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Monterey County
Policy Acknowledgement Statement

By my signature, I acknowledge that I have been provided with a copy of the Monterey
County Drug-Free Warkplace Policy and understand that the purpose of this policy Is to
protect the health, safety, and well-belng of employees, voluntears and the public.

I understand, as an employee or volunteer of the County, that I shal], 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 controlied substance,

Addttionally, T understand that employees or volunteers engaged in the performance of
duties or services pursuant to a Federal grant ot confract must,-as a condition of
employment, notify the appointing authority (or his/her designee) of any criminal drug
statute conviction for a violation oceurring in the workplace no later than five (5) days
after such conviction.

Name of Emplovee (Print)

Signature - - ' Date




EQUAL OPPORTUNITYAND NON-DISCRIMINATION POLICY
L INTRODUCTION

It is the policy of the County of Monterey not to engage in unlawfu} discrimination against or
harassment of anty person employed or seeking employment or contracting with the County on
the basis of race, colar, natione! 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.

IL, EQUAL OPPORTUNITY

As provided by State and Federal laws, the County of Monterey will ensure equal opportunity
and nondiscrimination in all personnel, business and services related actions. The County
mainiains and promotes a policy of equal opportunity end 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.

Decistans 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 ar services with the County are prohibited by this policy. This includes
unlawiul 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, fransfers, discipline,
dismissal or any other application or selection process relating to County employment, or the
provision of County services or business opportunities,

0. HARASSMENT

It is the policy of the County of Moanterey to promote an eavironment 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
suppart. ‘To foster such an environment, the County is committed to maintaining an environment
that is free from harassment because of 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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V.,  RETALIATION

Applicable laws prohibits retaliation for complaining about unlawful diserimination or
haressment. It is a violation of this policy lo retaliate against or harass any person who asseris
hisor her rights regarding employment discrimination by:

1) opposing discriminatory practices in the workplace;
2) complaining about prohibited conduct; or

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

It is also & violation of this policy to retaliate against ot harass someons 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 [imited to: threats,
reprimands, negative evaluations, harassment, refusal to hire, denia! of promotion or job benefits,
demotion, suspension, discharge, negative references to prespective 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 & witness in a discrimination compleint investigetion, administrative procesding,
hearing or trial; and/or seeking a reasonable accommeodation.

VI. RESPONSIBILITY

County Department Heads, managers, end 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 informed of their rights to a discrimination and
harassment-free work environment, and of the appropriate steps fo 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 persanally liable for unlawful
harassment perpetuated by the employee.
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PREVENTION OF SEXUAL HARASSMENT POLICY
1. INTRODUCTION

The County of Monterey is dedicated to providing a professional working envircnmént
that embodies mutual respect for the dignity and worth of its employees. Accordingly,
sach Monterey County official, employee and agent should be individually responsible
for maintaining an environment free frem all forms of discrimination, including sexual

harassment, intimidation, retaliation and coercion. The County is committed to providing
a wark environment free from sexual harassment.

I, | APPLICABILITY

This policy epplies to ell County employees at on-site and off-site workplaces, elected
and appointed County officials, applicants for County employment and promation,
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 ot official found fo have acted in violation of this policy shall be subject to

appropriate disciplinary action, including warnings, reprimand, suspension, andfor
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
custorners. The County should be immediately alerted to any such conduct so that it can

take immediate and appropriate corrective action to prevent further haragsment. =~

IIL  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 expresscd or implied term or condition of
an individual’s employment; or

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

() such conduct has the purpose ot effect of unreasonably interfering with an

individual’s work performance or creating an intimidating, hostile, or offensive
work environment.
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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, regardiess of whether
the employee ar official engages in prohibited conduct only once.

V. SUPERVISORS® AND MANAGERS’ RESPONSIBILITTES

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 menagers fo 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 manegets 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 alieged 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
diseiplinary action.

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

V1. EMPILOYEE’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, 2
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 sexusl

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 & complaint, then corrective action may be taken, up to and including
termination.
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Monterey County Department of Social Services

TO: All Staff June 30, 1998

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

IMPLEMENTATION: Upon Receipt

L PURPQSE

This Administrative Directive provides policy on egqual employment opportunities and non-
haraszment,

H. 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 jch. Department palicy
prohibits uniawful discrimination based on race, color, creed, sex, religlon, marital status, age,
national ofigin 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 environmenit free of unfawful harassment.
Depariment policy prohiblts sexual harassment, and harassment based on pregnancy, childbirth
or refated medical conditions, race, refigious creed, color, national origin or ancestry, physical or
menta! disabllity, medical condition, merital status, age, sexual orientation or any other basls
protected by federal, state, or local law, ordinance or regulation. A such harassment is
uniawful,

The department's equal employment opportunity and anti-harassment palicies apply fo all

persons involved in the operation of the department and prohibit untewful discrimination and

harassment by any employee of the depariment, including managers, supervisors, and co-

workers. Any breach of the department's or the sounty's squal employment oppertunity and

zpti-haralssment policies shall constitute grounds for disciplinary action, up to and including
ismissal,

DSS/HUMAN RESQURCES Page 1 of 2 AD 98-05



HL GUIDELINES
Harassment may include, bui is not limited to, the following behavior:

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

b. Visual conduict stich as derogatory andfor sexually-oriented posters, photography,
cartoons, drawings, and/or gestures.

¢. Physical conduct such as assault, unwanted touching, blocking normal movement,
gnd/or interfering with work becauss of sax, race, and/or any ofher 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 retumn for
sexual favars; and

e. Retaliatlon for having reported, and/or threatened to report, harassmsnt,

. PROCEDURES

if you believe that you or someone else has been discriminated against or harassed in any
ranner by any Monterey County official, employee, or agent, you may file a complaint with any
- of the following without fear of retaliation or reprisal;

Your supervisor,

Your supetvisor's supsrvisor, o any other manager in the depariment,
The department's Personnel Manager or other Human Resources staff;
The County Affirmative Action Officer;

The California State Personne) Board;

The Equal Employment Opportunities Commlsslon (EEQCY;

The Department of Fair Employment and Housing (DFEH).

G@MmoOws

The department is willing nd able to discuss with any employee during working hours the
proper implementation of this policy. Itis the county's palicy to attempt fo resolve complaints of
discrimination or harassment at the lowest possible level.

S/ Maris 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 end state laws,
regulations, and guldelines with respect to providing Reasonable Accommodation,
as necessary, to afford equal employment opportunity and equal access to
ptograms, 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 havieg such
impairment.
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Interactive Process — The interactive process is en ongoing dialogue behveen 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 intéractive process.




Essential Functions — Essential functions are the fundamental job duties or
requirements of a position, Essential functions are such that they cannot be
eliminated or substantially modified without changing the nature of the position.

Factors to consider in determining if a job function is essential include, but are not
limited to:

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

e 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 erployment
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, exiensive,
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 threaf 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 ocours 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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reasonable accommodation process begins as soon as the request for
accommodation is mads.

An individual with a disability may request a reasonable accommodation whenever
sthe 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.

o Current Employees: Generally, to comply with privacy laws, the County is
subject to sirict Hmitations with regard to meking inquiries about the
physical, mental or medica! condition of an employee, Employees are
therefore responsible for requesting aecommodation when needed.  An
employee may request a reasonable acconuncdation orally or in writing
from his/her Supervisor, enother -Manager in his/her immediate chain of
command, the DRAC, the Ergonomics Manager, or the Equal Opportunity
Office. A Reasonable Accommodation Request form will be given %o the
employee to complete. The written form is required only for the fisst 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
packeges indicating the availability of reasonable accommodation in the
epplication 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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employer and employee are obligated to participate in the inferactive process in
good faith and are required fo 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 fo 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 end individual cases vary, steps

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

[.  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:

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

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

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

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

The terms of a collective bargaining agreement/memorandum of
understanding.

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

¢ The current work experiences of inctumbents in similar jobs,

Analysis of job to show frequency of performing vardous job
components.

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

how those limitations could be overcome with & reasonable
accommeadsation.

« 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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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 inferactive process
continues until an appropriate accommodation is determined.

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

- The action plan was followed to completion;
- The work continues fo 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 & different position, the County .will explore
reassignment to & vacant position. Reassignment to another position is made only
to vacent, 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 perform the essential functions of histher 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
cutrent job in terms of pay, status, and other relevant factors. If there are no vacant
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information, the County may require the individual to be evaluated by & 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
staternent.

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

The failure to provide appropriate docurnentation or to cooperate in the County’s
efforts to obtdin 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 lews and regulations, all
medical information, including information about functional limitations and
reasonable accominodation 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 personne! 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 mapagers who nesd 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 absohdely
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
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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 befote the equipment is purchased by
the County.,

s 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 fo 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 mey provide measures that are not reasonable
accommodations within the meaning of the {aw (e.g., temporary removal of
an essential function} ift (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.

X1. GRANTING A REASONABLE ACCOMMODATION REQUEST

As soon as the DRAC determines that & reasonable accommodation will be
provided, that decision should be immediately commnaicated 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, sthe 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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X1, COMPLAINT RESOLUTION

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

o File & 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 hirwherself 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.

A1V, INFCRMATION TRACKING AND REPORTING

Within five (5) business days after a reasonable accommodation request is granted
or denied, the DRAC and Human Resources shail complete a Reasonable
Accommodation Reporting form and forward a copy to Equal Opportunity Office,
The following information will be reported in the form;

(1)

(2)

(3)

(4)

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

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

The jobs for which reasonable accommodations have been requested;

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

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

been approved, and the number of accommodations, by type, that have
been denied;
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Monterey County Equal Opportunity Office
168 West Alisal Street

Salmas, CA 93901

755-5117 (Voice)

755-5349 (ITTY)
hitp://wwnw.co.monterev/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.gov

Californja Department of Fair Employment and Housing
San Jose District Office

2570 N, First 8t., Ste 480

San Jose, CA 95131

1-800-884-1684 (Voice)

1-800-700-2320 (TTY)

htp/iwww.dieh.ca.gov

Job Accommodation Network (JAN)

1-800-526-7234 (Voice)

1-877-781-9403 (TTY)

http/’wreww.jan.wvu.edu _

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

ADA Disability and Business Technical Assistance Centers (DBTACs)
1-800-949-4232 (Voice/TTY)

http:/fwww.adata.org

The DBTACs is a national network of 10 regional ADA Centers that provide the
most complete and experienced services for up-to-date information, refetrals,
resources, and training on the Americans with Disabilities Act (ADA) to
businesses, employers, government entities, and individuals with disabilities, as
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PREVENTION OF SEXUAL HARASSMENT POLICY
L INTRODUCTION

The County of Monterey is dedicated to providing & professional working environment
that embodies muinal 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 &ll forms of discrimination, including sexual
harassment, intimidation, vetaliation and coercion. The County is committed to providing
a work environment free from sexusl harassment,

0. APPLICABILITY

This policy applies to all County employees at on-site and off-site workplaces, elected
and appointed County officials, applicants for Comty 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,

officiels and contractors fowards members of the public relating to County business or
services.

This policy applies to all phases of the employment reletionship, including recruitment,
testing, hiring, job assignments, co-workers, subordinate employees, or supervisers. Any
employee or official found to have acted in violation of this policy shall be subject to
appropriate disciplinary ection, including wamings, reprimend, suspension, and/or
termingtion.

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 irumediate and appropriate corrective action to prevent further harassment.

1. 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)  svubmission to such conduct is either an expressad 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 unrsasonably interfering with an
individual’s work performance or creating an intimidating, hostile, or offensive
work environment.



Sexual harassment need not be motivated by sexual desire or gratifieation, and may
include nonsexual conduct motivated by the violator's hostility foward 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 employess extends to non-

work places and non-work hours when the violator continues the behavior outside the
normal workplace.

Prohibited aets that constitute sexmial 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 wnwelcome sexual propositions, invitations, solicitations and
flirtations.

2. Stated or implied threats that a person’s employment, wages, opporfunities for
ptomotion, or other conditions of employment, may be- edversely affected by
not submitting to sexuel advances,

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

4, Repeated and pervasive unwelcome verbal exprassions of a sexual nature,
including graphic sexual commentaries about a person’s body, dress,
appearance or sexual activities; the nnwelsome uss 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, umnecessary

brushes, blocking nonmal 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 teking sppropriate
comective actions.

In order to ensure that offensive conduct does ot 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 sliall be subject to appropriate
disciplinary action, up to and including termination of employment, regardless of whether
the employee or official engages in prohibited conduct enly once.

Y.  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 ell 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 ciroumstences 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 employes responsible for
reparting 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.

V1l 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 persomnel, a Department Head, or the Equal
Opportunity Officer. Employees should also understand the importance of reporting
incidents promptly fo assure that further incidents do not acour. Complaints of sexual

harassment shall be addressed in accordance with the County’s Discrimination Corplaint
Procedures,

It is important for =ll employees to understand that fajlure to utilize the County's

procedures to report violations will hinder the County’s ebility 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 Cbunty employee intentionally provided false information

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



YI. RETALIATION

It is & violation of this policy to retaliate or engage in any form of reprisal because a
person has raised a concern, filed & complaint of, or besn 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 separale and distinct
incident, regardless of the ouicome of the sexual harassment complaint. Acts of
retaliation are subject to appropriate corrective action, up to and including termination.

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

Upan being promoted fo a supervisory or managerial position, the newly promoted will
attend g training class for supervisors.and managers on sexual harassment prevention,
regardiess of the date of their most recent sexual harassment training es an employee,

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

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



EQUAL OPPORTUNITY POLICIES
ACKNOWLEDGEMENT FORM

By my signature, | acknowledge that | have been provided with a copy of the
following policles. Equal Opportunity and Non-Discrimination Policy, Prevention of
Sexual Harassment Policy, Divarsity Policy and County of Monterey Equal Opportunity

for Persons with Disabllities and Reasonabls Accommodation Policy.

Print Name:
Employee Signature: Date:
Print Name:
Witness Signature: Date:

*Send to Human Resaources
Form to'be filed in employee's personnel file



8] DEPARTMENT -OF SOCIAL
& EMPLOYMENT SERVICES

TO:

OUR COMMURNITY

All Staff

SUBJECT: March 1, 2011

IMPLEMENTATION:  Identiffcation Badges and Electronic Keys

REFERENCE: W & | Code, Section 10805, Obsoletes AD 94-06

il

PURPOSE .
To help provide protection for staff and cllents, ta provide bullding security, and to
Insure the Integrity of confidential materlal.

BACKGROUND

Because the department is large and spread throughout the county, it Is not always
possible for employess to identify each other by sight, The deparimert recognizss that
to securs property and confidential information, and ensure the safety of our worksrs,
security measures are necessary to grant access to work areas.

tn addition, W&I Code Section 10805 mandates that each worker empldyed by a
county department with public soclal services, *whass responsibliities raquire making
home visits shall be provided with an identification card showing the name and position

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

Badges are also the electronic key 1o unlock doors in DSES facHities, 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 fo welcome family and friends at the worksite for limited
periods of time, and visltor badges are not typlcally Issued.

The following procedures for this policy are intended fo provide the minimum standards
under which the department will cperate. Individual branches or offices may have
stricter requirements based on the branch needs for the location.

DSES/HR Page | of 4 AD 11-02
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D,

DSES/HR

TEMPCRARY employaes includa:

Senior Aldes

Summer Youth helpers

GAworkers -

.- Temporary Socia} Service Aides

Work Experience workers

Temporary smployees from Agencles (Manpower, Kally, etc,)
Volunteers and Interns (based on assignment)

oo e T

Temporary Couhty employees will usually be issted an Identification badge with
electronic key access, Temporary employees from agencles will only be issued
identification badges that do no have electronic key access. . Exceptions will be

made at the joint discretion of the appropriate Depuiy Director and HR.

. Visttor Badges

Visitars are not typleally Issued badges due to the shart duration of their visits,
Visitors shall be accompanied at all times by a DSES staff member whils thay are

In & work area. If there is a need for a visitor to be issued an slectronic key, contact
HR.

VISITORS are anyane entering the offices including:

a. Famlly members

b. Friends, Including former employees

¢. Community Service workers

d. Other Communlty and County Agency workers

€. Repairpersons

f. Commissioners and Council Members

g. Foster Parents

h. Voluntesrs and Interns, including students being mentored (based on
assignment)

Representatives of unions or employee arganizations {requires advance
approval by the Program/Branch Manager or designes)

Employeas from other county departments

Employee benefit representatives (requires advance approval of HR
management)

~T

.Note: Being a visltor is a privilege, not a right. Inclusion on the ahave visitor list
does not imply that it is appropriate for those persons to be in the work area,
which is 2 separate conslderation.

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.

Clients are not required to have badges.
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TO: All Staff April 22, 2003
SUBJECT: Conflicts of Interest
REFERENCE: Obsoletes Administrative Directive 00-02

PURPOSE

The potential which exists for conflicts between an employee’s job dutiés and the
employee’s private.interests is sorething about which all staff must be concerned. ‘Staff
frequent!y establishes close relationships with clients due to the nature of human
services. Staff must be contlnuatly aware of the potential for empathetlc relationships
developrng beyond the scope of one’s aithority. Conflicts of iriterest, in-addition to being
prohibited by law; can be détrimental to our clientele, staff, and the department.
Demonstration of the highest standards of personal mtegrlty, truthfulness, honesty and
fortitude in all our professional activities is required in.order to inspire public confidence
and trust. Iri this regard, the public often has a higher expectation of us, as public
servants, ‘which may require us to assess even the appearance of a conflict of interest in
our actions. This directive. confirms -and restates the department's conflict of interest

policies. and procedures “This information is also incorporated in the Department’s
Personnel Handbook.

POLICIES AND PROCEDURES

1. An employee shall nét be assigned to any case and shall not perform any action on
any case if it'in any'way personally involves the employee. This. includes CalWORKs
benefits, employment services and social work services cases which irivolve the
employee's relatives, familly members, household members, personal friends and
individuals with'whom there is a business relationship. It also includes casework,
clerical, and any other official department activities. It does not include assisting
persans o complete forms ar submit information to the department as long as the
empfoyee does not perform any departmental actions on the case.

A. All situations of potential conflicts of interest as described previously: shall be
immediately brought to the attention of a supervisor, Supervisors, in turn, must
notify the program manager

B. Program managers shall arfange for the work on'such cases to be done by a
limited number of uninvolved staff: Program managers will also arrange to
receive a monthly report on the assigniment of the cases to.ensure an even
distribution of sefsitive cases to assigned staff.

C. Employee-recipient cases shall be assigned as in Paragraph B.

2. Employees shall not charge, request, or receive any fes, reward, gift, or payment of

any kind from any person in exchange for providing county and depar’(mental
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services to any person. This prohibition does not apply to fee collection activities
authorized as part of the operation of a program (e.g. adaptions, emergency shelter).

. Employses shall not provide services or goods to clients of the department other

-than those which are appropriately provided under the rules of the various programs
administered by the department. Such conflicts of interest would include, but are not
limited to:

~ Establishing legat relationships sutch as power of attorney, durable power of
attorney, guardianship of conservatorship with clients; or

-~ Referring clients to professionals who are personal friends, or accepting
departmental clients in a private client role where one expects fo receive
personal remuneration for providing services.

— Engaging In business relationships
— Personally benefiting in some financlal manner
— Being a beneficiary of a client's estate or insurance policy

. Employees shall not solicit among county employees on county property or during
work time for the purpose of providing professionat or other services to them. This
prohibition does not apply to legitimate employee bargaining unit activities.

. No employee shall participate in making any departmental decision regarding any
agency, board, or organization in which the employee hotds an official position.

. No employee shall receive gifts from potsntial vendors when in a decision-making
position regarding contracts or purchases.

. No employee shall participate in a decision involving a contract, vendor or services if
the employes’s family metmnber or significant other is involved.

. Outside Employment

State law and the County Personnel Resolution specify that County employees shall
not engage in any employment, activity or enterprise which is incompatible with their
duties as employess or with the duties, functions or responsibilities of the department
head or the agency by which they are employed. State law prohibits any outside
employment or activity which:

— Involves the use of County time, facilities, equipment, or supplies.

— Invoives the use of a badge, uniform, prestige, or influence of County office or
employment.

—  Would normally be required or expected as a part of County employment.

— Involves any act for compensation which may later be subject, either directly or
indirectly, to the control Inspection, review, audit or enforcement of another
County officer or employee,
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Outside employment is permitted only where there is no conflict of interest and prior
permission Is obtained in writihg from the Director, the Personnel Manager and the
County Administrative Office.

Procedure for Requesting Approval for Outside Employment:

A. Employees wishing to obtain permission to engage in outside employment may
contact the' Depariment’s Human Resources office to request form PD-13-5/83.
Completed PD-13-5/93 are submitted to the employee’s supervisor for
processing.

B. Supervisors receiving PD-13-5/93 forms from an employee must complete form
Co 13 G, attach it to the request, and forward both forms to the Division
Manager.

C. Division Managers forward completed forms through the Deputy and Assistant
Directors to the Director for departmental recommendation.

D. In accordance with the County Administrative Office requirement, the Director
must approve or deny any request for outside employment. Once the Director
has approved or denied a request it will be forwarded to the Personns! Manager.

E. The Personnel Manager will record the department’s concurrence and forward to
the County Administrative Office, or If denied, retum the request to the employee
with the reasons for the denial.

When the request has been approved or denled by the County Administrative
Office, one copy is maintained in the employes’s personnsl file, and one copy Is
returned to the employee by the Department's Human Resources staff.

. Employment of Relatives

While we will accept and consider applications for employment from relatives, close
family members such as; parents, grandparents, children, spouses, brothers and
sisters, or inlaws will not be hired or transferred into positions where supervision,
hiring or promotional decisions are made by close family members. Further, such
relatives will not be placed in positions where they work with or have access to
sensitive information regarding a close family member or if there is an actual or
apparent conflict of interest.

Procedure:

A. During the Final Selection Intsrview process, staff must review the candidate’s
application to determine if the Department employees hisfher spouse or relative
and verifies such information with the candidate.

B. Before formally offering employment to the candidate, staff completes a “Request
to Employ Spouse or Relative of Employes” form and submits to the
Department’s Personne! Manager.

C. Department Personne! Manager reviews requests, annotates with justification for
approval/denial and forwards to the Director for final review.
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10. Other Relationships

The Department’s management practice is that; empioyess who have a close
personal refationship of a romantic or sexual nature, business relationship, or other
financial arrangement with one another will be placed into or transferved to separate
work units which are supervised by different supervisors or managers. Nothing in
the Department’s management practice is intended to be inconsistent with County’s
ordinances, policies, procedures, rules or regulations prohibiting unlewful sexual
harassment in the workplace.

11. As public servants, our actions are limited by law and regulations in all cases,
whether or not our personal beliefs coincide.

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 their supervisor. The Supervisor will consult with Human Resources,
for further clarification, regarding interpretations of these policies,

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
policles shall result in corrective action, which may include disciplinary action up to and
including termination.

Ellioft Robinson April 22, 2003

| have been provided with a copy of the Monterey County Department of Social Services'
Conflicts of Interest Administrative Directive. My acknowledgment of its receipt and my
understanding of these policies are indicated by my signature below.

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

Employee name (Please Print)

Emgployee Signature Date
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WORKING TOGETHER. ¥

TO: All DSES Staff

DATE: April 4,2011

SUBJECT: CONFIDENTIALITY OF CUSTOMER / CLIENT INFORMATION
OBSOLETES: Al Prior Directives are Obsolete

IMPLEMENTATION: Immediately upon receipt.

REFERENCE: Welfare.and Institutions Code (W& Code), State Operations Manual
(SOM):California Code of Regulations.{CCR), Manual of Policies and
Procedures: Elrggblllty and Assistance Standards (EAS), Manual of
Policies and Procedures,; Division 63 CalFresh (Food Stamp)
Regulations, California’ Penal Code, Medi-Cal Ehglblllty Mariual Title
22, CCR, Code of Federal Regulations (CFR), Health Insurance
Portablllty and Accountabmty Act.(HIPAA), Conﬁdentlallty Memo dated
7/27/11 Access to C-1V Files, HR Confidentiality Memorandurm dated 2-

1-10
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l. PURPOSE

The purpose of this directive Is to interpret regulations and give staff information and
guidelines for handling customer/client confidentiality issues. The need for
confidentiality impacts all areas of Department of Social & Employment Services
(DSES) programs and requires a cooperative staff effort when the need for information
under one program crosses the boundaries of other programs. This document does
not and cannot address every situation which may occur; rather, it outlines Department
policy and provides basic guidelines, as well as refererices to resources when
individual circumstances require Iinterpretation of regutations.

Il GENERAL REQUIREMENTS

1. Welfare and Institutions Code (W&I) Section 10850 specifies that all information
regarding applicants/recipients is confidential. This section applies to all DSES
administered programs, except where specifically excluded. Divigion 19 of the State
Operations Manual contains the regulations implementing this law for CalWORKs
(including Child Welfare Services), State Supplemental Program (SSP), and Title XX
programs, unless otherwise indicated. The CalFresh (Food Stamp) program
regulations regarding records and confidentiality are found in Section 63-201 .3; the

regulations for the Adoptions Program are in Title 22 of the California Code of
Regulations.

2. Confidential information is defined as names, addresses, telephone numbers, Social
Security numbers, birthdates and all other information concerning the circumstances of
any individual for whom or about whom information is obtained. This includes both
wriften and oral information.

3. ltis a violation of these regulations and a misdemeanor to release confidential
information without the consent of the applicant or recipient. 1t is also a misdemeanor
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for anyone to access, view, and/or possess confidential information they have no legal
right to know or possess. (Manual of Policies and Procedures Hiigihility and Assistance Standards 19-002.1)

Employees who unlawfully disclose confidential information are subject to disciplinary
action up to and including termination.

Information can be released only if it is necessary for the administration of public social
services, as explained below. Statistical or recipient profile information which cannot
be used to identify persons, such as a count of cases, average grant, etc., can be
released without any authorization.

Public Officials

. Public officials are specifically restricted by confidentiality regulations. Public officlals

include members of the United States Congress, State Legislatures, County Board of
Supervisors and City Councils. Ifa request for specific information is made by such an
official, determine why the information is needed. If the information is not needed in
connection with their official duties regarding the administration of public social
services, explain that a release of confidential information form, signed by a customer,
is required prior to releasing information.

Care should be taken during this explanation not to acknowledge if the person about

whom information is requested is known to DSES.

A letter from a customer to a member of the United States Congress, State
Legislature, County Board of Supervisors, or City Council that is signed and dated and
requests the official’s assistance in a social services related matter is considered an
authorization for the release of confidential information. Any response is restricted to
the specific area of inquiry.

Law Enforcement Officials

. The District Attorney's staff is entitled to confidential information necessary to perform

their duties relating to DSES referrals for child support, child welfare, paternity, or
fraud investigations. This information may be provided without a release of
information from the applicant/recipient. Information being requested for any other
purpose is not to be released without proper authorization from the applicant/recipient.

W&i Code Section 10850.3 allows an authorized employee of the Department to
disclose confidential information concerning a public social services applicant/recipient
to any law enforcement agency where a warrant has besn issued for the arrest of the
applicant/recipient for the commission of a felony. The request must be made in
writing from the head of the agency or an authorized individual, Information which
may be released is limited fo the name, address, telephone number, birthday, Social
Security number and physical description of the applicant for, or recipient of, public
social services.

Configentiality of Customer/Client Information



that can be used to disfinguish or frace an individual's identity, e. g. names, addresses
Social Security Number).

Computer Printouts, Lists and Reports

All computer-produced printouts, lists or reports which must be destroyed are to be
placed in boxes located in each office. Such materials are collected regularly by
Stores and Records personnel and transported for recycling.

Case Records

Case materials will be boxed, taped and labeled with destruction dates. Designated
staff in each office will box the records. Once cases have been imaged they wil! be
kept in storage. Stores and Records collect the boxes and transport them to the
department warehouse where cases are maintained in storage facilities until
designated destruction dates. Following Board action, they are recycled. A certificate
of destruction provided by the disposal company is retained on file by the
Administrative Services Branch.

V. METHODS FOR RELEASING INFORMATION

A.
1.
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General Requirements

Release of confidential information without violating regulations can be accomplished
in one of the following ways:

» When someone accompanies an applicant/recipient to an interview, explain that
the interview will cover personal and confidential information. Obtain verbal
permission from the applicant/recipient to allow another person to remain during
the interview. Document that the applicant/recipient granted permission in case
comments.

> An authorization, signed by the applicant/recipient, is on file granting release of the
specific information to an individual or agency.

> A telephone authorization is acceptable if the applicant/recipient adequately

identifies him/herself, however, it is a temporary authorization and must be closely
foliowed by a wriften authorization. Some acceptable forms of identification may
include, voice recognition, call back, social security number, case number, driver's
license number, date of birth or mother's maiden name,. Document the form of
identification used in case comments. Exampies of typical circumstances for
releasing confidential information by telephone authorization are:

* |Inquiries from medical offices

= Welfare rights organizations or legislators calling on behalf of the

recipient.

> The information s being released to a service agency with which the department
has a contract which contains a confidentiality clause.

7
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Law enforcement personnel seeking confidential information shall be directed to a
Program Manager. Inquiries from iaw enforcement personnel not specifically
addressed in this Administrative Director shall be referred by the Program Manager to
County Counsel for a determination as to whether information shall be released.

Wai Code Section 10850.7 permits disclosure of confidential information concerning a
public social services applicant/recipient to any law enforcement agency where the
applicant/recipient is deceased. Again, the request must be in writing, specify that the
applicant/recipient is deceased, and that the requesting agency is otherwise unable to
adequately identify the deceased.

An inquiry from immigration counselors, parole officers, credit bureaus, etc., for
information regarding any matter is to be referred to a Branch/Program Manager to
determine the correct course of action.

School Officials

. Confidential information can be released without authorization to Superintendents of

Schools and their representatives in relation to the administration of federally funded
programs which provide assistance in cash, kind, or services. The information to be
released is limited to the facts necessary for the Superintendent of Schools to
determine ellgibility for the particular program or necessary to obtain the federal funds.
This includes such programs as free school lunches and Summer Youth Employment
Programs (SYEP).

Information needed to support claiming under the Elementary/Secondary Education
Act can be released to Superintendents of Schools and their representative providing
an agreement regarding confidentiality is signed. Such an agreement has been
completed with the Monterey County Office of Education.

fi. PROCEDURAL REQUIREMENTS

A.

1.
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General Procedures

Staff, including receptionists and telephone operators must be very careful not to
acknowledge to anyone making an inquiry whether or not the person about whom they
are inquiring is known to the agency. If the call appears to be about an eligibility
matter, it is routed to the Duty Supervisor. If the call is Services related, it is given to a
Children’s’ Services or Adult Services worker on the desk, whichever seems most
appropriate.

Do not discuss confidential customer/client information at reception counters, on in-
house phones that do not provide privacy, or in any non-confidential setting, e.g. ina
hallway, break room, patio or outside of the office.

Since there are not many areas offering privacy for discussion of sensitive issues, It is
very important that staff be conscious at all times of where the sensitive conversation

4
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is taking place, who might potentially overhear what is being said, and the listener's
need to know the information being discussed.

When an agency requests information about an applicant/reciplent the request form
must contain a signed release of informaticn specifically addressed to the department
unless the agency is covered by an agreement with the Depariment of Social and
Employment Services.

Occasionally a case record is subpoenaed by a court in relation to a non-public social
services matter. In such situations, the case is to be called to the attention of the
Branch/Program Manager who will request County Counsel to take immediate action
to safeguard the confidential nature of the records. Further explanation foflows in
Section C.

Contracts entered into with a public or private agency which involve the release of
confidential information will be used in accordance with applicable regulations and
shall be provided only on a need-to-know basis.

General Case Record Procedures

. The purpose of public aseistance and social service records is to evidence eligibility

and delivery of public social services. The applicant’s or recipient's record should only
contain facts relevant to his or her case.

Certain items should be excluded from case records.

» Examples: Instructional notes from line supervisors, supervisory reviews,
managers and newspaper articles that might reflect on the character of the
recipient. When such an item is essential to determine eligibility, amount of
grant, or eligibility for social services, an explanation must be attached
indicating how the information relates to eligibility, amount of grant, or the
delivery of soctal services.

Other items can be included without expianation.
» Example: Information that is proper for inclusion in a case can be birth notices,

death notices, marriage or divorce notices, and notices of legal cash
settlements from accidents or lawsuits.

C. Social Work/Eliglbllity Case Records *

1.

The W& Code, Section 10850 specifies that all information contained in case records
is to be considered confidential and may not be disclosed fo any person or institution
which is not involved in the administration of public social services. The Information
Practices Act of 1877 section 1798.53 states that any person who intentionally
discloses confidential and personal information shall be subject to civil action for

* Elecfronic case records are specifically discussed on page 11 of this document,
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invasion of privacy. To ensure this confidentiality and compliance with the law, staff will
abide by the following:

2. Case records, whether hard copy or imaged, will remain in departmental offices,
except when subpoenaed or needed in a court proceeding or case staffing, or when
requested by the Auditor or others mesting the criteria stated in the W&! Code. Case
records or images are not to be taken home without the prior, specific authorization of
the Program Manager on a particular occasion.

3. Hard copy case records, when not in use, shall be kept in designated areas such as
file cabinets or desk drawers.

4. Customers are only entitled to view the information provided by them that Is kept on
their applications and In our records in accordance with W&! Code 10850.2.

5. Access to adoptions and licensing case records shall be limited fo staff assigned to
those functions and appropriate administrative staff.

6. An employee shall not view or access, perform any action on, or be assigned to
work on any case if it in any way personally involves the employee. Violation is
subject to discipline, up to and including termination. Conflicts of Interest are covered
in Administrative Directive # 03-01. Sensitive Case handling is covered in
Administrative Directive # 11-03

> “Shall not view or access” means: do not make inquiries, or conduct information
searches, in computerized case records, data bases or paper case records.

> “Shall not perform any action” means: do not make changes in any information,
make copies or images of any information or otherwise make any notes of
information peitaining to the case record.

7. Han employee is aware of, or suspects potential fraudulent acfivity on such a case,
s/he should seek assistance from his/her supervisor and not attempt to investigate.

D. Privileged Communications

Certain privileged communications may not be released to the client. These
communications are defined in the Evidence Code and Include Sections 957 (lawyer-
client) and 1041 (identity of informer).

E. Destruction of Confidential Materials
1. Wastepaper

Each office has a large recycle bin exclusively for confidential papers. if there is not a
bin available, be certain to shred or cut sufficiently prior to disposing of any paper
which contains confidential information {Personal Identifiable Information (Pll) — any
information about an individual maintained by an agency, including any information
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> The information is being released to a mandated reporter of child abuse, who is
entitled to general feedback about their report.

. Release of Ald History

. There-are frequent requests from persons who wish to obtain documentation of their

aid history to present to the American Consul or United States Citizenship and
Immigration Services (USCIS).

Get clarification from the customer so that there is no misunderstanding about the
exact nature of the request. f the request is non-specific or unclear, it is the
customer's responsibility to determine the kinds of information to release. Only
information specifically requested by the customer can be released (eg., an
authorization to prepare a letter verifying that a person did not recelve CalWORKs is
nof authorization to release information about any denied/withdrawn applications for
CalWORKSs or to release CalFresh (Food Stamp) information),

Written Authorization

. Wiitien authorization must conform to the following rules:

The authorization must be signed and dated by the customer.

The specific information being released must be indicated on the form. The statement
CalWORKs case is not satisfactory. At a minimum, the type of aid should be included.
Example: CalWORKSs grant, Medi-Cal case...

The type of aid being received, what Information is to be released, and to whom is
preferable.

An authorization is good for one year unless the authorization specifies an expiration
date.

The authorization may be withdrawn in writing at any time by the applicant/recipient.

The authorization must be retained in the paper case file if one exists or imaged to the
electronic case file.

The authorization must specifically refer to the Department in allowing release of
information.

Certain other types of inquiries, such as requests relative to lawsuits, releases to
research organizations, absent parents wishing to reunite with their families, and
auditors, are also covered in the regulations.

Confidentiality of Cusformer/Client Information



D.
1.

Release of Information to Public or Private Agencies

Confidential information may be shared with pubiic or private agencies without a
release signed by the applicant/recipient when it is necessary for the administration of
public social services. However, in sharing information, consideration must be given
to each agency’s need to know and the appropriateness of releasing information on
that need.

Examples of circumstances where It is appropriate to release information are as
follows:

> The Social Security Administration needs information contained in our records to
verify the birth date of a disabled child or information to establish an applicant's
entitliement to Soclal Security benefits.

» The Mental Health Clinic needs background information on a patient referred by
the Department for services in order to understand why the referral was made.

» The Volunteer Bureau needs Information as to what services a person needs and
the person’s address.

» The Veteran's Administration needs information to help determine entitlement to
Veteran's benefits.

2. The following guidelines can be used in these situations:

AD 11-01

> Does the request come from an agency providing services to the
applicant/recipient?

> Is the information requested necessary to perform that service? Is there a need to
know?

> Would it be a benefit fo the applicant/reciplent to release the information, and
would it compliment the services being performed by our agency?

» Does the agency understand that the information is confidential, and do they have
confidentiality rules?

» Caution should be taken that only the information needed Is released. If the
agency does not have a NEED to know, the information must not be provided,

- Release of information to the Health Department/Natividad Medical Center (NMC)

. Workers may provide Medi-Cal eligibility information, such as beneficiary 1.D. number,

month of eligibility, Medicare coverage, etc., to employees of NMC and the Health
Department. The Release of Information must be directly connected with the
administration of the Medi-Cal or other public assistance programs.

Confidentiality of Customer/Client Information



2. County Counsef has ruled that NMC may not use information from DSES automated
systems to assist them in their patient billing. Article 1, Section 1, of the California
Constitution was clted as the basis for the determination.

F. Subpoenaed Records

1. Occasionally, we receive subpoenas from attorneys for information from our case files,
or for us to bring certain information to a CalWORKs related civil court hearing. These
hearings are usually in relation to paternity or child support. These subpoenas are
generally one of the two types: a subpoena for certain documents or documents
which contain certain information, or for the entire case file.

» BEFORE ACTING ON ANY SUBPOENA, THE PROGRAM MANAGER IS TO
CONTACT COUNTY COUNSEL AND DISCUSS WHAT ACTION TO TAKE.

2. If the subpoena is for specific documents, take the documents out of the paper case
folder, if there is one, before you take them to court. Be sure to take a complete set of
photocopies of the documents with you. If the documents are entered into the court
record we should then request the Judge to allow the substitution of the photocopies
0 our case file is not missing any documentation.

3. If the case is fully imaged, designated staff will be required to photocopy all documents
and images for the court to meet the conditions of the subpoena.

4. Ifthe entire case is subpoenaed you should advise the Judge that the fiile contains
confidential information not pertinent to the court case and is protected under W & |
Code 10850. The Judge will advise you whether or not to release only the pertinent
documents or the entire case file. If, after the attorney examines the file, he wants any
documents entered into the court record, make the same request to be pemmitted to
substitute photocopies for the originals,

5. In either situation, follow the instructions of the Judge.

AD 11-01 10
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8.

All transmissions of sensitive data via e-mail outside of the county network must be
encrypted. Sensitive data is the information protected by government regulations; it
includes Personal Identiflable Information (Plf), Protected Health Information (PHI, and
Federal Tax Information (FTI). See DSES Encryption and DSES E-mail Policles {AD
10-02 and AD 10-03)

VIi. FAMILY AND CHILDREN'S SERVICES PROGRAM

A.
1.

AD 1101

General Information

All material and information conceming cases in Family and Children's’ Services
(FCS) Is confidential. The material and information may be released by order of the
Juvenile Court.

The procedure for requesting release of information Is initiated by the party requesting
the information. That person must file a motion with Juvenile Court. Upon filing of the
motion, the court will determine if the request is valid. The Juvenile Court Judge will
review the records and information in Chambers and determine whether or not any
information shall be released, and the content and extent of any such release (Penn
vs. Ritchie).

Further, all material and information released shall only be used for the specific
purpose requested in the motion (Navaho Express).

A Special Matter Order determines to which specific agency Family and Children’s
Services personnel-can share information, and the extent of the information and
materials to be shared. There are currently two Special Matters Orders:
> One, dated October 2, 1988, covers a number of child protection treatment and
investigation agencies.

» The second, dated, March 9, 1993, specifically covers child custody mediation
services,

Chiid Abuse Reporting Law

- The identity of all persons who report child abuse is confidential. The identities may

be disclosed in the following circumstances only;
» Between Child Protective agencies, or
> To counsel representing a child protective agency, or
» To the District Attoney in a criminal prosecution, or
> In an action initiated under Section 602 of the W& Code, arising from alleged
Section 318 of the W& Code, or
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V. REFUGEE INFORMATION

1.

DSES staff are authorized to exchange confidential information only as necessary for
the administration of public social services. Following are examples of information
releases deemed necessary for the administration of public social services.

Information which may be shared with staff that perform intake functions:

> Any information necessary to complete the counseling interview requirements of
the sanctioning process, including refugee’s current address and phone number,
and verification that a non-mandated refugee is on public assistance.

> Any information necessary to make appropriate employment and training referrals.

Information staff may share with DSES funded health accessing, mental health and
social adjustment services providers:

> With the consent of the refugee, staff may share any information necessary to
make an appropriate and successful referral. Such information may include the
refugee's name, address, and/or telephone number.

Other Requests for information Regarding Refugee Cases:

> Staff may receive requests from other interested parties for confidential Refugees
case information. Access to such information may only be obtained via two
methods:

= A written consent form, signed by the refugee, which allows the requesting
person or organization access to specifically designated, confidential
information.

* A person or organization designated as a refugee’s Authorized Representative
(AR) may have access to confidential information for the purpose of acting as
the AR. Staff may disclose confidential information requested by an AR upon
receipt of written verification of said authorization. An example of such written
verification would be a release signed by the customer that specifies the time
frame and names the person or organization that is an authorized
representative.

VL. Electronic Records

1. The use of computer terminals and access to confidential files and images, including

AD 11-01

records available through the DSES Data Warehouse, are available only to employees
of DSES who have a job related need to know.

Employees shall not view or access their own case(s) or any case if it in any way
personally involves the employee. This includes cases which involve the employee’s
relatives, family members, household members, personal friends and individuals with
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whom there is a business relationship. The C-IV system has enhanced tracking ability
to determine when cases are accessed by employees. Supervisors and managers

have access to audit trails within the C-IV system to ensure that confidentiality policies
are followed.

3. Cases designated as “Sensitive Cases” are typically either employees or relatives of
employees. However, sensitive status, requiring special case handling, may be
granted for cases of former employees, relatives of former employees, county
employees from other departments, elected officlals, or any other individual
determined to need or requesting special handling. For C-1V users, these cases are to
be marked “confidential” in the C-IV system. Marking the case “confidential” makes it
inaccessible to the general population of C-IV users. Only a limited number of staff
have the profile to access cases marked “confidential” in C-IV.

> Relative — A member of the immeiate family or any relative in the homs of the
employee,

> Immediate Family Member - An Immediate family member is defined as father,
mother, brother, sister, wife, husband, domestic partner, child, grandparent,
mother-in-law, father-in-law, daughter-in-law, son-in-law, sister-in-law, brother-in-
law, aunt, uncle, niece, and nephew, cousin, former spouse/domestic partner or ex
in-law.

4. Access to the State MEDS system is limited to those persons in the department who
have a direct responsibllity for the administration of the Medi-Cal, CalWORKs, and
CalFresh (Food Stamp) programs.

> Eligibility, CWES and Administration staff may have inquiry only status. The
access level of Clerical staff varies according to assignment and is determined by
the Clerical Supervisor. A designated program analyst has full access and
monitors system security. Designated System Support staff issues passwords.

Requests for passwords must be submitted in writing through a Program Manager
to Systems Support.

5. Requests for information by other County departments or departmental employees
who have been authorized to request confidentlal information must be processed by
authorized terminal operators. These operators are clerical staff assigned to MEDS
Functions, clerical supervisors, and eligibility workers assigned to NMC.

6. Certain employees:of other agencies/depariments having a direct mandate to operate
programs providing public soclal services as stated in the W&I Code have been
assigned individual codes for direct access to data systems. These individuals give
their codes, and may be provided with the worker number and/or the case status. i.e.
active or inactive. Such agencies/departments include: Social Security (Salinas,
Wateonvilte, and Carmel), Health Department, and Mental Health Department.

7. For further explanation of departmental policy and data system security procedures,
see AD 82-06 and AD 00-03.

AD 11-01 12
Confidentiality of Customer/Client Information



» To County Counsel, or District Attorney in an action initiated under Section 301
of the W&I Code, or

» When those persons waive confidentiality or by court order.

Note: Anonymous reporting by non-mandated reporters is permitted.

2. The Califomia Penal Code, Article 2.5, Child Abuse Reporting, provides legal
definitions of terms inherent to the reporting of child abuse. Further, clarification is
provided regarding the disclosure of identities of persons who report child abuse,
the actions of those individuals required o report or act in abuse cases, content of
the report or action, and the consequences of failure to act.

3. Penal Code 11172 ~ Immunity from liability; failure to report offense. Provides
Immunity from civil or criminal liability for employees of related agencies who report
known or suspected child abuse. Other persons are also immune unless it can be
proven that the person knew the report was false. The code also allows a picture
to be taken of the suspected victim of child abuse without parental consent, free of
civil or criminal liability. Failure to report an instance of child abuse is a misdemeanor
and is punishable by confinement in the County Jail for a term not to exceed six
months or by a fine of not more that $500.00 or both.

C. Adoptions

1. The California Code of Regulations — Title 22 — Chapter 3, Adoption, states: “All
information in adoption case records shall be confidential.” Further, “Information from
case records can be released only to agencies specified in the law, parties to the
adoption or their legal counsel or persons authorized to receive it”

» “Records shall not be produced in Court on request of any of the parties
except on subpoena.”

2. Case material may be shared intra-agency only in instances where a case [s shared
by two different DSES units who are Invelved with the same customer, such as Child
Welfare Services and Adoption for a birth parent and/or foster child or Adoptions and

Aging and Adult Services for a birth parent. Only that information which pertains to the
mutual client may be shared.

3. Information relating to birth parents and all persons requesting adoptive home study is
confidential and Is not to be shared with non-involved staff.

4. Release of information forms are signed for communication with ofher professionals
when necessary for adoption planning.

D. Juvenile Court Proceedings

1. Rule 5.546 of the Rules of Juvenile Court encourages the timely disclosure of
materials and information within the possession of the petitioner, subject to the right of
the party {o show privilege or good cause. PC 11167 mandates that the identity of all
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persons who report suspected child abuse shall be confidential and disciosed only to
specific persons outlined in this section, or when the reporting party waives
confidentiality, or by court order. Attorneys for parents In W&l Code Section 300
cases are not included in PC 11167 as persons to whom the petitioner may disclose

the identity of the reporting party. W&I Code Section 300 cases are juvenile
dependency cases.

2. To ensure that the confidentiality of reporting parties is malntained in all Juvenile
Court proceedings, while encouraging the appropriate sharing of Information, the
following procedures were developed, These procedures were reviewed and approved
by the Juvenile Court Judge and County Counsel. It Is the intent that these
proceedings will not substantively change current practice.

» During the court investigation, the Social Worker shall advise the reporting
party of their right to confidentiality.

» The Social Worker shall ask the reporting party if they wish to waive
confidentiality and further explain that their confidentiality may be divulged if
there is a court order requiring DSES fo do so.

> if the reporting party waives confidentiality, such waiver should be obtained in
writing. After obtaining a written waiver of confidentiality rights, the Social
Worker may inform the attorney for the parents, of the identity of the reporting
party, by attaching the petition sent to the attorney.

> If the reporting party refuses to waive confidentiality, then the Social Worker
shall blacken out the name of the reporting party on the police report and not
disclose the identity unless ordered to do so by the Court.

E. Foster Care/Caregivers

Foster parents and other caregivers (relatives, group homes, etc.) are entitled to the
summary in the recommendation section of the Court Report in accordance with the
W&I Code. This information is automatically provided to Foster Parents by Family and
Children's Services staff after the court report has been filed. Foster parents and their
attorneys are not entitled to a copy of the court report.

Viil. OFFICE FOR AGING AND ADULT SERVICES — COMMUNITY SERVICES - ELDER
AND DEPENDENT ADULT ABUSE REPORTING LAW

1. AD 87-06 informs staff of the reporting requirement of the suspected eider and
dependent adult abuse as adopted by the State Department of Social Services and
required under W&l Code, Section 15630. The law and regulations require
employees of Social Service departments to report suspected abuse of elder and
dependent adult persons. Failure to report physical abuse of the ekler or dependent
adult is a misdemeanor, punishable by not more than six months in the County Jail, by
a fine of not more than five hundred dollars ($500.00), or by both fine and
imprisonment.
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2. The identity of mandated reporters is confidential and disclosed only by court order or
between elder protective agencies. Mandated reporters are exempt from civil and
criminal liability for any report required by law.

IX. TRAINING

Training on reporting responsibilities regarding suspected child, elder or dependent adult
abuse, and confidentiality requirements will be conducted for all new staff by Benefits
Coordinators during New Employee Orientation and Benefits Orientation, reviewed by
supervisors with alt staff duting annual performance evaluations.

X. SUMMARY

If a situation arlses that is not covered by the regulations cited in this directive, it should
promptly be called to the attention of the Branch/Program Manager, who shall refer the
matter to the Office of County Counsel for resolution.

Xl. DISCIPLINE

Violation of this Directive could lead to disciplinary action up to and including termination
from County employment.

Xll. APPENDIX

Inciudes: A reference chart and summary of this administrative directive; California
Welfare and Institutions Code WIC Section 10850; Civil Code Section 1798.14-1798.23.

Elliott Robinson, Director
ER:dla
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B. TELEPHONE AUTHORIZATIONS:

Telephone authorization Is acceptable if the applicant/recipient adequately
identifies himselffherself. A telephone authorization is temporary only and must be
followed by written authorization, [Section IV, A, 1]

. APPLICANT/RECIPIENT WRITTEN REQUESTS FOR ASSISTANCE TO

LEGISLATORS:

A signed and dated lstter from a customer to a Member of Congress, State
Legislature, Board of Supervisors or City Council that requests the official's
assistance in a Social Sarvices related matter is considered an authorization for the
release of information. [Section Il, 3]

. INFORMATION MAY ALSO BE RELEASED TO LAW ENFORCEMENT

OFFICIALS IN THE FOLLOWING CIRCUMSTANCES:

An applicant/rebipient is deceased and law enforcement agency is otherwise
unable to adequately identify the deceased; OR

A felony arrest warrant has been issued for an applicant/recipient.

Redquests must be in writing from the head of an agency or an authorized
individual.

Information to bé released is limited to name, address, telephone number, birthday,
Social Security number and physical description. [Section il, B, 2, 3]

. RELEASE OF INFORMATION TO THE CUSTOMER:

Information relating fo eligibility that was provided by a customer shall be open to
inspection by the customer. [lll, C, 4]

Certain privilegéd communications may not be released to the customer. These
communications are defined in the Evidence Code and include Sections 954
(lawyer-customer) and 1041 (identity of Informer). [Ill, D}

In any matters relating to release of information from Family and Children’s
Services (FCS) case records an FCS supervisor must be consulted. The
Supervisor will determine what form of consent is to be used or if a court order is
required.

. ADOPTIONS

Access to adoption case records shall be limited to staff assigned to those
functions and appropriate administrative staff. [I}, C, 3]

Release of information from adoption case files is covered in [V, D] of this
directive.
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XII. APPENDIX

CONFIDENTIALITY
- Reference: Administrative Directive No. 11-01

Information obtained from applicants and recipients, whether written or oral, is confidential
and must be safeguarded. Disclosure of this information shall not be made, directly or
indirectly, other than in the administration of public social setvices programs.

In addition to Welfare and Institutions Code Section 10850, Division 19 of the State
Operations Manual dealing with confidentiality and Title 22 of the California Administrative

Code dealing with adoptions, staff is expected to make judgments about the handling of
confidential information in accordance with the foliowing:

¥ Al staff within DSES have access to confidential files of various types. All staff
have an equal responsibility to follow confidentiality laws and regulations.

Y Case records will remain in departmental offices except for limited instances
specified in the Administrative Directive. Case records are not to be taken home

unless specifically authorized in advance by a Program Manager on a particular
occasion.

' Confidential case information shall only be discussed with authorized personnel
who have a work-related need for the information,

¥ Conversations at restaurants, in stores, or in other non-confidential settings, such
as during breaks, shalf not involve names of recipients or other details of case
situations where the identity of parties involved could be discovered by a listener.

Improper release of confidential information is a misdemeanor and is subject to
disciplinary action up to and including termination. Disclosure of Confidential
information may also be subject ta civil action for invasion of privacy.

Note: Reference to specific sections of Administrative Directive 11-01 are contained in
brackets.

AUTHORIZATION:

A. WRITTEN AUTHORIZATION

Except as provided in this directive, al! authorizations to release confidential
information are to be written.

Written authorization must indicate the specific information to be released. It shall
be signed and dated by the applicant/recipient and shall expire on year from the

date signed unless an earlier expiration date is specified or authorization is
revoked. [IV, C]
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All information requests should be referred to an adoption superviser who shall
determine what form of consent is required and whether or not court order is
necessary. .

REPORTS OF SUSPECTED CHILD ABUSE

The identity of all persons who report child abuse is and shall be kept
confidential.

The Identity of persons who report child abuse, reports of suspected child
abuse and information contained therein may be disclosed only in limited
circumstances. [VII, D] ;

All requests for such information should be referred to an FCS supervisor who

shall determine if the request can be honored and what form of consent or court
order is required.
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SUMMARY OF CONFIDENTIALITY REQUIREMENTS

Requestlng Party May information’ be~ How may infonnafion be g
A s o glvenby staffe ) -obtained?
Landior d, Neighbor : Yes Only with Wrth Customer authorization

administration of public

authorization and only if
necessary for the

social services. [ill, C}

School Officials

1Yes. To supenntendents
of Schools of

ESEA; ‘program. Also'in

| federally funded
programs, incl. Free and
 reduced lunches. Limited.
| to information riecessary

the program. [l CJ

representatives for
purpose.of claiming for

administration of other

to determine eligibility for:

Without customer authorization.
DSES has an agreement with
County Office of Education

Public Officials

Yes. Only with

administration of public
| social services. Limited to |
| information requested. [Il,.
Al

authorization and only if
hecessary for the

With customer aut'honzat:on A
signed and dated letter from

customer o official asking for

assistance is: sufficient..

District Attorney

Yes. Information needed
in regard to child support '

| Yes. Information for other

child welfare, paternity or
fraud.

purposes. [Il, B, 1]

With customer authorization

Other Law Enforcement
Agencies.

arrest warrant issued for

| purposes of identification.

Yes. In case of felony |

customer. Informatlon to
be released is [imited.

‘Yes. When applicant or
recipient is deceased, for

[Il, B, 2-3]

| Official written request from law

enforcement needed. Requests

- must go to Program Managers,

AD 11-01

Confidentiality of Customer/Client Information
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SUMMARY OF CONFIDENTIALITY REQUIREMENTS -~ CONTINUED

Requestlng Party

May Informatlon be
_given by staff? .

How may Information be
; obtained?

anate and Publsc
Agencies

Yes If necessary for the

‘| Guidelines in. [IV Dj

administration of public
social services..

'uslng Gmdehnes

Health Dept. Natividad
Medicai Center.

‘Yes. Med-Cal eligibility

information only. (IV, E]

Without customer authorization.

Banks, other financial
institutions, Attorneys,
Legal Aid, Insurance
companies, Imimigration
Counselors, Parolg
Officers

| Refer to-Program

[t B; 4] [IV, B]

Manager or Eligibility.
Supetrvisor.,

In most cases with customer
authorization only.

Intake staff and DSES
funded Refugee Serwces
providers requestlng info..
From Refugeé cases.

Other requests for Info.
From Refugee cases.

Yes. May share any
information with intake

i Yes. May's'héré "
| information necessary to

‘| authorized representative

| (AR).[V]

staff necessary to
complete requirements of |
sanctioning process and
make employment and
training referrais

make referrals with.
DSES funded services
providers.

Yes. Only with consent
form-or to designated

‘Without customer authorization

'With consent of the. refugee.

With customer authorization.

Requests. for information
from Family and
Children’s Services
cases, Aduit Protectlve
Services cases and. AIDS
Case mgt. Records.

‘A variety of laws and.
“special matter orders
-apply.

| Al requests shouild bie

made through a social

‘May require court order and/or

custo'mérﬂconsent,

| Inmany cases information is
‘protected and cannot be released.

:] work stipervisor. _ . _
Subpoenas Program Managéris to | Follow Directive and Coupsel.
contact County Counsel
before respondmg fv, Fl
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... - - REFERENCES ~ ~ ..

Division 19, Chapter 18-000 Manual of Policies and Proce

ooy
Fraud, Civil Rights (CFC)

Division 23, Chapter.23-001 Manual of Policies and Procedures, Management

-----

Office Procedures

Chapter 40, Section 1 0113 Manual of Policles and Procedures, Eligibility

And Assistance Standards (EAS)

Article 2, Section 50111

| Medi-Cal Eligibility Manual Title-22, CCR, Third
Edition

Chapter 63; Section 201.3 Manual of Policies and Procedures Division 83

Food Stamp Regulations,

Section 10850 Confidentiality | Welfare and Institutions Code

Section 15630 Fider and Depehdént‘- Welfare and Institutions Code.

Adult Abuse

Article 2.5 Child Abuse Reporting | California Penal Code

Title 22, Chapter 3 Adoptions” California Code df—Regulations

Note: In cases where a SuPervi'éor- or Program Manager cannot determine whether
information may be released, a Program Manager or Deputy Director will contact

County Counsel, Seé IV, F for policies regarding subpoenas.

AD 11:01

DESTRUCTION OF CONFIDENTIAL MATERIAL

Confidential material is.any material which could be used to identify an individual or
family as being an applicant or recipient of aid or services. Such material could include
waslepaper, computer ptintouts, lists, reports, and entire or portions-of case recolds. If
the material contains a nanie, address or any other customer informafion, it is
considered confidential.

1.

DISPOSAL OF MATERIAL IN TRASH

Before placing in trash receptacles, any paper which contains confidential

information must be torn or cut sufficiently so that the confidential information is
destroyed..

DISPOSAL OF COMPUTER PRINTOUTS, IMAGES, LISTS, REPORTS

All printouts, images, lists and feports containing confidential information which
are to be destroyed are fo be placed'in “confidential” boxes located in each
District Office. Such materials.are collected regularly by Storekeepers and
transported for-recycling.

DISPOSAL OF CASE RECORDS

Designated staff in each District Office box, tape and label case materials with
destruction dates. Stores and Records transport'these boxes to Department
warehouses for maintenance until designated destruction dates.
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MONTEREY COUNTY 1000 South Main Street, Suite 216
DEPARTMENT OF SOCIAL | Salinas, California 93901

-
& ' & EMPLOYMENT SERVICES ph 831 7554448 831 765-8477

WORKING TOGETRER FOR OUR COMMURNITY Elliott Robinson, Director

Date: 4-8-11

To: Al Staff

From: Effiott Robinson

Subject: Confidentiality AD 11-01

The Administrative Directive, Confidentiality of Customer / Client Information AD 11-01

is effective immediately upon receipt. An acknowledgeimient of receipt form is attached
to this memo, Staff are to read the directive, sign the acknowledgement of receipt form,
and submit it to-their branch secretary. |

Branch secretaries will collect and track the receipt of the acknowledgement forms for
their area. When forms have been collected for everyone in the branch, the branch
secretary will forward the.forms in batch to Stacy Redo'in HR, Life Foundation Building,
STE #308. '

Acknowledgement forms are due to HR no later than May 1%, 2011.

mcdses.co.montérey.ca.us



L&) MONTEREY COUNTY

Wil SES | DEPARTMENT OF SOCIAL

7/ &EMPLOYMENT SERVICES
WORKING TOGET HER FOR o0uR COMMUNITY

CONFIDENTIALITY POLICY ACKNOWLEDGEMENT

I, _ — ... .., hereby ceriify that | have received
information pertaining to my responsibilities, the policies, procedures and laws
regarding maintaining the confidentiality of client records and information with the
depariment. |understand that confidentiality is mandated by the State of California,
Welfare and Institutions. Code Section 10850, Section 19 of the State Operations
Manual, Civil Code Section 1798, and the department administrative directives
regarding confidentiality and handling sensitive cases. |'have been informed that any

willfut or kriowing violation of the faw is a misdemeanor and that breach. of confidentiality
is grounds for disciplinaty action up'to and including dismissai.

Employee #

Signature | Date
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TO: All Staff December 13, 1996

SUBJECT: Parking Policy at the Quedrangie Lite Toun daidn Bu’ildlﬂg
IMPLEMENTATION: To establish Department Policy concerning employee parking at

the Quadrangle.
REFERENCE: Diirector's Memio. of August 21, 1996

There referenced Memo stated the Department’s policy conceming employee p‘arking in the lot
behind the Quadrangle. This directive restates the basic Policy-and- adds information
conceming enforcement and monitoring. '

I Policy

A. DSS employees assigned to the Quadrangle are not permitted to park their private
vehicles in thie WHITE striped parking spaces from 6:00 AM to 5:00 PM. This
prohibition includes short stays under two hours. These white spaces are reserved
for our clients and the customers of the other businesses in the block. Employees
may use the-yeliow lodding zone and the green spaces for the designated purpose
or limited stay. | L

B. All county vehicles will be parked in the spaces against the rear fence starting from
the north-west corner of the lot.

. Employee Parking ~ Monitoring & Enforcement

The DSS/Quadrangle leases give the landlord the obligation to provide parking and the
authority to-assign . Quadrangle management has decided fo issue parking stickers to
the tenants of the building order to provide visible identification of the cars required to
be parked in the yeliow employeeftenant spaces away from the building. For MCDSS,
The Administrative Services Officer will manage the system of parking permits by:

A. Maintaining an employee vehicle database using the information from the attached
form which will be completed by all current and future Quadrangle employees. This
form identifies employee vehicles by license number and will show ftie serial number
of the parking permit assigned to that vehicle, Parking infractions noted by the
security guards will be recorded here. Multiple vehicles for an employee will be
accommodated and permits issued for each.

B. Assigned parking permits will be affixed to employse vehicies in.the lower; _
passenger side, corner of the back Window — or as:close.to that location as permitted
by the location of defrost wires, etc. In special situations, for example where after-
market tinting may be damaged, other locations or mirror holders may be authorized



and noted in the database by the Administrative Services Officer on a case-by-case
basis.

C. Asis true with the reasonable provisions of this and other Department regulations
and policies, employees are expected to conscientiously comply, and supervisors
and managers are responsible for sesing that their units are in compliance. Parking
regulations are currently being monitored by Quadrangle security guards and
multiple infractions will be taken up with tenants.

The Department and the Quadrangle Is asking for everyone’s cooperation with the Parking Lot
Association rules so that more stringent limitations will not be imposed.

/s/ Dardell McFarfin
Dardell McFarlin, Director
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LIFE FOUNDATION BUILDING (Average of 450 Employees)
EMERGENCY ASSEMBLY AREAS
Accompany Customers / Vls:tors to the Assembly Area
Check In With Your Unit Su Wait for Further Iinstructions
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Employees/Customers should not
exceed past the church in a line
formation
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