresh IEVS Applicant information is available for )00(X 12/01/2012 cleared 
alFresh IEVS Applicant information is available for XXXX 12/01/2012 cleared 
alFresh IEVS Applicant information is available for )00(X 12/01/2012 cleared 
alFresh IEVS Applicant information is available for )000( 12/01/2012 cleared-2 
alFresh IEVS Applicant information is available for )000( 12/01/2012 previously cleared 
alFresh IEVS Applicant information is available for )000( 12/01/2012 cleared 
alFresh IEVS Applicant information is available for )000( 12/01/2012 cleared 
alFresh IEVS Applicant information is available for XXXX 12/01/2012 cleared 
alFresh IEVS Applicant information is available for )000( 12/01/2012 cleared 
alFresh IEVS Applicant information is available for XXXX 12/01/2012 cleared 
alFresh IEVS Applicant information is available for XXX)( 12/01/2012 previously cleared 
alFresh IEVS Applicant information is available for XXXX 12/01/2012 cleared 
alFresh IEVS Applicant information is available for XXXX 12/01/2012 CFET only 
alFresh SAVE information is available for XXXX 12/01/2012 cleared 
alFresh IEVS Applicant information is available for )000( 12/01/2012 cleared 
alFresh IEVS Applicant information is available for XXXX 12/01/2012 cleared 
alFresh IEVS Applicant information is available for )000: 12/01/2012 cleared 
alFresh IEVS Applicant information is available for )(XXX 12/01/2012 cleared 
alFresh IEVS Applicant information is available for XXXX 12/01/2012 cleared 
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Fresh 1EVS i,  i 	 able for XX; ,, ,, 1(-J 12  

Fresh IEVS Applicant information is available for )(XXX 12/01/2012 cleraed-5 

Fresh IEVS Applicant information is available for XXXX 12/01/2012 cleared 

iFresh IEVS Applicant information is available for XXXX 12/01/2012 cleared 

!Fresh SAVE information is available for XXXX 12/01/2012 cleared-2 

1Fresh IEVS Applicant information is available for XXXX 12/01/2012 cleared 

Fresh SAVE information is available for )000( 12/01/2012 cleared-2 
ilFresh IEVS Applicant information is available for )00(X 12/01/2012 cleared 
ilFresh IEVS Applicant information is available for )00(X 12/01/2012 closed 

alFresh IEVS Applicant information is available for XXXX 12/01/2012 RE pending 
alFresh IEVS Applicant information is available for )000( 12/01/2012 cleared 
alFresh IEVS Applicant information is available for )000( 12/01/2012 cleared-2 
alFresh IEVS Applicant information is available for )00(X 12/01/2012 cleared-2 
alFresh IEVS Applicant information is available for )0(XX 12/01/2012 cleared 
alFresh IEVS Applicant information is available for )(XXX 12/01/2012 cleared 
alFresh IEVS Applicant information is available for )00(X 12/01/2012 cleared-2 
alFresh IEVS Applicant information is available for XXXX 12/01/2012 cleared 
alFresh IEVS Applicant information is available for =0( 12/01/2012 cleared-2 
alFresh 1EVS Applicant information is available for XXXX 12/01/2012 closed 
alFresh IEVS Applicant information is available for XXXX 12/01/2012 cleared-3 
:alFresh IEVS Applicant information is available for XXXX 12/01/2012 cleared 
:alFresh IEVS Applicant information is available for X)(XX 12/01/2012 closed 
:alFresh IEVS Applicant information is available for )(XXX 12/01/2012 cleared 
;a1Fresh IEVS Applicant information is available for :CM 12/01/2012 cleared-2 
:alFresh IEVS Applicant information is available for )(XXX 12/01/2012 cleared 
:alFresh 1EVS Applicant information is available for XXXX 12/01/2012 cleared-4 
:alFresh IEVS Applicant information is available for XXXX 12/01/2012 cleared 
alFresh IEVS Applicant information is available for X)(XX 12/01/2012 no action 
alFresh SAVE information is available for XXXX 12/01/2012 cleared-4 
alFresh IEVS Applicant information is available for )000( 12/01/2012 cleared-3 
alFresh IEVS Applicant information is available for XXXX 12/01/2012 cleared-2 
alFresh IEVS Applicant information is available for XXX( 12/01/2012 cleared-2 
alFresh IEVS Applicant information is available for XXXX 12/01/2012 no action 
alFresh IEVS Applicant information is available for XXXX 12/01/2012 cleared-5 
alFresh lEVS Applicant information is available for XXXX 12/01/2012 cleared-7 
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12/01/2012 =resh IEVS Applicant information is available for XXXX cleared-4 

Fresh IEVS Applicant information is available for XXXX 12/01/2012 cleared-2 

Fresh IEVS Applicant information is available for )XXX 12/01/2012 cleared 

Fresh IEVS Applicant information is available for )XXX 12/01/2012 cleared 

Fresh IEVS Applicant information is available for )000( 12/01/2012 cleared 
!Fresh IEVS Applicant information is available for )(XXX 12/01/2012 cleared 
Fresh IEVS Applicant information is available for XXXX 12/01/2012 cleared 
'Fresh IEVS Applicant information is available for X)0(X 12/01/2012 cleared 
,IFresh IEVS Applicant information is available for XXXX 12/01/2012 cleared 
ilFresh IEVS Applicant information is available for XXX>: 12/01/2012 cleared 
'Fresh IEVS Applicant information is available for XX,XX 12/01/2012 cleared 
ilFresh SAVE information is available for )(XXX 12/01/2012 cleared 
ilFresh IEVS Applicant information is available for XXXX 12/01/2012 cleared 
alFresh SAVE information is available for XXXX 12/01/2012 cleared 
alFresh IEVS Applicant information is available for )000( 12/01/2012 cleared 
alFresh IEVS Applicant information is available for X),00( 12/01/2012 cleared 
alFresh IEVS Applicant information is available for XXXX 12/01/2012 cleared 
alFresh IEVS Applicant information is available for XXXX 12/01/2012 cleared 
alFresh IEVS Applicant information is available for )XXX 12/01/2012 cleared 
alFresh IEVS Applicant information is available for XXXX 12/01/2012 cleared 
alFresh IEVS Applicant information is available for )000: 12/01/2012 cleared 
alFresh IEVS Applicant information is available for XXXX 12/01/2012 cleared 
alFresh IEVS Applicant information is available for )000( 12/01/2012 cleared 
alFresh SAVE information is available for =0( 12/01/2012 cleared 
alFresh IEVS Applicant information is available for XXXX 12/01/2012 cleared 
alFresh IEVS Applicant information is available for >000( 12/01/2012 cleared 
alFresh IEVS Applicant information is available for XXXX. 12/01/2012 cleared 
alFresh 12/01/2012 cleared 
:alFresh IEVS Applicant information is available for )(XXX 12/02/2012 cleared 
:alFresh IEVS Applicant information is available for XXXX 12/02/2012 cleared 
:alFresh IEVS Applicant information is available for )000: 12/02/2012 cleared 
:alFresh IEVS Applicant information is available for XXXX 12/02/2012 
:alFresh IEVS Applicant information is available for XXXX 12/02/2012 closed 
:alFresh IEVS Applicant information is available for XXXX 12/02/2012 cleared 
:alFresh IEVS Applicant information is available for )XXX 12/02/2012 cleared 
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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. 

-4/11LA  

7.‘„)  

Signature 

L)0 017 67H 
	e--- 

Agency/Organization 

Title 
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LEIiiiR MENT OF SOCIAL SF•VICF 

EXHIBIT G 

Solutions West- DSS Policy and Informational Documents for temporary staff 

• Emergency Contact Form* 

• C- 1\/ Universal Regional Call Center Security Agreement* 

• 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* 

6  CAO Workplace Violence Policy* 

O Monterey County Resolution 91-384 Drug Free Workplace Policy 

• County Equal Opportunity and Non-Discrimination Policy** plus AD 98-05 DSS Non-

Discrimination/Non-Harassment Policy 

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

• County Prevention of Sexual Harassment Policy** 

• Identification 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 
ducoing1Pco.monterey.ca.us   



MONTEREY COUNTY 
DEPARTMENT OF SOCIAL 
& EMPLOYMENT SERVICES 

 

WORKING 	TOGETHER 	FOR 	OUR 	COMMUNITY 

EMPLOYEE'S EMERGENCY CONTACT NOTIFICATION FORM 

Employee No: 

Name: 	 

Home Address: 	  City: 	  Zip: 

Home Phone: 
	

Cell Phone: 

Work Phone: 

Supervisor: 	  

In Case of Emergency please notify: 

Work Location: 

Soc. Sec. # 

OR Name: 	  

Address: 	  

City/State/Zip: 	  

Relationship: 	  

Home Phone: 	  

Work Phone: 	  

Cell Phone:  

Name: 	  

Address: 	  

City/State/Zip: 	  

Relationship: 	  

Home Phone: 	  

Work Phone: 	  

Cell Phone: 

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

Employee Signature 
	

Date 



CIV Universal Regional Call Center Security Agreetn ue—rif 

As a Regional Call Center (RCC) agent, you will be granted access to confidential information that is 

contained within the C-IV System and certain State and federal systems. This confidential information 

includes but is not limited to all County, State and/or federal information, data, and information 

processing resources to which you may have access, and information received from any recipient or 

applicant for public assistance. 

As an RCC agent, you are responsible for protecting the Confidential Information by following the 

security procedures set forth below. 

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

1. All data in the C-IV System or any State and/or federal systems accessed in the course of your RCC 

agent duties is confidential and shall not be disclosed to any unauthorized person(s) or group(s). 

2. You may use the C-IV System or any State and/or federal systems accessed in the course of your RCC 

agent duties, only for those specific functions for which you are authorized. Personal, non-RCC 

business, and/or unauthorized use of these systems are prohibited. 

3. Your universal access to the C-IV County's data is granted for the sole purpose of carrying out your 

assigned duties as a RCC agent. 

4. You understand it is illegal for you to knowingly access any of the systems used in the course of your 

duties as a RCC agent, to delete, share, disclose, release, damage, destroy, or copy applicant, 

recipient, and/or participant information, post any information found in these systems on the 

Internet, or otherwise use the C-IV System, and any State and/or federal system in an unlawful 

manner including to defraud, deceive, extort, or control data for personal gain. 

5. You are not permitted to leave the C-IV System unattended at any time. When leaving a C-IV 

Workstation, you must log off or lock the C-IV System. 

6. Any suspected violation of this C-IV Universal Regional Call Center Security Agreement, and any 

misuse or non-compliance with the C-IV operating standards and procedures, shall be reported 

immediately to the C-IV Contact Center (CC) Manager The C-IV CC Manager will escalate the report 

to the appropriate County entity.. 

7. Your violation of this Agreement will result in denied access to the C-IV system and you may be 

subject to discipline, up to and including termination from employment, and prosecution under the 

California Penal Code. 

I acknowledge that I have read and understand the entirety of this Agreement and agree to the terms 

herein. 

Print RCC Agent Name RCC Agent Signature Date 

Prinz Agency Representative Name Agency Representative Signature Date 

C-IV County Agency Agency Representative Title 

Revision Date: September 26, 2013 
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Administrative Directive No. 04-02 

Monterey County Department of Social Services 

TO: 
	

All Staff 
	

February 17,2004 

SUBJECT: 
	

Dress Policy 

REFERENCE: 
	

Obsoletes AD 97-02 

PURPOSE: To Establish Basic Policies on Attire for the Department and 
Employment Services 

POLICY:  

The type of attire considered acceptable varies with the particular assignment. However the 
mission of the department is to serve the public, coworkers, other agencies, and customers, who 
observe staff in both the field and in the office. Therefore, employees of the Department of Social 
and Employment Services are expected to wear clothing that is considered acceptable business 
attire consistent with responsibilities. 

This policy is intended to provide the basic standard of cleanliness, neatness, and 
appropriateness. Particular attention should be paid to safety, department image, and 
public interaction. 

The following items are examples of inappropriate dress: 

• Slippers (except if medically warranted). 
• Flip flops, shower shoes, beach shoes or water socks 
• Clothing that exposes the stomach, midriff or waistline area. 
• Skirts, dresses, and skorts shorter than mid-thigh. 
• Shorts. 
• Clothing with spaghetti, narrow or no straps that expose the back or shoulders, 

unless worn with a jacket. 
• Sheer or lacey fabrics (unless with appropriate opaque layering). 
• Clothes generally used for recreation or exercise (i.e., gym pants, tank tops, 

uncovered spandex pants or tops). 
• Leggings when worn with tops shorter than mid-thigh. 
• Tee-shirts that advertise or endorse products, sports teams or entertainment (small 

logos identifying the brand are acceptable). 
• Clothing that is obscene, suggestive, demeaning, or advocates the use of violence, 

alcohol, tobacco, or drugs. 

Other dress considerations include the following: 

• Clothes should be clean, in good repair, and fit properly. 
• Clothing/shoes should be selected to promote reasonable safety. Since a number of 

our buildings and our work in the community require navigating stairs and uneven 

1 



'ELLIOTT C ROB IN SON 
Direbtor:' 
••-• 

pavement, ernployees should ,avoid shoes that may cause difficulty on these 
surfaces. 
Clothing should be appropriate for the office environment and the customers served 
(i.e., warehouse duties vs office vs. field). 
Employees snould be well groomed and adhere to EiccE-)ptEible standards of personal . 	 . 	. 	. 
hygiene. 

RESPONSIBILITY:  

It is the responsibility of all 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 staff. 

It is the responsibility of all department managers and supervisors to ensure the 
consistent application of the policy across divisions. Non-compliance with this policy 
shall result in corrective action, which may include disciplinary action. 

[Sign and return page 3 for retention in your personnel file] 

2 



Department of Social and Employment Services 
Administrative Directive Number 04-02 (2/17/04) 

DRESS POLICY 

I have been provided with a copy of the Monterey County Department of Social and 
Employment Services' dress policy. Acknowledgment of its receipt and my 
understanding of the policy are indicated by my signature below. (Detach this page with 
your original signature and submit to DSES Human Resources for retention in your 
personnel file.) 

Employee's Signature 	 Date 

File: dress policy2004 
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Mnt f.ey County Departr nt of Social Services 

 

Administrative Directive No. 00-03 

 

  

  

TO: 
	

All Staff 

SUBJECT: 

IMPLEMENTATION: 	Upon Receipt 

I. 	PURPOSE 

January 31, 2000 

Department Computer Policy Statement and Agreement 

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, 
• Assure legal compliance with software usage, 
• Assure maintenance of original configurations for easier troubleshooting, and 
• Assure compliance with state system mandates. 

II. 	POLICIES 

A. It is 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 
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6. 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. 

7. 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. 

8. 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). 

9. 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. 

10. 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. 

11. 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/referrals and staff. 

12. 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. 

13. 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 !SAWS computer users will not: 

1. Make changes to default settings on any shared workstations. 

2. 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. 

3. Enter directory areas or open system files for any reason. 

4. 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. 

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

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

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

e) Plug 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. 

f) 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. 

g) 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. 

h) 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. 

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. 	It is 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. 
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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. 

F. 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 else, 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 shall 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. 

G. 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. 
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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/Internet 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. 

I. 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. 

III. 	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 
Computer Policy Statement and Agreement 



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. 

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

Employee Name (Please Print) 

  

   

Employee Signature 	 Date 
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TO: 

DATE: 	 May 24, 2010 

SUBJECT: 	DSES E-MAIL POLICY 

IMPLEMENTATION: Upon Receipt 

DEPARTMENT or SC)C.:',IAL 
EMPLOYMENT SE.RVIOES 

) 	F.; 

Adiinistrv Dbrectve No 10-03 

All DSES Staff 

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 departmental directive. 

2. 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 to exercise 
great care in using e-mail, and understand that there is no expectation of privacy. 

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

4. 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 affiliation, physical attributes, or sexual orientation 
shall be transmitted. 

5. 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. 



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

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 (PII), Protected Health information (PHI), and Federal Tax 
Information (FTI). 

Elliott Robinson, Director 	 Date 

Distribution: All staff 



MCDSES MONTEREY COUNTY 
DEPARTMENT OF SOCIAL 
& EMPLOYMENT SERVICES 

   

WORKING 	TOGETHER 	FOR 	OUR 	COMMUNITY 

Administrative Directive o. 10-04 

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 

L PURPOSE 

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

IL 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-malls. 

• Do not excuse yourself to answer a call or text message unless it is an essential 
work-related matter or emergency situation. Plan on returning the call/text 
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during a break. Typically, business calls, texts and e-mails can be returned at a 
later time. 

• If your phone indicates an incoming call or message let your cellular voice mail 
selvice 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 mu_st 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-
mail/text message while in a 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, 

• When possible, plan your call/texts 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 while 
erat jii g a co ty vehicle. 

T. 

4- 
Elliott Robinson, Director 

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 . 
WORKPLACE'VIOLENCE POLICY  

Title: County of Monterey Workplace Violence Policy pursuant to the 

OSHA Act of 1970 "General Duty Clause" 29 U.S.0 Section 654, 5 (a) 1 

Effective Date: March 16, 1999 

, 	. 	 . 
of the Federal Occupational Safety and Health Actstates that 

"employers provide a workplace that is free from recognized hazards , 
that are causing or likely to cause death or serious physical harm to its 

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

Workplace Violence Policy 

I. Purpose 

To establish a 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. 

II. 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 wellbeing 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 employees 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 regardless 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. 

O Type I 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 II involves a violent act or threat of violence by a recipient of service 
provided by our County such as a client, patient, customer, probationer, inmate 
or juvenile ward. 

O Type III involves 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 involvement with the County, such as an employee's 
spouse or significant other, an employee's relative or friend, or another person, 
other than a recipient of service, who has a dispute with a County employee. 

Definitions 

O Crisis Incident Response Team (CIRT): The CIRT are employees who are 
delegated the responsibility to evaluate and recommend courses of action with 
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regard to anyone who has demonstrated acts or conduct which constitute a 
threat or threats of violence in the work place. The following employees and 
their designees are designated as members of the GIRT: 

County Administrative Officer 
County Counsel 
Human Resources Director 
Sheriff Department 

In addition, appropriate Department Head and/or Division Manager or designee 
may be involved. 

Physical violence: Unwelcome physical contact between two parties. Physical 
violence includes assaults, sexual assaults or property damage deliberately 
caused. 

o Verbal violence: Threats, verbal abuse, or harassment involving language 
designed to threaten, intimidate or do harm. 

• Violent Acts: 
a. Striking, punching, slapping, spitting or otherwise assaulting another 

person, 
b. Fighting or challenging another person to fight. 
c. Grabbing, pinching or touching another person in an unwanted way 

whether sexual or otherwise. 
d. Engaging in dangerous, threatening or unwanted horseplay. 

e. Possession of firearm, replica firearm, 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. 

f. Use or threat of use, of any object intended as a weapon of aggression 
(i.e. as opposed to justifiable self-defense), while engaged in County 
business at any location, or on County property, including parking lots, 
other exterior premises, or while in or using county vehicles. 

Weapons: Are defined as firearms, chemical sprays, clubs or batons, and 
knives, and includes any device, tool, chemical agent, or other implement 
capable 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 location where County business is conducted by County 
employees including vehicles and parking lots. 

• Written violence: Written threats including letters, notes, texting, e-mail, 
blogging, plans or drawings describing, detailing, warning or delivering threats. 
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Department Heads 

IV. Prohibited Acts and Behavior 

Employees of the County of Monterey shall not engage iii encourage  
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 employee's County employment; or 
intentionally damaging property owned, operated or leased by the County. 

Department management is prohibited from authorizing employees 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 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 Employees who carry legal weapons for self-defense may be in violation of 
this Policy and may be subject to 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 to any work place threat of violence 
and to mobilize and direct the necessary resources to ensure the safety of County 

- emplOyees, vendors, visitors and other member of the public and property. 
Recommend to Department Heads alternative actions relative to the incident. 

• Report threats or acts of work place violence immediately to any member or 
designee of the CRT. 

• Provide assistance possible to allow the GIRT to proceed in the assessment 
and evaluation of the threat of violence incident. 

• Document pertinent information relative to the incident. 
• Take the online Work Place Violence training. 
• Ensure that the appropriate staff 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, etc. 
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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 implementing and enforcing 
the provisions of this program for County of Monterey. The employer shall: 

• Conduct new employee orientation on the County Workplace Violence Policies, 
procedures and work practices. 

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

• Take the online TargetSafety Work Place Violence training. 

• Present training programs designed to address specific aspects of workplace 
violence prevention unique to each Department's working environment. 

• Post or distribute Workplace Violence Policy to inform employees and 
management at all levels of this policy. 

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

• Report Threats or acts of violence immediately to any member or designee of 
the CIRT, and to their Department Head. 

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

• 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. 

• Review the policy, sign the Employee Workplace Violence Policy 
Acknowledgment form and fully comply. 

• Request information from those who should be familiar with this policy (the 
Trainer, Supervisor, Manager or Department Head) to clarify any points of 
misunderstanding. 
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VI. Worksite Security .Rules 

Episodes of workplace violence can only be reduced if employees are willing to . 	 . 
report threats of Violent behavior. 

• Ensure compliance of this policy byrefraining frombehaviors 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 evaluation of the threat of work place violence. 

• , Suspicious Persons: All employees should be alei -t to persons-whose actions or 
presence appears to be of suspicious nature not typically expected of an 
ordinary employee, customer ;  or visitor. If employees have ,doubts Concerning 

, the intentions of any such person, they should avoid the individual if possible, 
quickly but quietly notify a supervisor, and/or follow other applicable security 
procedures. 

• Access to Prerhises: Employees should be on . the premises only during normal 
business hours or authorized hours of work. 

	

Visitors: Individuals not employed or contracted by the County 	be _ 	, 	 . 	- 
accompanied by a County employee when they are afforded access to areas 
normally restricted to employees only Employees bringing visitors shall 
request authorization from a supervisor prior to affording access to areas 
normally restricted to employees only 

VII. Hazard Assessment 

Each department will perform workplate violence hazard assessments for security 
in the form of periodic inspections ne County Safety Of-ricer or other designated . 	 . 
representative may provide assistance With the inspectiohs. A hazard assessment 
shall be conducted according to the following: 

• When the IIPP fOr WorkPlace Violence is initially establiShed. 

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

• When potential workplace violence conditions warrant an inspection. 

VIII. Incident Reporting Requirements 

Any employee who believes he or she has been a subject of workPlace violence or 
is a witness of such act shall report immediately the alleged incident of workplace 
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violence or threat of violence to a Supervisor, Manager, Department Head or 
Manager. in the Human Resources Department. An employee may also report the 
incident to the appropriate law enforcement agency. 

Information about a workplace violence incident will remain confidential and will be 
disclosed only to those who have a need to know. No one who initiates a good 
faith complaint or reports an incident under this policy may be subject to adverse 
personnel action. 

Supervisors and Managers who have received reports of or have knowledge of 
workplace violence situations shall complete "Appendix B of the County of 
Monterey Workplace Violence Policy Incident Report Form" and inform a 
Department Head and Human Resources as soon as possible. 

The appropriate law enforcement agency shall be notified of the incident, at the 
discretion of the Department Head. 

Incidents involving workplace violence shall be resolved by management, 
employing disciplinary measures for employees, and either appropriate steps taken 
todeal with the public or referred to local law enforcement. 

Failure to repoit an incident shall subject employees to appropriate disciplinary 
action. 

IX. Response to Immediate Threat or Danger 

This policy does not require or encourage employees to intervene in a violent 
situation or to place themselves in danger. 

In the event of an immediate threat or violent act contact law enforcement 
by dialing 9-9-1-1. 

All people, whether employed by the County or not, should be evacuated 
from the area, if it is warranted and can be done safely. The evacuation 
shall follow the procedures contained in the Evacuation and Emergency 
Action Plan section of the Injury and Illness Prevention Plan (IIPP). 

X. Investigations 

Workplace violence incidents involving County employees must be investigated to 
determine if steps can be implemented to prevent like incidents from recurring 
and/or to gather information for possible criminal/civil action. 

The CIRT shall conduct, or authorize, an investigation into the incident within 48 
hours of having received the report. Upon completion of the investigation an 
appropriate response shall be prepared. 
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If there is employee misconduct, then disciplinary action vill be taken against the 
employee(s) involved. 

If the risk or threat came from a member of the public, the Agency will evaluate 
security measbreS and/or institute new procedures for dealing with the specific 
public person and incident reported to appropriate law 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 VVorkplace . Violence 
Policy's prevention practices. The county Safety Officer shall monitor the 
Workplace Violence Policy for its effectiveriesS. 

XII. Annual Inspections 

Inspections for workplace violence hazards will be conducted annually in the 
context of the annual Injury andIllness 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. 

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 - DeOartrnent. ,  

XIV. DisciplinaryProcedures 

Employees found to be in violation of this policy will .be srbjecttpdisciplinary 
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, rf, -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, 

9  Asking any threatening or potentially violent person to leave the site; and/or, 
Immediately contacting an appropriate law enforcement agency, if necessary, 
to assure safety is Maintained and removal of the offender from the work site, 
and to determine if a violation of the law has occurred. 
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XV. Policy Support Elements 

Critical Incident Policy: This policy has been established 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 departments in . 
complying with personnel regulations. 

County Ordinance 3537: 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 rights 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 
Illness 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 department 
management in obtaining an employer's workplace Temporary Restraining Order 
(TRO) when circumstances warrant. 

Policy Compliance: The Human Resources Division, County Administrative 
Office is authorized by this policy to audit departments to assure compliance with 
this policy. The Human Resources Division may also recommend and implement 
training, surveys, or other quality control procedures to evaluate the effectiveness 
of this policy. 
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Appendix A 

County of Monterey 
County Administrative Office 
:Human Resources Division 

Employee Workplace Violence 
Policy Acknowledgernent.Forth . 

The County of Monterey is committed to providing and maintaining a safe work environment 
free from the threat of violence, aggression, intimiciation, harassment or ietaliation for all 
employees and the public. It is the policy of the County of Monterey that threats of violence or 
violent behavior direct or implied will not be tolerated in the workplace ..Acts or threats of 
violence against the life, health, and well being 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. 

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 comrn -unication, 
symbols or physical acts Which threaten the safety or security of County employees or which
may inhibit County employees from conducting business or providing services in an 
environment of safety and security. This also includes, but is net. limited td, threats on County 
premises, at County functions or any other location Where violence or threats of violence may 
have an adverse impact on the County's ability to do businessor provide services; 

Employees of the County of Monterey shall not engage in encourage or promote acts of • 	, 	 • 	. 	. 	_ 
harassment, intimidation, violence, threats, coeroion, and abusive and/or assadltiVe behavior 
toward any person while in the course and scope of employment. Department management is 
prohibited from authorizing employees 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 policies and procedures which govern the use and/or display of the Weapcin. 
"Weapons" are defined as firearms, chemical sprays, Clubs or batons,- knives, and includes any 
deVice, tools chemical agent or other implement capable ofbodily harM ..if . itis.used as a 
weapon or displayed in such a manner to cause harm orthreaten'a person with harm. 

Threatening Statements or actions, or violent behavior , at any-County Workplace where County 
work is conducted shall be reported immediately to department supervision: Supervisors shall 
assure the incident is reported directly to the Department Head Immediately. 

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 disciplinary action, up to and 
including termination of employment. 

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

Employee Name (please print clearly) 	 Department 

Employee Signature 	 Date 
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Appendix B 

County of Monterey Workplace Violence Policy 
Incident Report Form 

Instructions: 
This form shall be used by Managers/Supervisors to document incidents of workplace violence 
or violations of the County of Monterey Workplace Violence Policy. Narratives and other 
documentation may be attached. 

Reporting Department: 	 Division: 	  

Address/Location of Incident: 	  

Date of Incident: 	 Time of Incident: 	  

Description of Incident: (Sequence of events and circumstances. Use extra paper if needed) 

Description of Fatalities, Injuries, Property Damage: 

Names of employees involved (Attach employee's statements): 

Name or description of others involved (Attach statements): 

Name or description of witness(s) (Attach statements): 

List responding public safety agencies: 

Any attachments? Yes No 	 If yes, describe: 

A copy of this report will be sent to and verbal notification was made to: 

County Counsel Date/Time: 	 Name of contact: 	  

CAO/ HFURisk Date/Time: 	 Name of contact: 	  

Department Head Date/Time: 	 Name of contact: 	  

Report by (Manager/Supervisor print name) 	  

Signature (Manager/Supervisor) 	  

Title: 	  Phone 	 Date 

Describe actions taken to maintain safety and security of work site (Use Incident Investigation 
Follow up Report): 
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Corrective Actions (actions 
short term, intermediate, and 
long term) 

Bywhen , Completed 
YiN and 

Date 

• Comments By who 

incident Iirvestigation Follow up Report 

Incident Type: 
Injured Employee: 
Ineident Date: 

•'. 	 • 	 '1. 	 . 	 . 

Incident investigation Closed Date: 
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Appendix C 

Policy Revision History 

Date Revised By Updates 

3/16/1999 Gary L. Metzler Effective Date 

7/9/2009 Maria C. Sandoval . 	Added Cover Sheet 
. 	Added Table of Contents 

Included Appendix A — Policy 
Acknowledgement Form 

. 	Included Appendix B — Incident Report 
Form with minor updates 

. 	Added Appendix C - Policy Revision 
History 

. 	Changed the bullet format from 
numerical to Roman numerals 

. 	Added "Acts" to Prohibited Behavior 
• 	Minor 	Responsibilities 
. 	Added Employee Responsibilities 
. 	Added Worksite Security Rules 
. 	Added Hazard Assessment 
, 	Minor modifications to Incident 

Reporting Requirements 
. 	Added Investigations 
. 	Added Monitoring 

Added Annual Inspections 
. 	Added Employee Participation 

10/29/09 Maria C. Sandoval . 	Added Approval section 
2/5/2010 Maria C. Sandoval . 	Added the CIRT (Crisis Incident 

Response Team) 
. 	Separated the responsibilities by 

CIRT, Department Head, Managers 
and Supervisors and by employees. 
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Before the Board of Supervisors in and for the 

County of Monterey, State of Californi,a 

Resolution No. 91-384 --- 
Establishing the "Monterey 
County Drug-Free Workplace 
Policy"  

WHEREAS, the County of Monterey is desirous of providing and 
maintaining a safe workplace for all its employees; and 

WHEREAS, the County of Monterey desires to protect the health, 
safety andwell-being of employees and of the public, 

BE IT RESOLVED THAT, the County does hereby establishes the 
following -policy for all its employees and volunteers; which shall 
be known as the "Monterey County Drug-Free Workplace Policy." 

POLICY  

1. The unlawful manufacture, sale or distribution, dispensing, 
possession, use or being under the influence of a controlled 
substance is prohibited while on County property, at a County 
location, or while on duty as a County employee or volunteer. 

2. In the case of any County employee or volunteer found to have 
violated any of the prohibitions contained in Section 1, 
apprOpriate disciPlinary action consistent with any applicable 
collective bargaining agreement covering that employee and/or 
consistent with the current Monterey County Personnel 
Resolution, as amended, will be taken: 

3. In addition to compliance with Section 1 of this policy, any 
County employee or volunteer engaged in the performance of 
duties or services pursuant to a federal grant or contract must 
as a condition of employment, notify the appointing authority 
(or his/her designee) of ay criminal drug statute conviction 
for a violation occurring in the workplace no later. than five 
(5) days after such conviction. If the violation occurred. at a 
work site where work is/was being done in connection with a 
specific federal grant or contract, the appointing authority 
shall inform the grant administrator and the granting agency 
within ten (10) days of such notification. 

4. If any appointing authority (or his/her designee) becomes aware 
of any criminal drug statute conviction for a violation 
occurring in the workplace through some means other than 
Section 3 of this policy, and if the violation occurred at a 
work site where work is/was being done with a specific federal 
grant or contract, the appointing authority (or his/her 
designee) shall inform the granting agency within ten (10) 
days. • 

5 	If the appointing authority (or his/her designee) becomes aware 
of any criminal drug statute conviction for a violation 
occurring in the workplace 1 -4t-wiLI-take-apprepriate—T. 
disciplinary action against such employee, up to and including 



teimination, as provided for in-anT:apPIiCable,collectiVe 
bargaining agreement covering the-e*alOyeeand/ortheionterey 
County personnel Resolution, as amendedand/Oreguire. 
that the convicted employee part.iCipatesatiSfadtOrilY - in a 
drug abuse assistance or rehabilitatiOn - prOgraMapProved for 
such purposes by a-,federalState'orl_ocalheaithi'. :la 

_ 	 _ 	_ 
, 	- 	 . 	_ 

enforCeMendrothera'ObroPtiateagenCY - 

6. In order to .assure emtloyee drug-fiatawareness .  and policy, the 
County shall- provide.thefollOwind'prOgram for . all.County 
employees and - voltnteerSdistribtion to each County employee 
and volunteer:of (l) a brochure on the idangers of drumabuse; 
(2) distribution to all . .CountV : employees and volunteers of a 
copy of this policy; and (3) dissemination of information 
regarding the Coun 7Ey Employee Assistance program, in order to 
provide counseling and/or referral for extended counseling 
and/or - treatment of - drug-related problems ... In addition., copies 
of-applicablerl,..Ionterey.County. :collective. bargaining agreements 
and of the..ourrent. -,Monterey CountYPerScinnel'ReSolution, as . 	 . 	.  
amended, shall .be•available t each department work: site for 
County :employee and volunteer, 

7. The county..wll 

	

-i 	make-mood faith effo - 	- - 	- 
a:drug-free workplace as sdescribed - above. . 	. 	. 	. 

PASSED 	ADOPTED on this 23rd day of July, _1991,- upon. Motion of . _ 	 . , 	_ _ 
Supervisor Del _Piero, seconded by Supervisor Strasser Kauffman, by 

• NOE S : 

„ABSENT,:  

I, ERNEST K. MORISHITA, Clerk ofthe Board Of Supervisors of the County of Monterey, State of California, hereby certify thi 
foregoing is a true copy of an original order of said Board of Supervisors duly made and entered in the minutes thereof at page = 
Minute Book  65  , on  July 23 , 1991 

Dated: Jul y 23 , 1991 

ERNEST K. MORISHITA, Clerk of the Board - 
of Supervisors, County of Monterey, 
State of 	lifornia. 	 , 	4  

/  By  fl  

'continue to maintain 

the following vote-, to-.wit: 

AYES: 	SuPervisors D 	 Shipriuck Perkins, Karas-Ec Strasser _ 	.  
-Kauffman.. 

OE 



tirstiant .W. 

caluty jrci 

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 well-being of employees, volunteers and the public. 

I understand, as an employee or volunteer of the County, that I shall, in the 
performance 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, I understand that employees or volunteers engaged in the performance of 
duties or services 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 workplace no later than five (5) days 
after such conviction. 

Name of Employee (Print) 

Signature • 	 Date 



EQUAL OPPORTUNITYAND NON-DISCRIMINATION POLICY 

I. INTRODUCTION 

It 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 protected by local, state, or federal law. 

II. 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 a policy 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 allowed 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 protected classifications. 

Decisions and practices based on an individual's protected classification that unlawfully affect 
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 occur in the course of recruitment, testing, hiring, 
work assignments, salary and benefits, working conditions, performance evaluations, 
promotions, training opportunities, career 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 County is 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 employment 
environment. Harassment is any behavior that intimidates, threatens, degrades, torments, or 
places demands on another, based on one or more of the categories listed in the Introduction, to 
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the extentthattlie:conduct unreasonably. interferes with the employee's work performance or 
creates an intirnidating, hostile, or offensive work environment. 

Examples of harassment include, but are not limited to: 

Verbal conduct, such as ethnic or racial slurs, epithets, derogatory or insulting 
Comments, taunting, heckling,-unWanted sexual advances or comments, racial or 
sexual jokes; 

Physical conduct, such as in ippropriately impeding or .blocking movement, 
gestures, or unwelcome touching, 

Visual conduct, such as derogatory or sexually Oriented posters, photographs, 
letters or other writings, einails, cartoons or di wings, 

It is the policy of the County of Monterey that such harassment shall not be tolerated, condoned 
or trivialized. Any harasser, if a County employee, inanag,er or official shall be subject to 
appropriate discipline, including possible dismissal, as determined by the appropriate department 
head Or appointing authority, upon due, consideration of the findings and recommendation of the 
Equal Opportunity Officer. A harasser who is a contractor, vendor, recipient of County services 
or volunteer shall be subject to appropriate Corrective action. 

IV. 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 or the public rekiting to County business or services. 

This policy not only protects individuals from prohibited conduct because of their own protected , 	_ 	. . 	. 
status, but also protects individuals from conduct motivated by the actual or perceived 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 violate this policy, even if they are not so severe that they 
violate federal, state or local discrimination laws. The County may discipline conduct that 
violates this policy even if the conduct does not violate a law prohibiting discrimination. This 
policy is intended to promote a discrimination-free workplace but not to create new rights. _ 	, 

All County employees are expected to 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 the. 
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V. 	RETALIATION 

Applicable laws prohibits retaliation for complaining about unlawful discrimination or 

harassment. It is a violation of this policy to retaliate against or harass any person who asserts 

his or her rights regarding employment discrimination by: 

) 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 harass someone because of his or her 

association with such an individual. Acts of retaliation are subject to appropriate corrective 

action, up to and including termination. 

Behaviors which may be considered retaliatory include, but are not limited to: threats, 

reprimands, 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. 

Examples of behavior that is protected from retaliation under this policy include, but are not 

limited to: expressing an intent to file a charge or complaint alleging prohibited conduct; 

participating as a witness in a discrimination complaint investigation, administrative proceeding, 

hearing or trial; and/or seeking a reasonable accommodation. 

VI. RESPONSIBILITY 

County Department Heads, managers, and supervisory personnel are responsible for 

implementing this policy within their areas of responsibility. Also, they shall ensure that 

individuals in their areas of responsibility are infoimed of their rights to a 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 

potential discrimination, harassment, or retaliation is responsible for complying with the 

procedures established by the Equal Opportunity Office and making prompt contact with 

County's Equal Opportunity Office. 

Under applicable law, supervisors and non-supervisors may be personally liable for unlawful 

harassment perpetuated by the employee. 
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Department Heads shall be responsible for coordinating and cooperating with the Equal 
Opportunity Officer or designee in resolving complaints involving employees in their respective , 	• 
departments. 

The County shall ensure that Contractors .  with the County be responsible for insuring that 
effective policies and procedures cOncerning the prevention of discrimination and harassment . 	. 	. 	 . . 	. 	. 	. 	. 
exist in their companies as part of the requirerrients nuclei; the . equal employment 
opportunity/nondiscrimination Clause of their contracts ‘Vith the COuntyin a . manner Consistent 
with purpose and intent of this policy. 

VII. REPORTING PlSCRIIVIINATION OR Ki.kR.ASSMENTS COMPLAINTS 

An employee or job applicant who believes that s/he has been subjected to unlawful 
diScrimination, harassment, or retaliation is ericouraued to : imMediately'report the complaint to 
the appropriate supervisor, manager, Department Head, 'appropriate Human .Resources personnel 
or the County Equal Opportunity Office. 

Complaints of unlawful discrimination or harassment shall be processed in accordance with the 
procedures established by the Equal Opportunity Office. InforMation about the process for filing . 	 • 
complaints can be obtained by contacting the County's Equal Opportunity Office a.t (831) 755- 
5117, or through the E00 website at http://w-vo,Ai.co.monterey.ca.us/eeopp/.  

VIII. POLICY DISSEMINATION 

The Equal Opportunity Officer is responsible for ensuring that this policy is implemented and 
disseminated appropriately. 

IX. TRAINING 

The Equal Opportunity Office shall be responsible for formulating and coordinating training on , 	 . 	_ 
this policy for county employees and Officials. 

Each Department Head shall be responsible for ensuring its employees complete the training 
provided by the Equal Opportunity Office. 
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PREVENTION OF SEXUAL HARASSMENT POLICY 

I. 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, suspension, and/or 
termination. 

Similarly, the County will not tolerate sexual harassment of its 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. 

III. 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 
decisions affecting such individual; or 

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. 
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Sexual harassment: need 'not -be t -nativated 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 :ericOMpasses :retaliation when based upon the iterniination of a 
prior intimate relationship: The*ork,environment.for.county eropleyeeS ,'eXte,nds to non- 
work places and ;noni .Work'hotirS':When the ' ,Vidlator:, contifines the behavior ontSide, the 
normal workplace. 

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

Repeated unwelcome sexual 
flirtations.: 

propositions, inVitations, solicitations and 

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. 

5. 	Unwanted exposure to. Seknal graffiti; photograPhS;eleCtronittransniissions or 
suggestive Objetts. 

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

Prothised 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. 
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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 
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 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. 

Department Heads shall be responsible for coordinating and cooperating with the Equal 
Opportunity Officer or designee in investigating 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 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 employees to ensure a discrimination-free work 
environment. 

If the County determines that a County employee intentionally provided false information 
regarding a complaint, then corrective action may be taken, up to and including 
termination. 
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VII. RETALIATION 

It is a violation of this ,policy to retaliate or engage in any:forin of reprisal because a 
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 corriPlaint. 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 ot the date of their most recent sexual harassment training as an employee. 

The Equal Opportunity Qtlice shall be responsible for fotmulating 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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AdminIstrative.Dire. :.,tive No. 98 .-05 

TO: 
	

All Staff 
	

June 30, 1998 

SUBJECT: 
	

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

IMPLEMENTATION: 	Upon Receipt 

I. PURPOSE 

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

II. 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. Department policy 
prohibits unlawful discrimination based on race, color, creed, sex, religion, marital status, age, 
national 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 policies 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, physical 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 
unlawful. 

The department's equal employment opportunity and anti-harassment policies apply to all 
persons involved in the operation of the department and prohibit unlawful 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-harassment policies shall constitute grounds for disciplinary action, up to and including 
dismissal. 
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III. 	GUIDELINES 

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

a. Verbal conduct such as epithets, derogatory jokes and/or comments, slurs and/or 
unwanted sexual advances, offensive invitations, and/or intimidating comments. 

b. Visual conduct such as derogatory and/or sexually-oriented posters, photography, 
cartoons, drawings, and/or gestures. 

c. 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. 

d. 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 

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

IV. 	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 tile a complaint with any 
of the following without fear of retaliation or reprisal: 

A. Your supervisor; 
B. Your supervisor's supervisor, or any other manager in the department; 
C. The department's Personnel Manager or other Human Resources staff; 
D. The County Affirmative Action Officer; 
E. The California State Personnel Board; 
F. The Equal Employment Opportunities Commission (EEOC); 
G. The Department of Fair Employment and Housing (DFEH). 

The department is willing and able 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 

I. 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 employment 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, current employees, 
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), California 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 Disability — An individual with a disability is a 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 modi -fying or 
adjusting practices, .procedures, policies, job duties, or the work or application 
environment 'sb 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_ aease --by-ease basis, 
so that the accommodation provided meets the needs of the individual with the 
disability, and will allow him/her to perfomi the essential functions of his/her job. 
Reasonable accommodations. may include, but are not limited to special 
testing/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 is a 
person with a disability, who meets the skill, experience, education, arid 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 one .or more - of the following body systems: 
neurological, inm-mnologiCal, ..musculoskele.tal, special 'sense organs, speech 
organs, respiratory, cardiovascular, reproductive, digestive, genitourinary, hemic 
and lymphatic, skin, and endocrine, which limits a major 1i.acti'i ty  

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, perforrning Manual tasks, walking; seeing, hearing, speaking, 
breathing, learning, and worldrig. 

Interactive Process — The interactive process is an ongoing dialogue between the 
employee and the County about possible options for reasonably accommodating 
the individual's disability. Both the County and the individual are expected to 
participate in the interactive process. 
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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 nature of the position. 
Factors to consider in determining if a job function is essential include, but are not 
limited to: 

• Whether the reason the position exists is to perform that function; 
• The number of other employees available to perform the function or among 

whom the performance of the function can be distributed; and 
The degree of expertise or skill required to perform the function and whether 
the function is specialized and the individual is hired based on his/her ability 
to perform it. 

Benefits and Privileges of Employment — 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 occur, and the imminence of the 
potential harm. 

Departmental Reasonable Accommodation Coordinator (DRAC) — Each County 
department shall designate a DRAC. The DRAC is responsible for appropriately 
responding to requests from employees, members of the public seeking services, 
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applicants, and/or management regarding disability related accommodation issues. 
The DRAC is responsible for the management iand 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'infounation should be reported to the DRAC for 
tracking purposes. The Equal Opportunity Office shall be notified of the 
designated DRAC. 

Reasonable Accommodation , Review Committee  (RARC) 	The RARC is 
comprised of the DRAC and a representative from Risk Management, Human 
Resources (including Employee Relations and Benefits representatives as needed) 
and the Equal Opportunity Office. Members of the RARC are available to assist 
the departnient and the DRAC with requests for reasonable accomn -iodations. 
Prior to denying a request for reasonable abcommodation, the Matter must be 
referred to the RARC for further review 	responSe. . 	. 	. 	 , 

PUBLIC ACCESS TO COUNTY SERVICES AND PROGRAMS 

An individual member of the public who is disabled 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 
accommodations in a timely manner to avoid unreasonable delays or unreasonable 
denial of services. 

It is the responsibility-of the individual to seek available assistance, 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 accommodations. If the department is unable to assist the - 
individual, the department shall contact the Equal Opportunity Office. 

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 inipairment. 
Requests for accommodation may be made either orally or in writing. The 

IV. 
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reasonable accommodation process begins as soon as the request for 
accommodation is made. 

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

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 are 
therefore responsible for requesting accommodation when needed. An 
employee may request a reasonable accommodation orally or in writing 
from his/her Supervisor, another Manager in his/her immediate chain of 
command, the DRA.C, the Ergonomics Manager, or the Equal Opportunity 
Office. A Reasonable Accommodation Request form will be given to the 
employee to complete. The written form is required only for the first request 
although appropriate notice must be given each time the accommodation is 
needed. 

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

When an applicant requests an accommodation, the Human 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, Human 
Resources shall complete the County's Request for Reasonable 
Accommodation form. 
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6 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 
applicarifweiild make the request. 

When a request for accorrii -nOclati on is made: by - a third .party, the DRAG . 	 : 
should, if possible,': confirm with the employee or . applicant With - a 
disability that s/he, in fact,- wants a reasonable -accommodation before 

. 	. 	. 	. 	 . 
proceeding it may not be possible to confirm the request if the employee 
has, for eXamPle, been hospitalized in an - ..acute condition. 	In this 
situation, the County will process the third -party's request and will 'consult 
directly with the -individual needing the requestas soon as it is practical. 

Employees are encourag,ed to utilize the County's Request for Reasonable 
Accommodation 'form. The processing of a request will be determined as of the 
date an . oral : or written request Was made, ..not- the date the Reasonable  

. • : 
Accommodation Request 'form was .submitted. All requests for . reasonable 
accommodation must provide the following information: 

• The type of accommodation requested; 
6 An explanation of the limitation for which the accommodation is needed; 

and 
6 A description of how the accommodation will allow the - individual to 

perform the essential functions of his/her job. 

To - enable the County to - 'keep accurate records regarding requests for 
. 	- 

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

Requests shOnl&be forwarded to .the DRAG SoOn' as'pOsSible but in no more 
than ifive (5) business days. All requests Must be copied to the Equal Opportunity 
Office. . ;:Requests fOr, r64 .s .01#16 •dabortrilociatibia(s) Will be l'processed by the 
DRAG using the interactive proceSs. : 

 VI INTERACTIVE TROCESS.: : 

i 	
- 

When a request for accommodation s made, the County and the individual 
requesting an accommodation must engage in a good -faith interactive process to 
deterinine what; if any accommodation shall be provided. The individual and the 
County must communicate with each other about the request,- the process for 
determining whether an accommodation will be provided, and the potential 
accommodations. Communication is a priority throughout the entire process. The 



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 is unique and individual cases vary, steps 
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 purpose and essential 
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. 
• 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. 
• Analysis of job to show frequency of performing various job 

components. 

	

2. 	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 tasks are difficult because of the limitations. If the disability 
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 	einployee/applicant identify potential 
acCommodationS and assess the effectiveness each would haVe. in enabling . 	. 	•• 	. 	. 	. 
the individual to perform the essential functions of the .s. position.. 	There . 	. 	. 	 . 	 . 	 . 	. 
may be several .cliffere,nt 'accommodations that Will -enable' the employee to • . 	. 
perform his or her job Evaluate individual accommodations by considering 
the following questions: 

Does the accommodation enable the person -to perform the essential 
function(s) of the job? 

• Does the accommodation appear to be reliable and capable of being 
provided in a timely inanner? 
'DoeS. the - accommodation enable the person with a disability to be 
competitively employed and to have equal advancement and . promotional 
opportunities? 

Wheri:asseSsingthefeasibility of accommodations: 

• Focus on business necessity/operations; 
• Do not remove essential functions; and 
* Consider undue hardship to business operations or a direct threat. 

Select and implement the accommodation(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. - 

• 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. 

O 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 the essential functions of 
their current position, with or without 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 internal 
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 available to 
enable the individual to perfoiin 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 employee's 
current job in terms of pay, status, and other relevant factors. If there are no vacant 
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equivalent positions, the County will consider vacant lower level positions for 
which the individual is qualified. 

VII. PERFORMANCE AND CONDUCT STANDARDS 

The ADA and FEI-IA do not require the ernployer ,  to ignore a violation of a 
uniformly applied rule that is „job related and Consistent with business 'necessity. 
Additionally, since reasonable .accommodations are prospeCtive,•an employer is not 
required to ignore past misconduct even• if . the , Misconduct is .the. result of the . 	. 
disability. Therefore, departments are not prohibited hornapplyMg appropriate 
disciplinary action or exercising appropriate management responsibility. 

If, during the disciplinary process, an employee makes a connection between a 
physical or mental impairment and the performance or misconduct, the County will 
initiate the interactive .process .which . includes . requesting appropriate 
documentation/verification of the 'disability. • Whether .or not an effective 
accommodation is provided, the employee remains :responsible for performing the 
essential job functions in a timely and satisfactory method ;  and for complying with 
County policies and guidelines. If the employee fails to do so, disciplinary action 
may be initiated. 

VIII. REQUESTS FOR MEDICAL INFORMATION 

The County is entitled to know that an individual has a covered disability that 
requires a reasonable - accommodation. When an individual's disability is not 
readily apparent, the disability has not been previously documented, and/or the 
reasonableness of the accommodation request is not obvious, the County may . 	 . 	 • 
request that the individual provide verification from ahealth care professional that _ 	. 	 _ 
s/he has• the disability as• claimed and that it has the effect of necessitating 
reasonable accommodation. The request for ,verification may ask the opinion of 
the health care:profesSional as to whether the individual can perform the essential 
functions of the job or Whether the requested accommodation is appropriate to the 
disability. The . County•.  has a right to have niedieal information .reyiewed by its 
own medical experts at the County's expense:. . 	. 

The County has a right to request -relevant supplemental medical information if the _ 
inforniation 	itted .  doeS not clearly .  explain the in-ipaCt of the disability on 

• 

vvorking, or the need for the reasonable accommedation, Or otherwise clarify how . 	• 	, 	. 	 . 
tile requested accOnirnodation will assist the enTloyee td 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 
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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 the time 
period necessary to obtain relevant and sufficient supplemental medical 
information, the employee's eligibility for any form of paid leave shall be 
determined by the County's Personnel Policies and Practices Resolution (PPPR) or 
applicable MOU or collective bargaining agreement. 

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 
INFORMATION OBTAINED IN THE REASONABLE 
ACCOMMODATION PROCESS 

To the extent possible and in accordance with applicable laws and regulations, all 
medical 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, employees 
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 
require emergency treatment; 
Government officials investigating compliance with the ADA and/or FEHA; 
and 



TIME FRAME FOR PROCESSING REQUESTS AND PROVIDING 
REASONABLE ACCOMMODATION 

X. 

• The Co-linty may -give inforniation to state workers' compensatiOn offices, 
state second - injury funds .Or workers Compensation insurance carriers or 
administrators In accordance with state vvOrkers' compensation laws 

"Medical information" includes 	fact that someone is receiving an 
accommodation or has a disability, as well as any information concerning an 
individual's medical condition _or history, regardless of whether the information 
was 'provided voluntarily or in response to a disability-related question. 

The County will process requests for reasonable accommodation as previously set 
forth and then provide .accommodations, where appropriate, in as Short a time 
frame as reasonably possible. The County recognizes, ,  however, that the time 
necessary to process a request Will depend on the nature of the accommodation(s) 
requested and whether it is necessary to obtain supporting information. 

The DRAC will Make a decision on the request and the accommodation, if granted, 
will be provided within a reasonable time from the date the request was initially 
made, absent extenuating circumstances. If medical documentation is necessary, 
the decision will be made within 30 (thirty) working days from the receipt of the 
documentation absent extenuating circumstances. 

Extenuating-  circumstances are factors that could not reasonably have been - 	_ _ 	_ 	. 	. 	.  
anticipated or avoided in advance 6f the reqteSt for acCoirirnodation. When _ 	. 
extenuating circumstances are , present, the time for processing a request for _ 	 . 
reasonable accommodation and providing the accommodation will be extended as 
reasonably necessary. It is the County's -policy that extensions based on 
extenuating circumstances should be limited to circumstances where they are 
strictly necessary. All County staff are expected to act as quickly as reasonably 
possible in processing requests and providMg acconimodations. The following are „ 	_ 	 _ 	_ 	. 
examples of extenuating circumstances, but are not the sole reasons for extenuating 
circumstances: 

• There is an outstanding initial or follow-up request for medical information. . 	 , 	. 	. 
The purchaSe Of equipment May take longer than 30 (thirty) day's. 

e Equipment must be back _ordered or the vendor cannot promptly supply the 
needed goods or serviceSand another Vendor is not inithediately available, 
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The employee with a disability needs to try working with equipment on a 
trial basis to ensure that it is effective before the equipment is purchased by 
the County. 

6  An accommodation involves the removal of architectural barriers. 

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. 

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 a 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 required 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 Denial 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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Providing the requested accommodation would reSult in undue hardship. 
Before 'reaching this determination, the DRAC nitiSthave 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 
undue .(financial) hardship. 
Medical documentation is inadequate to establish that the individual has a 
disability and/or needs a reasonable accommodation. 
The requested accommodation would require the removal of an essential 
function. 
The requested accommodation would require the lowering of a performance 
or production standard. 

Where the•DRAC has denied .:a specific requested accommodation, but offered to 
make a different one in its place which was not agreed to during the interactive 
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 effective. 

Prior to detiYing a request reasonable •deceiiirribdation; the niatter must be referred 
to the RARC for further review and response. 

The written notice of denial must inform the individual that s/he has the right to - 
file a complaint with the County Equal Opportunity Office, the U.S. Equal 
Employment Opportunity Commission (EEOC) or the .California Department of 
Fair Employment and Housing (DFEH). Nothing contained in this policy shall 
preclude an individual from filing a complaint with the County Equal Opportunity 
Office, EEOC, or the DEER prier 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 to reconsider the decision:. The individual may present 
additional 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 by the agencies listed in Section XIII below. 
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XIII. COMPLAINT RESOLUTION 

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

• File a formal complaint with the County pursuant to the County's Equal 
Employment Opportunity Discrimination Complaint Ordinance 
(Monterey County Code; Title 2, Chapter 2.80). Any Equal Opportunity 
Office 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. 

yTy. INFORMATION TRACKING AND REPORTING 

Within five (5) 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; 

(2) The jobs for which reasonable accommodations have been requested; 

(3) The types of reasonable accommodations that have been requested for each 
of those jobs; 

(4) 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; 
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(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 reasonableadeornitibdation; 

• 

(7) The amotmt of time taken to process each request for reasonable . 	. 	 •:. 	. 
accommodation, and 

( 8) 
	

The :sources • of technical assistance that have been consulted in trying to 
ideritify.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 (DRAG) 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 ACCONNIODAllON POLICY will be posted alongsideother 
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 infoimation -  on its w-ebsite. 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 Manager's and SuperviSors as they are hired Or pron -roted to such status. 

XVI. 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. . 	•.-- - 

XVII. RESOURCES 
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Monterey County Equal Opportunity Office 
168 West Alisal Street 
Salinas, CA 93901 
755-5117 (Voice) 
755-5349 (TTY) 
http://www.co.monterey/eqopp/  

U.S. Equal Employment Opportunity Commission 
San Jose Local Office 
96 N. Third St., Ste 250 
San Jose, CA 95112 
1-800-669-4000 (Voice) 
1-800-669-6820 (TTY) 
http://ww.eeoc.aov   

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) 
http://ww-w.dfeh. ca.aov   

Job Accommodation Network (JAN) 
1-800-526-7234 (Voice) 
1-877-781-9403 (TTY) 
http ://www.i an .wvu. e du  
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) 
1-800-949-4232 (Voice/TTY) 
h ft p ://www . a d ata. o r g  

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, and training on the Americans with Disabilities Act (ADA) to 
businesses, employers, government entities, and individuals with disabilities, as 
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well as media and news reporters. The DBTACs :can ,makereferrals to local 
sources of expertise in reasonable accommodations. 

Registry of Interpreters for the Deaf 
1-703-838-0030 (Voice) 
1-703-8'38-0459 (TTY) 
http://ievww.rid.org  
The Registry 'offers information on locating and 
transliteration services. 

Interpreters and 
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PREVENTION OF SEXUAL HARASSMENT POLICY' 

I. 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, suspension, and/or 
termination. 

Similarly, the County will not tolerate sexual harassment of its 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. 

DI 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 
decisions 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. 
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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. 

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. 

3. 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. 

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

Department Heads shall be responsible for coordinating and cooperating with the Equal 
Opportunity Officer or designee in investigating 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 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 employees to ensure a discrimination-free work 
environment. 

If the County determines that a County employee intentionally provided false information 
regarding a complaint, then corrective action may be taken, up to and including 
termination. 
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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 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 fol 	ululating 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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EQUAL OPPORTUNITY POLICIES 

ACKNOWLEDGEMENT FORM 

By my signature, I acknowledge that I have been 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 

for Persons with Disabilities and Reasonable Accommodation Policy. 

Print Name: 	  

Employee Signature:  	Date: 	  

Print Name: 	  

Witness Signature:  	Date: 	  

*Send to Human Resources 

Form to be filed in employee's personnel file 
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DASES MONTEREY COUNTY 
DEPARTMENT OF SOCIAL 
& EMPLOYMENT SERVICES 

   

WORKING 	TOGETHER 	FOR 	OUR 	COMMUNITY 

TO: 
	

All Staff 

SUBJECT: 
	

March 1, 2011 

IMPLEMENTATION: 
	

Identification Badges and Electronic Keys 

REFERENCE: 
	

VV & I Code, Section 10805, Obsoletes 'AD 94-06 

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

In addition, W&I Code Section 10805 mandates that each worker employed by a 
county department with public social services, 'whose 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. 

It is the department's policy to welcome family and friends at the worksite for limited 
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 based on the branch needs for the location. 
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Ill. 	PROCEDURES 
A. 	Badges for Permanent Staff • . 	_ 

All current staff have been issued badges by the Human Resources (HR) 
Branch. As new employees are hired, badges are issued during the new hire 
process. 

'Staff are required to wear:thei. r,own picture badges from . thetime they enter the 
.building until exiting the prernises•atlthe•ehd :16f„the Work . day..:Do not share your 
badge With anyone or ..alloW:SorneOne to .borrow it 

3. It is the responsibility of supervisors to assure that their staff wears their . 	 . 
badges. Employees who fail to do so are violating policy and are subject to 
disciplinary action. 

4. If a staff member forgets their badge, a terriporary badge must be secured from , 	 . 
HR or the designee in their building and turned in at the end of 	day. 

.Replacements fcit lost Or:darnaged badges ere to be requested direbtlY from the 
Human Resources Branch: It Will be necessary to rnake .anaPpbintrhent to 
Obtain your new badge. Refer to the Request for I:D. Badge Replacement Form : 	. 	. 
attaChed.  

There is a fee of $10 for replacement badges. 
This fee is non-refundable. 

Badges are to be returned to HdmanResources upon Separation from 
employment With the department (resignation, retirement, etc.); 

7. Badges are to be worn picture 'side out and should be presented to staff when 
.reqUeSted..Badges•ate identification tools .  as well as being electronic keys. • • 	• 	• 	..• 	.• 	•••• 	•..-....•, 	. 	• 	• 	••••• 	• 	1.: 	.•• 	• 	•• 	•••• 	. 	• 	.. 	• 

ReceptioniStsand supervisors have . buthbrity to bar access to anyone who is 
not displaying a badge in accordance with this policy. . 	 - 

• Temporary staff is usually issued.  identification badges and these badges will not 
have electronic key access into locked areas. 

1. Temporary employee badges are a different color than permanent employee 
badges. 

2. Temporary employee badges will be issued by the Human Resources Branch. 

Al! temporary employees must.be supervised by a permanent DSES employee. 

4. Temporary employee badges are to be returned to HR at the end of that 
temporary employee's assignment with that office. 
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TEMPORARY employees include: 

a. Senior Aides 
b. Summer Youth helpers 
c. GA workers 
d. Temporary Social Service Aides 
e. Work Experience workers 
f. Temporary employees from Agencies (Manpower, Kelly, etc.) 
g. Volunteers and Interns (based on assignment) 

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 HR. 

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: 

a. Family members 
b. Friends, including former employees 
c. Community Service workers 
d. Other Community and County Agency workers 
e. Repair persons 
f. Commissioners and Council Members 
g. Foster Parents 
h. Volunteers and interns, including students being mentored (based on 

assignment) 
i. 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) 

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 to 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 admitted to the work area. 

D. Clients are not required to have badges. 
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Elliott Robinson, Director ' 

Distribution: All staff 

ER:rjm 

ExceptiOnS for issuing badges will be made as needed at the discretion of the Human 
Resources Branch and the appropriate Deputy Director. 

E. Staff who are having meetings should ensure that Visitors have appropriate access 
to offices and restroorn facilities. 

F. Access to work areas that cannot besecured will be lirnited . to employees and 
others with a job-related reason to be there.' Final determinations of the 
appropriateness of reason for access to an unsectired Work area shall be made by 
the Program Manager or designee. 

IV. SUMMARY 
These are nportant steps to insure security and confidentiality and your cooperation is 
essential We know that all Staff Will exercise good judgment to . ensura_the Safety and 
security of worksites. -Staff .is  encouraged to present ideas for increased security to 
their.building,Safety Officers... 
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