A 17-344 No. 33

Monterey County
Board of Supervisors

168 West Alisal Street,
1st Floor
Salinas, CA 93901

Board Order 831.755.5066

Agreement No.: A-13707

Upon motion of Supervisor Parker, seconded by Supervisor Alejo and carried by those members present,
the Board of Supervisors hereby:

a. Approved and authorized the Director of the Department of Social Services to sign an agreement
with Solutions West, Inc. for $647,960 to provide temporary eligibility case workers for the period
of September 1, 2017 through June 30, 2018; and

. Authorized the Director of the Department of Social Services to sign up to three (3) amendments to
the agreement where the total amendments do not exceed 10% (864,796) of the original contract
amount, and do not significantly change the scope of work.

PASSED AND ADOPTED this 29th day of August 2017, by the following vote, to wit:

AYES:  Supervisors Alejo, Phillips, Parker and Adams
NOES: None
ABSENT: Supervisor Salinas

1, Gail T. Borkowski, Clerk of the Board of Supervisors of the County of Monterey, State of California, hereby certify that
the foregoing is a true copy of an original order of said Board of Supervisors duly made and entered in the minutes thereof of
Minute Book 80 for the meeting August 29, 2017,

Dated: August 31, 2017 Gail T. Borkowski, Clerk of the Board of Supervisors
File ID: A 17-344 County of Monterey, State of California

LY
By

Deputy




COUNTY OF MONTEREY STANDARD AGREEMENT
{MORE THAN $100,000)

This Agreement is made by and between the County of Monterey, a political subdivision of the

State of California (hereinafter “County”) and:
Solutions West, Inc. ,

(bereinafter “CONTRACTOR").

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

1.0 GENERAL DESCRIPTION.

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

Provide temporary Eligibility Workers for the Department of Social Services.

2.0 _PAYMENT PROVISIONS.

201 County shall pay the CONTRACTOR in accordance with the payment provisions set forth
in Exhibit A, subject to the limitations set forth in this Agreement. The total amount
payable by County to CONTRACTOR under this Agreement shall not exceed the sum of
§ 647.960.00

30 TERM OF AGREEMENT.

301 The term of this Agreement is from September 1, 2017 to
June 30, 2018 , unless sooner terminated pursuant to the terms of this
Agreement. This Agreement is of no force or effect until signed by both CONTRACTOR
and County and with County signing last, and CONTRACTOR may not commence work
before County sigas this Agreement.

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

40 SCOPE OF SERVICES AND ADDITIONAL PROVISIONS.

401 The following attached exhibits are incorporated herein by reference and constitute a part of

this Agreement:
Exhibit A  Scope of Services/Payment Provisions
ExhibitB  Medi-Cal History Exhibit F HIPAA Certification
ExhibitC Budget Exhibit G Lobbying Certification
Exhibit D  Invoice Exhibit H DSS Policy & Information Packet

Exhibit E  Productivity Report
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3.0 PERFORMANCE STANDARDS.

5.01

5.02

5.03

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

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

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

6.0 PAYMENT CONDITIONS.

6.01

6.02

6.03

6.04

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

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

Invoice amounts shall be billed directly to the ordering department.

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

7.0 TERMINATION.

7.01

During the term of this Agreement, the County may terminate the Agreement for any
reason by giving written notice of termination to the CONTRACTOR at least thirty (30)
days prior to the effective date of termination. Such notice shall set forth the effective date
of termination. In the event of such termination, the amounat payable under this Agreement
skall be reduced in proportion to the services provided prior to the date of termination.
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7.02

7.03

The County may cancel and terminate this Agreement for good cause effective immediately
upon written notice to CONTRACTOR. “Good cause” includes the failure of
CONTRACTOR to perform the required services at the time and in the manner provided
under this Agreement. If County terminates this Agreement for good cause, the County
may be relieved of the payment of any consideration to CONTRACTOR, and the County
may proceed with the work in any manner, which County deems proper. The cost to the
County shall be deducted from any sum due the CONTRACTOR under this Agreement.

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

8.0 INDEMNIFICATION.

8.01

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

9.0 INSURANCE REQUIREMENTS.

9.01

9.02

Evidence of Coverage:

Prior to commencement of this Agreement, the Contractor shall provide a “Certificate of
Insurance” certifying that coverage as required herein has been obtained. Individual
endorsements executed by the insurance carrier shall accompany the certificate. In
addition, the Contractor upon request shall provide a certified copy of the policy or policies.

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

Qualifving Insurers:

All coverage’s, except surety, shall be issued by companies which hold a curent policy
holder’s alphabetic and financial size category rating of not less than A- VI, according to
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the cumrent Best’s Key Rating Guide or a company of equal financial stability that is
approved by the County’s Purchasing Manager.

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

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

Business Automobile Liability Insurance, covering all motor vehicles, including owned,

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

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

Professional Liability Insurance, if required for the professional services being provided,
(e.g., those persons authorized by a license to engage in a business or profession regulated

by the Califomia Business and Professions Code), in the amount of not less than
$1,000,000 per claim and $2,000,000 in the aggregate, to cover liability for malpractice or
errors or omissions made in the course of rendering professional services. If professional
liability insurance is written on a “claims-made” basis rather than an occurrence basis, the
CONTRACTOR shall, upon the expiration or earlier termination of this Agreement, obtain
extended reporting coverage (“tail coverage”) with the same liability limits. Any such tail
coverage shall continue for at least three years following the expiration or earlier
tennination of this Agreement.
(Note: any proposed modifications to these insurance reguirements shall be
attached as an Exhibit hereto, and the section(s) above that are proposed as not
applicable shall be lined out in blue ink. All proposed modifications are subject to County
approval )
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9.04 Other Requirements:

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

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

Commercial general liability and automobile liability policies shall provide an

endorsement naming the County of Monterey, its officers. agents. and employees as
Additional Insureds with respect to lability arising out of the CONTRACTOR’S work,

including ongoing and completed operations, and shall further provide that such

insurance is primary insurance to any insurance or self-insurance maintained by the
County and that the insurance of the Additional Insureds shall not be called upon to

contribute to a loss covered by the CONTRACTOR'S insurance. The required
endorsement form for Commercial General Liability Additional Insured is ISO Form CG 20
10 11-85 or CG 20 10 10 01 in tandem with CG 20 37 1¢ 01 (2000). The required
endorsement form for Automobile Additional Insured endorsement is ISO Form CA 20 48
02 99.

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

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

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

10.02 County Recards. When this ‘Agreement expires or termunates, CONTRACTOR shall
return to County any County records which CONTRACTOR used or received from County
to perform services under this Agreement.

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

10.04 Access to and Audit of Records. The County shall have the right to examine, monitor and
audit all records, documents, conditions, and activities of the CONTRACTOR and its
subcontractors related to services provided under this Agreement. Pursuant to Government
Code section 8546.7, if this Agreement involves the expenditure of public fimds 1n excess
of $10,000, the parties to this Agreement may be subject, at the request of the County or as
part of any audit of the County, to the examination and audit of the State Auditor pertaining
to matters connected with the performance of this Agreement for a period of three years
after final payment under the Agreement.

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

11.0 NON-DISCRIMINATION.

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

12.0 COMPLIANCE WITH TERMS OF STATE OR FEDERAI GRANTS.

12.01 If this Agreement has beea or will be finded with monies received by the County pursuant

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

13.0 INDEPENDENT CONTRACTOR.

13.01 1In the performance of work, duties, and obligations under this Agreement, CONTRACTOR

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

14.0 NOTICES.

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

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

FOR COUNTY: FOR CONTRACTOR:

Gloria Rivera-Perez, MA Il Renee Carter, President/CEQ

Name and Title Name and Title
1000 South Main Street, Suite 208 P.O. Box 162639
Salinas, CA 93901 Sacramento, CA 95816
Address Address
(831) 765-4777 {916) 469-9949
Phone Phone
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15.0 MISCELLANEOUS PROVISIONS.

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

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

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

15.04 Conptractor. The term “CONTRACTOR” as used in this Agreement includes
CONTRACTORs officers, agents, and employees acting on CONTRACTOR’s behalf in
the performance of this Agreement.

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

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

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

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

15.09 Headings. The headings are for convenience only and shall not be used to interpret the
terms of this Agreement.

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

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

15.12 Non-exclusive Agreement. This Agreement is non-exclusive and both County and
CONTRACTOR expressly reserve the right to contract with other entities for the same or
similar services.
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15.13 Construction of Agreement. The County and CONTRACTOR agree that each party has
fully participated in the review and revision of this Agreement and that any rule of
construction to the effect that ambiguities are to be resolved against the drafting party shall
not apply in the interpretation of this Agreement or any amendment to this Agreement.

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

Agreement.

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

15.16 Integration. This Agreement, including the exhibits, represent the entire Agreement
between the County and the CONTRACTOR with respect to the subject matter of this
Agreement and shall supersede all prior negotiations, representations, or agreements, either
written or oral, between the County and the CONTRACTOR as of the effective date of this
Agreement, which is the date that the County signs the Agreement.

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

This section left blank intentionally
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16.0 SIGNATURE PAGE.

IN WITNESS WHEREOF, County and CONTRACTOR have executed this Agreement as of the day

and year written below.
COUNTY OF MONTEREY
By:
Contracts/Purchasing Officer
Date: e 4 4 I
By: m\%\
/De m¥17mt Head (if applicable)
Date: e f 11/17
2 [
By:
Board of Supervisors (if applicable)
Date:
Approved as to Form'
By: Q/&"/,
et %unty Counsel
Date: - I T, l P

Approved as fo Fiscal Pm%nsl)\]a‘ ’
By: j ,J

Augdifor{Confroll
Al HER

Approved as to Liability Provisions®

By:

Risk Management
Date:

County Board of Supervisors’ Agreement Number:

CONTRACTOR

Solutions West, Inc.
Contractor’s Business Name*

2 e
By:

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

“PeneeCarder President

Name and Title
Date: (7, / 20/ prs ]
T T
By:
(Signature of Secretary, Asst. Secretary, CFO,
Treasvrer or Asst. Treasurer)*
Name and Title
Date:
» approved on (date):

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

“Approval by County Counsel is required
2Approval by Auditor-Cantroller is required

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

SOLUTIONS WEST, INC.
Scope of Services/Payment Provisions

September 01, 2017 - June 30, 2018

I CONTACTS

For County: Gloria Rivera-Perez
Monterey County Dept. of Social Services
1000 S Main Street
Salinas, CA 93901
(831) 755-4777

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

1I. BACKGROUND

Monterey County Department of Social Services (County) has a backlog of Medi-Cal
eligibility work that needs to be processed. The County has implemented major
program operation changes that have required additional staff to perform new and/or
changing functions. As a result of the Affordable Care Act (ACA)/Health Care Reform
(HCR) the County has experienced an 98% increase in the Medi-Cal caseload from
35,491 cases pre-ACA (09/2013) to 70,288 cases as of June 2016 (Exhibit B Caseload
History). The County is not able to hire a sufficient number of eligibility workers to
manage the workload due to the time it takes to recruit and train staff. The County has
Eligibility Worker vacancies and is actively conducting recruitments. Due to the
cyclical unemployment pattern in Monterey County, the County experiences an
increase in applications beginning in November through March which requires shifting
of resources to the intake operations in order to meet the community’s needs.

Solutions West (CONTRACTOR) has experience in providing eligibility case
processing services in Riverside County, and has worked with Monterey County since
March 2014 providing case processing services. To date CONTRACTOR has assisted
in clearing more than 24,000 tasks for ongoing cases.

Solutions West, Exhibit A
September 1, 2017 - June 30, 2018 i



EXHIBIT A

III. SERVICES TO BE PROVIDED

A. Eligibility Staff
CONTRACTOR shall provide a Case Processing Team consisting of 3-10 members
(including one Lead Worker). The Lead Worker will be responsible for providing
on-site supervision of the Team and will conduct quality reviews for up to 50% of
the cases processed. Depending on the number of staff assigned each week, the
number of reviews could be adjusted after discussion with the County.

Work to be completed includes:
e Process up to 9,705 Medi-Cal tasks

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

The length of the assignment for the Lead Worker will be the duration of this
Agreement, unless there is agreement between CONTRACTOR and County to
allow a substitute. The length of the assignment for Workers will be 2 minimum
of one week, or 40 hours. Any exception to this policy must be mutually agreed
upon by the County and CONTRACTOR. The County reserves the right to request
immediate removal of a worker based on unsatisfactory performance.

B. Budget

The costs associated with this Agreement are summarized in the table below:

SFY 2017/18 Total
Activity Hours Rate Cost
Lead Worker 1,460 $85/hour $124,100
Eligibility Worker 6,548.25 $80/hour $523,860
$647,960

C. Staffing Requirements-Hiring

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

b) CONTRACTOR agrees that all personnel assigned to this contract who will
perform eligibility work are current eligibility workers in IMS or ALMS agencies,
or are retired workers (CONTRACTOR is solely responsible for ensuring
compliance with any retirement system that may be impacted), who are eligible
for reinstatement, have held permanent or probationary status in an IMS or ALMS
agency.

Solutions West, Exhibit A
September i, 2017 — June 30, 2018
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EXHIBIT A

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

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

¢) CONTRACTOR agrees to replace an unsatisfactory CONTRACTOR employee
within twenty-four (24) hours of notification.

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

g) CONTRACTOR employees are solely the employees of CONTRACTOR.

D. Staffing Requirements-On Site

a) CONTRACTOR will provide a schedule at least one (1) week in advance and
confirm any changes within two (2) business days of the arrival of staff,

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

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

d) CONTRACTOR employees shall be provided a copy of CONTRACTOR s drug-
free policy statement and shall adhere to the policy as a condition of employment
under this Agreement,

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

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

Solutions West, Exhibit A
September I, 2017 - June 30, 2018 3



EXHIBIT A

E. Background Screening

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

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

IV. REPORTING REQUIREMENTS

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

V. PAYMENT PROVISIONS:

COUNTY shall pay CONTRACTOR according to the terms set forth in Section 6 of this
Agreement, PAYMENT CONDITIONS, and in the Budget, Exhibit C. CONTRACTOR
shall submit an invoice to COUNTY no later than the 10* day of the month for services
rendered in the previous month. Invoices shall identify individual staff time, a summary
that includes the type of case (i.e. Medi-Cal or CalFresh) and number of cases worked
shall accompany the invoice. The invoice shall be presented in the form set forth in
Exhibit D. Timesheets and payroll register for each individual reimbursement shall
accompany the invoice.

The maximum amount to be paid by COUNTY to CONTRACTOR under this Agreement
shall not exceed six hundred forty-seven thousand nine hundred and sixty dollars
($647,960).

(remainder of this page intentionally left blank)

Solutions West, Exhibit A
September 1, 2017 - June 30, 2018 4



EXHIBITB
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Month FY12-13 | FY13-14 | FY14-15 | FY15-16
July 30,551 34,151 53,994 65,975
August 30,869 35,154 55,428 66,815
September | 31,243 35,491 55,929 67,461
October 31,132 37,151 56,769 68,015
November | 30,662 38,147 57,418 68,335
December | 30,126 38,681 57,443 68,587
January 30,475 | 40,977 59,762 70,121
February 31,296 | 41,684 61,900 71,492
March 31,826 44,200 63,601 71,960
April 31,657 | 47,085 64,250 71,152
May 32,485 50,033 63,557 71,248
June 33,115 52,381 65,080 70,288




EXHIBIT C

SOLUTIONS WEST
September 1, 2017 - June 30, 2018

BUDGET
Activity Total
Lead Worker
1,460 hours @ $85/hour $124,100
Eligibility Workers
6,548.25 hours @ $80/hour $523.860
TOTAL: $647,960
Solutions West
Exhibit C, Budget

September 1, 2017 - June 30, 2018



EXHIBITD

H 0. 639, , CA 95816
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Invoice # [# here]

Organization Name Invoice #: [# here]
Attn: Invoice Date [date]
Mailing Address Contract Number [contract#]

Amount of this Invoice: $ -

Name of Project, Serivce Period of Invoice

Personnel ?—M.u._.a_.wa Hs:nﬂﬂ..ma Hizooo._....w__.._ _”iﬂooﬂ_.”a Total Hours Rate Total
0.0 $ - $ -
0.0 $ . $ &
0.0 $ g $ o
0.0 $ - $ -
0.0 $ - 3 =
0.0 $ g $ -
0.0 $ g $ &
0.0 $ - $ -
0.0 - e $ -
0.0 $ - 5 -

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

Remit to
SolutionsWest, Inc
Box 162639

Sacramento, CA 95816

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



Exhibit E

Monterey County Department of Social Services Case Processing Project

SolutionsWest Weekly Status Report

I Monterey County D55
Felnl SolutionsWest
Nl doE Gl MIM/DD/YYYY
Al MM/DD/YYYY — MM/DD/YYYY
RICHEICLEGE Name

ACTION ITEMS ~ ONGOING/REPEATING:
County Approval:
ACTIVITIES COMPLETED WEEK ENDING:
Name #
Name ¥
Name &
Tota! A
Duality Reviews by County/ Project # of Reviews
fa Nager:
Project Manager Reviews: #
County Reviews: #
Total Cases Reviewed: #
Cases with No Dollar Error: #
Cases with Dollar Error: #
Total Case Accuracy Rate: %
Accuracy Rate (base on Dollars)
Benefits Issued: $
Correct Benefits: 5
Esror amount 5; ]
Accuracy Rate: %
Additienal Informatlon Requested # of Cases
Admi107f MCA55: #
Name .
Name 2
Name 2
Total Hours #
STAFF ON BOARD WEEK OF;
1. Name
OTHER

1. Caseswith work previously completed {cleared tasks): #
2. Tasks assigned to the wrong program: #

Page1ofl



EXHIBIT F
Health Insurance Portability & Accountability Act (HIPAA) Certification

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

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

WHEREAS, CONTRACTOR and COUNTY have entered into an Agreement (“the Agreement”)
to which this Certification is an attachment whereby CONTRACTOR will provide certain services to
COUNTY; and

WHEREAS, CONTRACTOR may have access to Protected Health Information (as defined
below) in fulfilling its responsibilities under the underlying Agreement.

THEREFORE, in consideration of the Parties’ continuing obligations under the Agreement,
compliance with the HIPAA Privacy Rule, and other good and valuable consideration, the receipt and
sufficiency of which is hereby acknowledged, CONTRACTOR agrees to the provisions of this
Certification and of the HIPAA Privacy Rule and to protect the interests of COUNTY.

L DEFINITIONS

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

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

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

Page 1 of 4
HIPAA Certificadon
Agreement: 9/1/17 — 6/30/17 Solutions West — Temp Eligibility Workers



EXHIBIT F

IL CONFIDENTIALITY REQUIREMENTS

(a)

(®)

Page 2 of 4

CONTRACTOR agrees:

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

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

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

Notwithstanding the prohibitions set forth in this Certification or the Agreement,
CONTRACTOR may use and disclose Protected Health Information as follows:

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

(A) the disclosure is required by law; or

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

(ii)  for data aggregation services, if to be provided by CONTRACTOR for the
health care operations of COUNTY pursuant to any agreements between the Parties
evidencing their business relationship. For purposes of this Certification and the
Agreement, data aggregation services means the combining of Protected Health
Information by CONTRACTOR with the protected health information received by
CONTRACTOR in its capacity as CONTRACTOR of another COUNTY, to permit data
analyses that relate to the health care operations of the respective covered entities.

HIPAA Certificadon
Agreement: 9/1/17 — 6/30/17 Solutions West — Temp Eligibility Workers



EXHIBIT F

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

M.  AVAILABILITY OF PHI

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

IV. TERMINATION

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

V. MISCELLANEQUS

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

The parties agree that, in the event that any documentation of the arrangement pursuant to which
CONTRACTOR provides services to COUNTY contains provisions relating to the use or disclosure of
Protected Health Information which are more restrictive than the provisions of this Certification or the
Agreement, the provisions of the more restrictive documentation will control. The provisions of this

Page 3 of 4
HIPAA Certification
Agreement: 9/1/17 — 6/30/17 Solutions West — Temp Eligibility Workers



EXHIBIT F

Certification and the Agreement are intended to establish the minimum requirements regarding
CONTRACTOR’s use and disclosure of Protected Health Information.

In the event that either party believes in good faith that any provision of this Certification and/or the
Agreement fails to comply with the then current requirements of the HIPAA Privacy Rule, such party
shail notify the other party in writing. For a period of up to thirty (30) days, the parties shall address in
good faith such concern and amend the terms of this Certification and/or the Agreement, if necessary to
bring it into compliance. If, after such thirty-day period, the Certification and/or the Agreement fails to
comply with the HIPAA Privacy Rule, then either party has the right to terminate upon written notice to
the other party.

CONTRACTOR: Solutions West, Inc.

o LU BT

Tite: £L2S10 017
Date: 07/ Mj’ 20/ 7

Page 4 of 4
HIPAA Certification
Agreement: 9/1/17 — 6/30/17 Soludons West — Temp Eligibility Workers



EXHIBIT G

CERTIFICATION REGARDING LOBBYING

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

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

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

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

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

fresidendt

Signature Title
Solutions st 0720200
Agency/Organization Date
Page 1 of 1
Certification Regarding Lobbying

Agreement: 9/1/17 - 6/30/18 Solutions West — Temp Eligibility Workers



Exhibit H

-/ DEPARTMENT OF SOCIAL SE RICES

) MONTEREY COUNTY

W ORKING TOGETUHEHPR FOR 0O UR COMMUNITY

SolutionsWest
DSS Policy and Information Documents for temporary staff

Emergency Contact Form *

MCDSS Systems Security Agreement *

AD 04-02 Dress Policy *

AD 00-03 Department Computer Policy *

AD 10-03 DSS Email Policy

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

CAD Workptace Violence Policy *

Monterey County Resolution 91-384 Drug Free Workplace Policy *
County Equal Opportunity and Non-Discrimination Policy *

AD 98-05 DSS Non-Discrimination/Non-Harrasment Policy

County Equal Opportunity for Persons with Disabilities and Reasonable Accomodation Policy
County Prevention of Sexual Harrasment Policy

identification badges and electronic keys

AD 03-01 Conflicts of Interest **

AD 11-01 Confidentiality of Customer/Client Information *
Parking Policy at the Life Foundation Building

Building Evacuation Map

Emergency Assembly Areas

e * & & & 8 & T & & 9 ¢ & & " 0@

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

Submit all signed policy pages to the Monterey County Department of Social Services at:

1000 5. Main St Suite 314 Salinas, CA 93901
fax to (831)784-5954 or

email to rivera-perezg@co.monterey.ca.us
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% MONTEREY COUNTY

B/ DEPARTMENT OF SOCIAL SERVICES

F OE C UR COMMUNILET Y

EMPLOYEE’S EMERGENCY CONTACT NOTIFICATION FORM

Employee No: Soc. Sec. #

Name:

Home Address: City: Zip:

Work Phone: Home/Cell Phone:

Work Location: Supervisor:

In Case of Emergency please notify:

Name: OR Name:
Address: Address:
City/State/Zip: City/State/Zip:
Relationship: Relationship:
Home Phone: Home Phone:
Cell Phone: Cell Phone:
Work Phone: Work Phone:
Email Address: Email Address:

In an emergency situation, [ authorize Monterey County staff to disclose the nature of the emergency

to the individuals named above.

Employee Signature

Date




MCDSS Systems Security Agreement

As a Monterey County Department of Soclal Services (MCDSS) employee, you will be granted access to
confidential information that is contained within certain County, State and Federal systems including the
C-IV System, California Healthcare Eligibility, Enroliment and Retention System (CalHEERS) and Medi-Cal
Eligibility Data System (MEDS). This confidential information includes but is not limited to all County,
State (including but not limited to all State Automated Welfare Systems (SAWS) and/or Federal
information, data, and information processing resources to which you may have access, and information
received from any recipient or applicant for public assistance.

As a MCDSS employee, you are respansible for protecting the Confidential Information of applicants and
recipients by following the security procedures set forth below and the policies contained within
Administrative Directives 11-01, Confidentiality of Customer-Client Information and 03-01, Conflicts of
Interest.

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

1, All data in any County, State and/or Federal systems accessed in the course of your job duties
including the C-IV, CalHEERS and MEDS Systems is confidential and shall not be disclosed to any
unauthorized person(s) or group(s).

2. You may use any County, State and/or Federal systems including the C-IV, CalHEERS and MEDS
Systems accessed in the course of your duties, only for those specific functions for which you are
authorized. Personal, non-county, and/or unauthorized use of these systems is prohibited.

3. You may not access, update or perform work on any case in any County, State and/or Federal
systems including the C-IV, CaiHEERS or MEDS systems accessed in the course of your duties on your
own case records, the case records of family members or the case records of anyone that you are
acquainted with personally or professionally.

4. In the course of your duties and assigned responsibilities, you may only access these systems and
information while at a County operated facility and while using County maintained and controlled
equipment and internet access; you may not access these systems or data off-site or through any
persenal equipment or internet connection without the prior express written permission of the
Director of DSS or their designee,

5. For Regional Call Center (RCC) workers and their back-ups, your universal access to the C-1V, CalWiIN,
and LEADERCounty’s data Is granted for the sole purpose of carrying out your assigned duties as an
RCC agent only during your scheduled work hours.

6. You understand it is illegal for you to knowingly access any of the systems used in the course of your
duties as a MCDSS employee, to delete, share, disclose, release, damage, destroy, or copy applicant,
recipient, and/or participant information, post any information found in these systems on the
Internet, or otherwise use any County, State and/or Federal system including the C-1V, CalHEERS and
MEDS Systems, in an unlawful manner including to defraud, deceive, extort, or contro! data for
personal gain,

Revision Date: March 10, 2014



MCDSS Systems Security Agreement

7. You are not permitted to leave any County, State and/or Federal system including the C-lv,
CalHEERS and/or MEDS Systems unattended at any time. When leaving any County, State and/or
Federa! system including a C-tV Workstation, you must log off or lock that System.

8. Any suspected violation of this MCDSS Systems Security Agreement, and any misuse or non-
compliance with the C-IV operating standards and procedures, shall be reported immediately to the
appropriate County entity.

9. Your violation of this Agreement will result in denied access to any County, State and/or Federal
system including the C-1V, CalHEERS and MEDS Systems used in the course of performing your duties
and you may be subject to discipline, up to and including termination from employment, and
prosecution under the California Penal Code.

10. In addition to and independent of any action taken indicated in paragraph 8, above, abuse of the
privileges provided herein, and/or the misuse of any County, State and/or Federal system including
the C-Iv, CalHEERS and MEDS Systems outside of the scope of employment or assigned duties
pursuant to this Agreement may subject the vialator to personal civil and/or crimina! liability.



%\ MONTEREY COUNTY
I/ DEPARTMENT OF SOCIAL SERVICES

WORKING TOGETHER FOR OUR COMMNMUNITY

MCDSS SYSTEMS SECURITY AGREEMENT
POLICY SIGN-OFF SHEET

PLEASE COMPLETE THIS FORM AND RETURN IT TODAY TO YOUR SUPERVISOR

I acknowledge that my supervisor has reviewed with me and that I have read and understand the
entirety of this Agreement and agree to the terms herein.

PRINTED NAME

EMPLOYEE SIGNATURE DATE

Revised 11/20/14

mcdss.co.monterey.ca.us
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Monterey County Department of Social Services Xd ﬁ

TO: All Staff February 17, 2004
SUBJECT:- Dress Pollcy
REFERENCE: Obsoletes AD 97-02

L PURPOSE: To Establlsh Baslc Pollcles on Attire for the Department and
Employment Services

POLICY:

The type of affirs considered acceptable varles with the parilcular assignment. However the
misslon of the depariment Is to serve the public, coworkers, other agencles, and customers, who
observe staff In both the field and In the ofiics. Therefore, employees of the Department of Social
and Employment Services are expacted to wear clothing that is consldered acceptable buslness
gttire conslstent with responsiblitties.

This policy Is Intended to provide the baslc standard of cleanliness, neatness, and
appropriateness. Particular attenfion should be pald o safety, depariment image, and
public interacticn.

The followlng ltems are examples of inappropriate dress:

Slippers (except {f medically warranled).

Flip flaps, shower shoas, beach shoes or water sacks

Clothing that exposes the siomach, midrifi or walstline arsa.

Skirts, dresses, and skoris sharler than mid-thigh.

Shorts.

Cloth!ng with spaghti, namow or no straps that expose the back or shoulders,
uniess wom with a Jacket.

» Sheer or lacey fabrics {un'ess with appropriate opaque laysring).

+ Clothes generally used for recreation or exercise (l.e., gym pants, tank tops,
uncovered spandex pants or taps).

« Leggings when worn with tops shorter than mid-thigh.
»  Tee-shiits that advertise or endorse products, sparts teams or entertainment (small
logos Identifying the brand are acceptahle),

+ (Clothing thal is chscene, suggestlve, demeaning, or advocates the use of violence,
alcohal, tobacco, or drugs.

Other dress considerations Include the following:

+ Clothes should be clean, In good repalr, and fit properly.
+  Clothing/shoes should be selected to promote reasonable safety. Since a number of
our buildings and our work In the community require navigating stairs and uneven



pavemenl, employees should avold shgga that may cause diffcutty on these
suﬂacas : E

th' ould ba_a date for.the.o ca,anvlmnrna 1andt1a customars served
g sheud o Sorontiate 7 e clles nvimrment nd

3o {;.-,,,. n&rr =YY i
(B ous 0 1‘93‘ ﬂmﬂet N
Employaes 8 odl& ba al]*gr"dumed ariJ aud‘ﬁ e 10'aees) ok bla"'ianda[ds of parannal
"hyﬁfe%aﬂnx’rﬁaé;' *E“!::‘Ler""'“"é"&"&-‘ PREREREN um?:wl WA AR
L R iz': [
Itls tha raspomlbillty of atl sfaf' to be aware of and comply wlth th]%p licy.- Any questions
regarding lnierpretaﬂun of this" policy shall be prumpﬂy disctissed by th ernplnyae with'either
his/her suparviaur or Human Resources atafr o

'S

" tls the' rasponslbil[ty of all department managers and suparvisurs {0 ensire the
consstant appllcahon of {he pollcy across divislons, Non—compllanca with mls policy
-shall result In ccnectlve actlon, hich may iﬁc‘:ﬁlda cllsclphnarfacﬂon. R

ﬂ\' Ly T A

s, i . [Sign and relurs paqa:-:!-'fnr wtention tn your personnel fite]




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

DRESS POLICY

| have been provided with a copy of the Monterey County Department of Social and
Employment Services' dress pelicy. Acknowledgment of Its receipt and my
understanding of the policy are Indicated hy my signaturs below. (Detach this page with
your original signature and submit to DSES Human Resaourcss for retention In your
parsonnal file.)

Employee's Signalture Dale

Flle: dress policy2004
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TO: All Staff January 31, 2000
SUBJECT: Department Computer Policy Statement and Agreement
IMPLEMENTATION: Upon Receipt

PURPOSE

This Administrative Directive provides policy and procedures for users of county, state
and federally provided computer equipment. This includes, but is not limlied to,
Individua! desktop and laptop workstatlons, printers and network equipment. Itis the
responsibllity of every user to safeguard the equipment provided to them.

This directive provides Important policy and procedures, which will:

Minimize the potential for damage to workstations and equipment,

Assure legal compliance with softwars usage,

Assure maintenance of orlginal configurations for easier troubleshooting, and
Assure compliance with state system mandates.

POLICIES
A. ltIs expected that Users of all computer equipment will not:

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

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

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

4, Use "sharsware” or other legally free sofiware unless authorized by the PC
Support Analyst in ASD.

5. Copy In any form licensed, commercial software programs and/or writien user
materials such as manuals for personal computers.

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



10.

1.

12.

13.

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

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

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

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

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

inquire into cases/referrals not in their own caseload or those of their unit or
buddy unit. This includes any inquirles into information that is not related to the
performance of an employee's authorized job duties. The Department may
provide confldential services to its own employee's and thelr relatives. Such
cases/referrals are designated as “Sensitive” and the Department 1s committed
to maintaining strict confidentiality. The policles outlined in the current
*Confidentlallty of Information” Administrative Directive, applies to all
cases/referrals and staff,

Write anonymous entries into case comments or send anonymous messages
over a network mall system. The Departrnent expects that all communlcation
be conducted in a professional mannar and that the author takes responsibility
for thelr case entries or comments.

Share passwords or user Id's for access Into any system. Passwords are 8
unique means to protect Department equipment and data. Passwords should
be changed on a regular basis and not be shared with others unless the nature
of the work environment calls for common passwords.

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

i
2.

Make changes {o default settings on any shared workstations.

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

Enter directory areas or open system files for any reason,

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

C. Equipment Maintenance

1.

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

a) .

b)

c)

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

Place magnais or ltems with magnets on the CPU or monltor Magnets
cause malfunction of the hard drive and diskettes.

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

d) Write on or highlight any of the keys on the keyboard or any other part of the

e)

a)

h)

computer workstation or equipment.

Plug any electronlc devices with a heating element, such as mug warmers,
space heaters, coffee pots, hot pots or halogen lamps in the same electrical
ouilet as the computer. These ilems use large amounts of power and may
cause circult overloads and damage to the computer.

Ralocate any CMS or ISAWS workstatlon, mouse or keyboard. This [s {o be
done by CMS or ISAWS Systems Support Staff. Advanced notification of at
least 48 hours is requasted.

Relocals a mouse or keyboard from an unoccupled workstation to replace
equipment removed for repalr or replacement. This Is to be done, only
when necessary, by CMS or ISAWS Systems Support Staff.

Use more than 3-4 monitor blocks under the monitor, as this Is a safety rlsk
and the monitor can easlly be tipped over.

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

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

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

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

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

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

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

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

D. Acceptable Uses of Networks:

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

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

E. Unacceptable Uses of Networks:

Department provided network access may not be used for transmitting, retrieving, or
storing of any communications of a dlscriminatory or harassing nature or matetlals
that may be percelved as obscene. Harassment of any kind Is prohiblted by
Department and County policy. No messages with derogatory or inflammatory
remarks about race, age, disability, rellgion, national origin, physlcal attributes,
sexual preference or pomographic nature shall be transmiited. No abuslive, profane
or ofiensive language or pictures will be transmitted through the Depariment's
network.
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Electronic media may not be used for any other purpose that Is lllegal, against
Department policy or contrary to the Department's besl inferest.

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

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

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

[t Is unacceptable for employees to use networks for personal galn or profit, or for
personal reasons that would result In depleting Department resources, impeding the
organlization's abiilty to conduct business, or cause any Interruption or delay in
service to the public,

. Netwark Communication:

Each employee is responsible for the content of all text, audio or images that he/she
may place or send over the Department's network system. No efectronic
communications may be sent which hides the Identity of the sender or misrepresents
the sender as someone else, unless authorized in writing by departmental directive.
All messages communicated on the Department's network system should contain the
employee's name. Any messages or Information sent by an employse to another-
individual outside of the Department are statements that reflact the Department. All
comimunications sent by employees via the Department's network system shall be

_ incompliance with this and other Department policies and may not disclose any
confidentlal or proprietary Department information.

The sending of s-mails wiil be limited to not more than 100 people at a time, due to
server capabiiities.

. Network Security:

It Is required that ali Department networks with access to the Intemet be protected by
a firewall approved by the {nformation Technology Department. Employees will
abide by departmental, focal, state, federal, and Internst Service Provider security
policies as they apply to use within the Department. The Internet network
administration routinely monltors usage patterns for Its network communication for
purposes of cost analysis, allocation, and managing the Depariment’s gateway lo the
Internet.

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

All computer Information created utllizing Department computing resources Is the
property of the Department. It is subject to applicable legal privileges and
confidentiality requirements. All computer information entered on Department
compuites is not private and Is sublect to disclosure upon the demand of autharized
Depariment offices at any time. The physical location of the computer does not alter
this policy. Unauthorized printing or changing of computer informatlon is not aliowed.

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

I. Implementation:

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

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

Systern Support Staff have the authority to remove any unauthorized files or
programs If the user doss not remove them upon request,

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

RESPONSIBILITY

It is the responsibility of all staff to be aware of and comply with these policles. Any
questions regarding the Interpretation of these policles shall be promptly discussed by
the employee with his or her supervisor, The Supervisor will consult with Administrative
Services Division System Support staff if any conflicts regarding interpretations arise,
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It is the responsibility of all Department Managers and Supervisors o ensure that each
employee understands and complies with these policies. Non-compllance with these
policles shall result In corrective action, which may Include disclplinary action up to and
including termination.

[s/ Marle Glavin 02/01/00
Marle Glavin Date
Director

| have been provided with a copy of the Monteray County Department of Social Services'
Computer Pollcy Statement and Agreement. My acknowledgment of Its recelpt and my
undsrstanding of the policy are indicated by my signature below.

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

Employee Name (Please Print)

Employee Signature Date
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TO: All DSES Staff

DATE: May 24, 2010

SUBJECT: DSES E-MAIL POLICY

IMPLEMENTATION: Upon Receipt

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

POLICY:

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

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

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

3. DSES employees may not broadcast e-mail messages to a large number of users
wilthout specific authorization by the Department Head or Branch Director. The
DSES Builetin Board is to be utilized for messages for broad distribution.

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

5. The Department reserves the right to disclose employee e-mail/Internet records to
law enforcement or govemment officials, or to other third parties without prior
notification to or permission from the employee sending or receiving such records.



8. All transmissions of sensitive data via e-mail must be encrypled. P!ease see the
DSES Encrypiion Policy (AD 10-02) for the detalls.

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

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

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

DEFINITIONS:

Chain E-Mail is defined as any message sent to one or more people that asks the
recipient to forward it to others and contains some promise of reward for forwarding It or a
threat of punishment for not doing so.

Sensitive Data is the information protected by governmeni regulations; it includes
Personal Identiflable Information (P1l), Protscted Health information (PHI), and Federal Tax
information (FTI).

Elliott Robinson, Direcior Dats

Distribution: All staff



MONTEREY COUNTY
DEPARTMENT OF SOCIAL
& EMPLOYMENT SERVICES

R COMMLUNITY

TO: All DSES Staff

DATE: ° June 3, 2010

SUBJECT: Guidelines for Use of Private and County Issued Cell
Phones During Work Hours

OBSOLETES: AD 07-01

IMPLEMENTATION:  Upon Recelpt

I. - PURPOSE

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

I¥. POLICY

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

In general, the policy Is for staff to turn thelr cell phones off, or silence them while in
the work place. This policy has speclal emphasis In meetings, In trainings, and while
working directdy with customers where use of cell phones Is Inconsistent with the
department’s expectation of courtesy, respect and professionalism.

Cell phone use is distuptive to the work environment. In addition, when responding to
non-work-related Issues, employees are unnecessarlly distracted while responding.

I, GUIDELINES/PROCESSES

= Always turn cell phones to the off poslhon or vibrate mode when In meetings, In
tralnings, or customer Interviews. Do ot respond to personal text messages or
e-mails,

o Do not excuse yourself to answer a call or text message unless it is an essentlal
work-related matter or emergency situation. Plan on returning the callftext
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during a break. Typlcally, buslness calls, texts and e-malls can be returned at a
later time.

» If your phone Indicates an incoming call or message let your celular volce mali
service take the call. Listen to or read the message later wlhen you are alone,
elther at your workstation of on a break. This has special emphasls when you
are In a meeting, In trainings, or with customers.

o Personal, non-work related use of cell phones during work hours should be
[imited to break tme or lunch time.

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

o If you must respond to essential worlk-related or emergency situation e-
mall/text message while In 8 mesting or tralning, do so as not to Interfere with
the meeting or tralning and to limit distraction,

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

» When possible, plan your call/texts before you begin work, during your break,
during lunch, or after work hours,

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

e Please refer to AD#08-02 for guldance regarding use of cellular phones while

4 ratipg a county vehicle.
7

Elllott Roblnsdn, Director

Distribution: All staff
SR:sx :

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

Employee Signature

Print Employee Name

Date

DSES/Administrative Services Page 2 of 2 AD10-04
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COUNTY ObMoNTEREY: o i
* WORKPLACE VIOLENGE POLICY B

that are caUSing or !lkely to causa dEnth ur ser!o‘us physlcal harm to lts .
employees.” " . - o

Tltle -~ County of Monterey Workplace Violence Policy pursuant tothe | Efisctive Date: March 16, 1999
OSHA Act of 1870 “General Duty Clause” 29 U $ C Sectlun 654 ] (a} 1
of the Federal Occupational Safety and Haalth Act states that
"employars provide a workplace that ts free from recognlzed hazards
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County of Monterey
County Administrative Office
Human Resources Division
Workplace Vlolence Policy

I. Purpose

To establieh a program to manage the preventlon of work place violence and a

process of intervention to protect employees from ihreats of vialence in the work
place. -

Il. Policy Statement

Itis the pohcy of County of Monierey to provide a safe and secure working

en\!tronment reasonably free fromfear of \noience aggreesron lnhmlda’uon
harassment or retahation for all empioyees Acts or- threats ‘of, vrojence agemst the
life, health '6'r'Wellbemg of empfoyees or members of thelr farmly or their property
eliher in fhe wurkplace or in cofngction with that empioyee 3 ccmduct of County
busrness ‘will not be toiereted Any siich acls by Counfy employees iowards others
cnnstltute grounds for drscrpllnery actron up to and mcludmg terrmnatlon from
CoUnty en‘fploymen’i and may result in cnrninai prosecutlon Athrgatmay, in and of

DI

itself, conehtute grounds for discipline regarcﬂess of whethér or not the perpetrator
mtended to cairy out the threaL . .

ThIS policy will address the hazards known to be associated with the three major
types of workp!ace vnoience as ouﬂmed by Cal OSHA o

H . j e S
° Type 1 mvolves a Vlolent act or threat of \nolence by an asseilant with no

Iegltrmate relahonshlp to the wurkplace that enters the workplace o commit a
crlrnmal act : :

< Type A} Involves a vroient act or threat of violence by a recrprenf of service

prowded by our Ccunty such gs a client, patient, ctistorner, probe’uoner inmate
or Juvenne warcl

. Type ] inVOIVes a violent act or threat of violence by a curmrent or former
employee super\nsor or manager or any other person who has some
empfoyment-re]‘ated involvement with the County, such as’ an employee's
spouse oF srgmf cant other, an emp!oyee s relative or friend, or afiother person,
other than & recrptent of service, who has a dispute with a County employee.

|1, Definitions

« Crisis Incident Response Team (CIRT); The CIRT are employees who are
delegated the responsibility to evaluate and recommend courses of action with

-4
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regard to anyone who has demonstrated acts or conduct which conslitute a
threat or threats of violence in the work place. The following employees and
their designees are designated as members of the CIRT:

County Administrative Officer
County Counsel

Human Resources Director
Sheriff Department

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

» Physical violence: Unwelcome physical cantact between two parties, Physical

violence includes assaults, sexual assaults or property damage deliberately
caused.

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

e Violent Acts:

a. Striking, punching, slapping, spitting or otherwise assaulting another
persan.

b. Fighting or challenging another person to fight.

c. Grabbing, pinching or touching another person in an unwanted way
whether sexual or otherwlse.

d. Engaging in dangerous, threatening or unwanted horseplay.

e. Possession of firearm, replica firearm, explosive devise, or incendiary
device on County property, in County vehicles, in other County equipment
or while engaged in aclivities for the County in other locations, unless -
such possession or use is a requirement of the job or otherwise legally
permitted or autharized.

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

« \Weapons: Are defined as firearms, chemical sprays, ciubs or batons, and
knives, and includes any device, too!, chemical agent, or other implement

capable of bodily harm if it is used as a weapon or displayed in such a manner.
lo cause harm or threaten a person with harm.

« Workplace: any location where County business is copducted by County
employees including vehicles and parking lots.

« Written violence: Written threals including letters, notes, texting, e-mail,
blogging, plans or drawings describing, detalling, warning or delivering threats.
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« Ensure that alf members of the department are aware of this process and
understand the importance of timely reporting.

Managers and Supervisors

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

+ Conduct new employee orientation on the County Workplace Violencs Policies,
procedures and wark practices.

+ Conduct annual review of the County IIlness and Injury Prevention Program
(IIPP) for Workplace Violence Palicy with all employees,

+ Take the online TargetSafety Work Place Violence training.

+ Present training programs designed to address specific aspects of workplace
violence pravention unique to each Depariment's working environment.

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

+ |mplement and communicate a procedure that encourages employees to inform
management about workplace viclence hazards or threais of viclence.

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

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

» Document and maintain incldent tecords and follow-up actions.
Employees

+ Report threats of viclence immediately to any member or designee of the CIRT,
and to a supervisor,

= Review the policy, sign the Employee Warkplace Violence Palicy
Acknowledgment form and fully comply.

= Request information from those who should be familiar with this policy (the

Trainer, Supervisor, Manager or Depariment Head) to clarify any points of
misunderstanding.

= T
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Any employee who believes he or she has been a subject 6 WDrkplace viclence or
is a witness of such act shall report immediately the alleged incident of workplace
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viclence or threat of violence to a Supervisor, Manager, Department Head or
Manager, In the Human Resources Depariment. An employee may also report the
incident to the appropriate law enfarcement agency.

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

Supervisors and Managers who have received reports of or have knowledge of
workplace violence situations shall compiete *Appendix 8 of the County of
Monterey Workplace Violence Policy Incident Report Form” and inform a
Department Head and Human Resources as soon as possible.

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

Incidents involving workplace violence shall be resolved by management,

employing disciplinary measures for employees, and either appropriate steps taken
to.deal with the public or referred to local law enforcement.

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

iX. Response o Immediate Threat or Danger

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

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

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

X. Investigations

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

The CIRT shall conduct, or authorize, an investigation into the incident within 48
hours of having received the report. Upon completion of the investigalion an
appropriate response shall be prepared.

I
County of Monterey Workplace Violence Policy



If there is,emiployes’ mlsconcluct then drscfplinary action will be taken agarnet the
emploYeets)"invclved e L -"-"-;--""

o "'-l. AT u\

w [ .'.'-' “!-"' .a [T ;.:' “'l. 5, :'-i'. i
If the risk or threat cajne frorn a fmembér Iof the! pubhc the Agency wlll evatuate
e securit)?fmeasures ahdfor |ns"fiktg‘te nem’f orb'cTeHdres’fordealmg"brfth the‘sp’ecn'lc
pubhc erson and mcro’ent?report’\ed _to eppro""hate ’ar‘ﬁ enforceme’“ iy aﬁthcnhes.
4, 4,;»1\»;_,;1 ﬁ,n 7% 2] 7 W tr»" e ;:\f.,_‘r; il ‘-T i W Pl '?‘\'.:"T”f"" r
XI. Monltorlng A L

Depe’ft'rnems sHEI Mmook i .e_ff‘ebtni‘e’”ﬁe's;e’ of the Worg 1akc:e \ll rTence ‘Eontrols in
place “ALtHET fectIltlesto’ensure“comp]rance‘ﬁlti'rJth c‘eﬁu"’ &e‘*\f\forkp a8 Wiolence
Pohcy 5 pretrentr Sfactices. <1 he County SefetyOfﬁc’er Shail mongor the ©

Workplace \fofenc'e”PoIrcyfor sy eﬁectwenees’“*- o T

Annuall éb "uons*r"m SFTRERYT I

et .l v

lnspectr‘ ns for workplace \nolence hezerds w11fbe conducted ennually m the
context-ot' thear;ntrel’ U end,ill"ness Preventlon Prog}‘r‘a"fh éudit Thls mspectron
- ewilVGansistiot: ide ﬁféeﬁ"“‘éhd?evalﬁﬁﬁ’oﬁ‘ of thé"'b’otenféf hezarcfs of =y Ehanges
in workptace functron “Records of workp!ac vgorence lnspectio'ns mctudlng the
name of the- person conducting the inspectlon are o be recorded and’ retemed for

al r'ﬁ' " .n"i?ﬁ' T ':‘)i“n‘l.l TR EM l‘ P i [N il ’.—'

fwe Jeare: F X

Xill. Employees Participation

s P Y ..i. . T

All employees are encouraged fo take an actwe role in creating a sete work

en\nronment ARy questlons orlcomments regarcllng this’ polr"y ha]l be drrected to
theHuman Resources: Department A R e R T e

?i't't'!.f-r.f.t'._'.-.' ]

XV Dlsclpllnary E’roc‘.eddrest ERNA ’s oL ERA RO

t?"An’emoToyee convicted of a
Foren ) ) vrolates_thls policy, Tay be
subject to dlsmplrnary action “rf'fdurmg the: cnme B 5ehav1or the’employee
represented hlmlhersetf 25 a County empIoYee

Appropnate actrons may include;
LRR Lrnmedlately placmg’an ernployee oh. Adrnmastratwe LeaveFand havrng the
employee leave’the premrses”pendmg ln\restrgetlon and!or R
. Askmg any threatemng of potentially violert person to Ieave the site; and/or,
« Immediately contectmg an appropnate law enforcement agency, if necessery,
b’ assiire: safety is halftéined and Témoval of the offender from the” Wwork site,
and to determine if 2 violation of the iaw has oco‘urred e

."' :

) -10-~
County of Montersy Workplace Violence Policy



XV, Policy Support Elements

Critical Incident Palicy: This poficy has been established by the County
Adminlstrative Office to provide supervisory referrals to the Employee

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

County Personnel Policles and Practices Resolution: The County Counsel's
Office assists depariments in responding to employee discipline issues. The
Human Resources Divislon, County Adminlstrative Ofiice asslsts depariments in .
complying with personnel regulations,

County Ordinance 3537: The Monterey County Code establishes policies and
procedures for the investigation and resolution of discrimination complaints, These
complaints may be refated to harassment, threats, acts of violence, and other
human rights violations. The Equal Oppartunity Ofiice provides assistance in
resolution of these complaints.

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

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

Temporary Restralning Order: The County Counsel's Office will assist department
management in abtaining an employer's workplace Temporary Restraining Order
(TRO) when circumstances warrant.

Policy Compliance: The Human Resources Divislon, County Administrative
Office is authorized by this policy to audit departments o assure compliance with
this policy. The Human Resources Division may also recommend and implement
training, surveys, or other quality contro! procedures {o evaiuate the effectiveness
of this policy.

-11 -
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I acknowledge that | have received, read, understand and have been trained on the
County of Monterey Workplace Viclence Policy.

Employes Name {please print clearly) Department

Employee Signature ) Date
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Appendix B

County of Monteray Workplace Violence Policy
Incldent Report Form

Instructions:

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

Reporting Department: | Division:

Adclress/Locatlon of Incident:

Date of Incident: Time of Incldent;

Description of Incident: {Sequence of events and circumstances. Use exira paber If needed)

Description of Fatalities, Injuries, Property Damage:

Names of emplayees involved (Attach employee's statements):
Name or description of others involved (Attach statements):
Name cr description of withass{s) (Attach statements):

List responding public safety agencles:

Any attachments? Yes No If yes, describe:

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

Counly Counset DatefTime: Name of contact;
CAGC/HR/Risk DatefTime: Name of contact:
Department Head Date/Time: Name of contact;

Report by {Manager/Supervisor print name)

Signature (Manager/Supervisor)

Title; Phone Date

Describe actions taken to maintain safety and security of work site (Use Incident Investigation
Foliow up Report):

-13 -
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Appendix C

Policy Revision History

Date Revised By Updates
3/16/1999 Gary L, Metzler Effective Date
7/8/2009 | Maria C. Sandoval « Added Cover Shesat

s Added Table of Contents
* Included Appendix A — Policy
Acknowledgement Form
* Included Appendix B - Incident Report
Form with minor updates
+ Added Appendix C - Policy Revision
History
+ Changed the buliet format from
numerical to Roman numerais
Added “Acts” to Prohibited Behavior
Minor Responsibilities
Added Employee Responsibilities
Added Worksite Security Rules
Added Hazard Assessment
“Minor modifications to Incident
Reporiing Requirements
Added Investigations
Added Monitoring
Added Annual inspections
Added Employee Participation
10/29/09 Maria C. Sandoval Added Approval section
2/5/2010 Maria C. Sandoval * Added the CIRT (Crisis Incident
Response Team)
» Separated the responsibilities by
CIRT, Department Head, Managers
ahd Supervisors and by employees,
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Before the Board of Supervisors in and for the
County of Monterey, State of California

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

e e g S

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

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

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

POLICY

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

2. In the case of any County employee or volunteer found to have
violated any of the prthbitlons contained in Section 1,
appropriate disciplinary action consistent with any applicable
collective bargaining agrsement covering that employee and/or
consistent with the current Monterey County Personnel
Resolution, a2s amended, will be takzsn.

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

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

5. If the appointing authority (or his/her designee) becomes aware
of any criminal drug statute conviction for a violation :
occurring in the vorkplace;-if-wild--take. appropriate - - ——n-
disciplinary action -ageinst such employee, up to and including
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Monterey County
Policy Acknowledgement Statement
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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-being of employees, valunteers and the public,

I understand, as an employee or volunteer of the County, that I shall, in the

. performance of my duties, while on County property or at a County location, not
engage In the unlawful manufacture, sale or distribution, dispensing, possession, use,
or be under the influence of a controlled substance.

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

Name of Employee (Print)

Signature - ' Date




EQUAL OPPORTUNITYAND NON-DISCRIMINATION POLICY
L INTRODUCTION

Itis the policy of the County of Monterey not to engage in unlawful discrimination against o
harassment of any person employed or seeking employment or contracting with the County on
the basis of race, color, natianal origin, religion, sex, gender identity, pregnancy, physical or
menta! disability, medical condition (cancer-related or genetic characteristics), ancestry, marital
status, age (40 and over), sexuel orientation, citizenship, status as a covered veteran, or any other
classification protected by local, stale, or federal Jaw.

I1. EQUAL OPPORTUNITY

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

Decisions and practices based on an individual’s protected classification that unlawfully affect
employment or compensation, terms or privileges of an individual’s employment, potentiel
employment, business or services with the County are prohibited by this policy. This includes
unlawful decistons, actions and practices that oceur in the course of recruitment, testing, hiring,
work assignments, salary and benefits, working conditions, performance eveluations,
promations, training opportunities, career development and advencement, transfers, discipline,
dismissal or any other application or selection process refating to County employment, or the
provision of County services or business opportunities.

IIT. HARASSMENT

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

Harassment is a form of misconduct that undermines the integrity of the employment
environment. Harassment is any behavior that intimidates, threatens, degrades, tormerits, 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 discrimination ar
harassment. 1t is & violation of this policy to retaliate against or harass any person who asserts
his or 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 or harass someone because of his or her
association with such an individual, Acts of retaliation are subject to appropriate corrective
action, up to and including termination.

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

Examples of behavior that is pratected 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 complaint investigation, administrative proceeding,
hearing or trial; and/or seeking & reasonable accommodstion.

VI. RESPONSIBILITY

County Department Heads, managers, end supervisory personnel are responsible for
implementing this policy within their ereas of responsibility. Also, they shell 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 to take if they believe that these
rights have been violated,

Any member of County management and supervisory personnel whe receives a report involving
potential discrimination, harassment, or retaliation is responsible for complying with the
procedures established by the Equal Opportunity Office and making prompt contact with
County’s Equal Opportunity Office.

Under applicable law, supervisors and non-supervisors may be personally liable for unlawful
harassment perpetuated by the employee.
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PREVENTION OF SEXUAL HARASSMENT POLICY
I. INTRODUCTION

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

II, APPLICABILITY

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

officizls and contractors towards members of the public releting to County business or
services.

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

appropriate disciplinary ection, including warnings, reprimand, suspension, and/ar
termination.

Similarly, the County will not tolerate sexual herassment of its employees, applicants, or
contractors by non-employees, such as third party contractors, vendors, clieats and/or
customers. The County should be immediztely slerted to any such conduct so that it can
take immedizate and appropriate corrective action to prevent further harassment.

L DEFINITION OF SEXUAL BARASSMENT

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

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

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

{3) such conduct has the purpose or effect of unreasonably interfering with an

individual’s work performance or creating an intimidating, hostile, or offensive
work environment.
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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 or official engages in prohibited conduct only once.

V.  SUPERVISORS’ AND MANAGERS' RESPONSIBILITTES

Supervisors and managers are in key positions to ensure 2 discrimination-free workplace
is maintained by not engaging in, and correcting inappropriate behavior in the workplace.
[t is the responsibifity of supervisors snd menagers to ensure that their ares of
responsibility is in full compliance with the County’s sexual harassment policy end to
take all necessary steps fo prevent sexual harassment,

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

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

no action to stap 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,

V.. EMPLOYEE'S RESPONSIBILITY

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

herassment shall be addressed in accordance with the County’s Discrimination Complaint
Procedures. ‘ )

it is important for ell 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 2 complaint, then corrective action may be taken, up to and including
termination.
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TO: All Staff June 30, 1998
SUBJECT: Non-Discrimination/Non-Harassment Policy

Supersedes Administrative Directive No. 85-11

IMPLEMENTATION: Upon Recsipt

I PURPOSE

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

iR POLICY

The department is an equal opportunity employer and makes employment decisions on the
basis of merit. We want to have the best available person in every job. Depariment policy
prohibits unlawful diserimination based on race, color, creed, sex, refigion, marital status, age,
national origin or ancestry, physical or mental disability, medical condition, sexual orientation, or
any other consideration made unlawful by federal, state or local laws. All such discrimination
is unlawful. The department is committed to complying with all applicable laws equal
employment opportunities. The department also complies with equal employment opportunity
and affirmative action policies of the Local Agency Personne! Standards (LAPS) outlined by
Merit System Services, .

The department is committed to providing a work environment free of unlawful harassment.
Department policy prohibits sexual harassment, and harassment based on pregnancy, childbirth
or related medical conditions, race, religious creed, color, national origin or ancestry, physical or
menta! disabllity, medical condition, marital status, age, sexual orientation or any other basis
protected by federal, state, or local law, ordinance or regulation. All such harassment is
untawiul.

The depariment's equal employment opportunity and anti-harassment policies apply to all

persons involved in the opearation of the depariment and prohibit unlawiul discrimination and

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

workers, Any breach of the department's or the county's equal employment opportunity and

3pli-l?ara’ssment policies shall constitute grounds for disciplinary action, up to and including
ismissal,

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



I, GUIDELINES

Harassment may include, but is not limited to, the foliowing behavior;

8.

b.

e.

Verbal conduct such as epithets, derogatory jokes and/or comments, slurs andfor
unwanted sexual advances, ofiensive invitations, and/or intimidating comments.
Visual conduict such as derogatory andfor sexually-oriented posters, photography,
carfoons, drawings, and/or gestures.

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

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

v. PROCEDURES

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

manner by

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

of the following without fear of retaliation or reprisal:

QMmoo wy

Your supervisor,

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

The California Staie Personnel Board;

The Equal Employment Opportunities Commission (EEOCY,

The Department of Fair Employment and Housing (DFEH).

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

proper imp

lementation of this policy. Itis the county's policy to attempt to resolve complaints of

discriminetion or harassment at the lowest passible level,

S/ Maris A Glavin

MARIE A. GLAVIN, Director

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

I, POLICY STATEMENT

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

iI. PURPOSE

This policy is intended to assist applicants for employment, current employees,
individuals desiring to participate in County programs or activities, and department

supervisors and managers in requesting and processing reasonable accommodation
requests.

III. DEFIMITIONS

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

Individual with a Disability — An individual with a disability is a person who has a
physical or mental impairment that limits the performance of one or more major

life activities, has a record of impairment, or is regarded as having such
impairment.
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Inferactive Process — The interactive process is an ongoing dialogue between the
employee and the County about possible options for reasonably accommodating

the individual's disability. Both the County and the individual are expected to
participate in the interactive process,



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

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

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

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

o The degree of expertise or skill required to perform the function and whether

the function is specialized and the individual is hired based on his/her ability
to perform it.

Benefits and Privileges of Employment ~ Benefits and privileges of employment
include, but are not limited to, employer-sponsored: (1) training, (2) services (e.g.,
employee assistance programs, cafeterias, lounges), and (3) parties, County

sanctions or other social functions {e.g., parties to celebrate retirements and
birthdays).

Undue Hardship — Undue hardship means an excessively costly, extensive,
substantial, or disruptive modification, or one that would fundamentally alter the
nature or operation of the County. The overall resources and options available to
the County are legally relevant in defermining whether a requested reasonable
accommodation poses an undue hardship, not just the budget or resources of an
individual segment, sub-component, or division within the County or department.

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

the likelihood that the potential harm will occur, and the imminence of the
potential harm.

Deparimental 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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reasoniable accommodation process begins as soon as the request for
accommodation is made.

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

¢ Current Employees: Generally, to comply with privacy laws, the County is
subject to strict limitations with regard to making inquiries about the
physical, mental or medical condition of an employee. Employees are
therefore responsible for requesting accommodation when needed. An
employee may request a reasonable accommodation orally or in writing
from his/her Supervisor, 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 to 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
packages indicating the availability of reasonable accommodation in the
application process with instructions to applicants regarding the process for
requesting reasonable accommodation. Applicants who have received
employment interview offers may also make an accommodation request.

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

Resources shall complete the County’s Request for Reasonable
Accommodation form.
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employer and employee are obligated to participate in the interactive process in
good faith and are required to communicate directly and exchange essential
information so as to work towards the shared goal of identifying effective
reasonable accommodation(s). Applicants, employees, managers and supervisors
are encouraged to contact the DRAC, the Ergonomics Manager, or the Equal
Opportunity Office at any time during this process to request assistance or advice,

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

While each request for accommodation is unique and individual cases vary, steps

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

1, Analyze the particular job involved and determine its purpose and essential
functions. Evidence of whether a particular function is essential includes, but
is not limited to, the following:

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

e 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 functlon(s)
e« The consequences of not requiring the incumbent to perform the
function.

¢« The terms of a collective bargaining agreement/memorandum of
. understanding,.

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

» The current work experiences of incumbents in similar jobs.

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

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

o Do not delay the start of the process while waiting for information.

s 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.

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

¢ [f the accommodation is not working, go back to the interactive process
and determine whether:

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

- The employee is successfully performing the essential
functions,

If a qualified employee with a disability cannot perform the essential functions of
their current position, with or without accommodation, but may be qualified to
perform the essential functions of a different position, the County .will explore
reassignment o a vacant position. Reassignment to another position is made only
to vacant, funded positions. Efforts will be made to find 2 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 his/her cuirent job, or if
the only effective accommodation would cause an undue hardship. In considering
whether there are positions available for reassignment, the DRAC will work with

Human Resources, the Equal Opportunity Office, and the individual requesting the
- accommodation to identify all vacant positions within the Department for which
the employee may be qualified, with or without a reasonable accommodation; and
all positions which Human Resources has reason to believe will become vacant
over the next 30 working days and for which the employee may be qualified.

The County will first focus on positions that are equivalent to the employee’s
current job in terms of pay, status, and other relevant factors. If there are no vacant
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information, the County may require the individual to be evaluated by a healthcare
professional of the County’s choice at the County’s expense. During the time
period necessary to obtain relevant and sufficient supplemental medical
information, the employee’s eligibility for any form of paid leave shall be
determined by the County’s Personnel Policies and Practices Resolution (PPPR) or
applicable MOU or collective bargaining agreement.

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

shall execute an appropriate Authorization to Release Medical Information
statement.

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

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

IX. CONFIDENTIALITY REQUIREMENTS REGARDING MEDICAL
INFORMATION OBTAINED IN THE REASONABLE
ACCOMMODATION PROCESS

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

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

s 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 before the equipment is purchased by
the County.

¢ An accommodation involves the removal of architectural barriers.

Where extenuating circumstances are present, the DRAC must notify the
individual of the reason for the delay, and the approximate date on which a
decision, or provision of the reasonable accommodation, is expected. Any further
developments or changes should also be communicated promptly to the individual,

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

X1, GRANTING A REASONABLE ACCOMMODATION REQUEST

As soon as the DRAC determines that a reasoneble accommodation will be
provided, that decision should be immediately communicated to the individual. If
the accommodation cannot be provided immediately, the DRAC must inform the
individual of the projected time frame for providing the accommodation. This
notice must be in writing in order fo maintain the required information for
reporting purposes. A copy shall be forwarded to the Equal Opportunity Office.

XII. DENYING A REASONABLE ACCOMMODATION REQUEST

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

o The requested accommodation would not be effective,
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XTI, COMPLAINT RESOLUTION

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

¢ File a formal complaint with the County pursuant to the County’s Equal

Employment Opportunity Discrimination Complaint Ordinance
(Monterey County Code; Title 2, Chapter 2.80). Any Equal Opportunity
Office staff member who has significant involvement in processing a
request for reasonable accommodation shall recuse him/herself from
investigating or decision making on any subsequent Equal Opportunity
Office counseling contact or complaimt 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.

AIV. INFORMATION TRACKING AND REPORTING

Within five (5) business days after a reasonable accommodation request is granted
or denied, the DRAC and Humen Resources shall complete a Reasonable

Accommodation Reporting form and forward a copy to Equal Opportunity Office.
The following information will be reported in the form:

(1)

(2)

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

Salinas, CA 93901

755-5117 (Voice)

755-5349 (TTY)
hitp://www.co.monterey/eaopp/

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)

hin://ww.eeoc.eov

California Department of Fair Employment and Housing
San Jose District Office

2570 N. First St., Ste 480

San Jose, CA 95131

1-800-884-1684 (Voice)

1-800-700-2320 (TTY)

http //www.dfeh.ca.gov

Job Accommodation Network (JAN)

1-800-526-7234 (Voice)

1-877-781-9403 (TTY)

hitp//www.jan.wvu.edu

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

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

http://www.adata.org '

The DBTACS is 2 national network of 10 regional ADA Centers that provide the
most complete and experienced services for up-to-date information, referrals,
resources, and training on the Americans with Disabilities Act (ADA) tfo
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 a professional working environment
that embodies mutual respect for the digrity and worth of its employees. Accordingly,
each Monterey County official, employee and agent should be individuslly responsible
for maintaining an environment free from all forms of discrimination, including sexual
harassment, intimidation, retaliation and coercion. The County is committed to praviding
a work environment free from sexual harassment.

0. APPLICABILITY

This policy applies to all County employees at on-site and off-site workplaces, elected
and appointed County officials, applicants for County employment and promotion,
bidders and contractors who seel 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, subordinete employees, or supervisors. Any
employee or official found to have acted in violation of this policy shall be subject to
appropriate disciplinary action, including warings, reprimend, suspension, end/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 immediate and appropriate corrective action to prevent further baressment.

0. DEFINITION OF SEXUAL HARASSMENT

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

(1)  submission to such conduct is either an expressed or implied term or condition of
en 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 unressonably interfering with an
individual's work performance or creating an intimidating, hostite, or offensive
work environment,



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

includes not only conduct motivated by gender, bul also by pregnancy, childbirth, or a
related condition,

Sexua! harassment also encompasses retaliation when based upon the termination of a
prior intimate relationship. The work environment for County employees extends to non-

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

Prohibited acts that constitute sexval haressment may take & variety of forms. Exemples

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

1. Repeated unwelcome sexual propositions, invitations, solicitations and
flirtations.

2. Stated or implied threats that 2 person’s employment, wages, opportunities for
promotion, or other conditions of employment, may be adversely affected by
not submitting to sexuvel advences.

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

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

whistles; obscene gestures,

5. Unwanted exposure to sexua! graffiti, photographs, electronic transmissions or
suggestive objects.

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

bruskes, blocking normal movement, or assault.

IV, COUNTY’'S RESPONSIBILITY

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

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

In order to ensure that offensive conduct does not rise to the level of conduct which is
illegal, the County will not tolerate a violation of this policy which either by itself or
when repeated would constitute sexual harassment.
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An employes or official engaging in prohibited conduct shall be subject o appropriate
disciplinary action, up to and including termination of employment, regardless of whether
the employee or official engages in prohibited conduct only once.

V.  SUPERVISORS’ AND MANAGERS' RESPONSIBILITIES

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

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

Any Department Head, manager, supervisor, or designated employee responsible for
reporting or responding to sexual harassment who knew about the harassment and took
no action to stop it or failed to report the prohibited harassment also may be subject to
disciplinary action. -

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

V1. EMPLOYEE’S RESPONSIBILITY

Employees who believe they are or have been subjected to sexunl 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 to assure that further incidents do not occur, Complaints of sexual
harassment shall be addressed in accordance with the County's Discrimination Complaint
Procedures.

It is important for all employees to understand that failure to utilize the County’s
procedures to report violations will hinder the County’s ebility to stop and correct
violations.

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

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



YI. RETALIATION

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

VOO CONFIDENTIALITY

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

IX. POLICY DISSEMINATION

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

X. TRAINING

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

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

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

Each Department Heed shali be responsible for ensﬁring its employees are trained in
accordance with direction provided by the Equal Opportunity Office.



EQUAL OPPORTUNITY POLICIES
ACKNOWLEDGEMENT FORM

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

for Persons with Disabilities and Reasonable Accommodation Policy.

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

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



R\ MONTEREY COUNTY
‘M) DEPARTMENT -OF SOCIAL
& EMPLOYMENT SERV]CES.

T0:

R COMMUNITY

Ali Staff

SUBJECT: March 1, 2011

IMPLEMENTATION: Identiﬁ_caﬂon Badges and Electronic Keys

REFERENCE: W & | Code, Section 10808, Obsoletes ‘AD 94-08

PURPOSE :

To help provide protection for staff and cllents, to provide building‘security. andto
insure the integrity of cenfidential material.

BACKGROUND

Because the department is large and spread throughout the county, it is not always
possible for employees to identiiy each other by sight, The depariment recognizes that
to secure property and confidential information, and ensure the safety of our workers,
securly measures are necessary to grant access {o work areas.

In addition, W& Code Section 10805 mandates that each worker emplc;yed bya
county department with public social services, "whose responsibilities require making
home visits shall be provided with an identification card showing the name and position

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

Badges are also the electronic key to unlock doors in DSES faciiities, 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 palicy to welcome family and friends at the worksite for imited
perlods of time, and visitor badges are not typlcally issued.

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

TEMPORARY employees include: '

Senlor Aldes

Summer Youth helpers

GAworkers -

Temporary Social Service Aldes

Work Experience workers

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

@~poe oD

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

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

Visitor Badges

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

In a wark area. If there is a need for a visitor to be [ssued an slectronic key, contact
HR.

VISITORS are anyone entering the offices Including:

Family members

Friends, including former employzes

Communily Service workers

Other Communlty and County Agency workers

Repair persons -

Comrnissioners and Council Members

Foster Parents

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

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

Employees from other county depariments

Employee benefit representatives (requires advance approval of HR
management)

Tome oo o

e

Noie: Belng a visitor Is a privilege, not a right. Inclusion on the above visitor list
does not imply that it is appropriate for those persons to be in the work area,
which is a separate consideration.

Employees are respensible for nolifying Program Managers or designees of
important changes in familyffriend 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
L PURPOSE

The potential which exists for conflicts between an employee’s job duties and the
employee’s private interests is something about which all staff must be concerned. Staff
frequently establishes close relationships with clients due to the nature of human
services. Staff must be continually aware of the potential for empathetic relationships
developing beyond the scope of one’s authority. Confiicts of interest, in addition to being
prohibited by law, can be detrimental to our clientele, staff, and the department.
Demonstration of the highest standards of personal integrity, truthfulness, honesty and
fortitude in all our professional activities is required in order to inspire public confidence
and trust. In 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.

il POLICIES AND PROCEDURES

1. An employee shall not 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 invoive the
employee's relatives, family 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. [t does not include assisting
persons to complete forms or submit information to the department as long as the
employee 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 arrange 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 assignment of the cases to ensure an even
distribution of sensitive cases to assigned staff.

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

2. Employees shall not charge, request, or receive any fee, reward, gift, or payment of
any kind from any person in exchange for providing county and departmental
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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. adoptions, emergency shelter).

. Employees shall not provide services or goods to clients of the depariment other
than those which are appropriately provided under the rules of the various programs
administered by the department. Such confiicts of interest would include, but are not
limited to:

- Establishing legal relationships such as power of atiorney, 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 to receive
personal remuneration for providing services.

— Engaging in business relationships
- Personally benefiting in some financial manner
- Being a beneficlary of a client’s estate or insurance policy

. Employees shall not sollcit among county employees on county property or during
work time for the purpose of providing professional 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 hoids an official position.

. No employee shall receive gifts from potential 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 employee’s family member 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 employees 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.

- Involves the use of a badge, uniform, prestige, or infiuence of County office or
employment,

-~ Would nommally 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 writing from the Director, the Personnel Manager and the
County Administrative Office.

Procedure for Requesting Approval for Outside Employment:

A. Employees wishing to obtain permission fo engage in outside employment may
contact the Department's Human Resources office to request form PD-13-6/93,
Completed PD-13-5/83 are submitted to the employee’s supervisor for
processing.

B. Supervisors receiving PD-13-5/93 forms from &n 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 denled a request if will be forwarded to the Personnel Manager.

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

When the request has been approved or denied by the County Administrative
Ofiice, one copy is maintained in the employee’s personnel file, and one copy is
returmned 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 in-laws will not be hired or transferred into positions where supervision,
hiring or promoticnal 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 Interview process, staff must review the candidate’s
application to determine if the Department employees histher 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 Employee” form and submits to the
Department's Personnel Manager.

C. Department Personnel 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; employees who have a close
personal relationship of a romantic or sexual nature, business relationship, or other
financlal arrangement with one another will be placed into or transferred 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, policles, procedures, rules or regulations prohibiting unlawfut 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 responsibllity 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 corréctive action, which may include disciplinary action up to and
including termination.

Elliott 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 personne! file.

Employee name {Please Print)

Employee Signature Date
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" Administrative Directive No. 11-01

TO: All DSES Staff

DATE: April 4, 2011

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

IMPLEMENTATION: Immediately upon receipt

REFERENCE: Welfare and Institutions Code (W&I Code), State Operations Manual
(SOM) California Code of Regulations {CCR), Manual of Policies and
Procedures Eligibility and Assistance Standards (EAS), Manual of
Policies and Procedures, Division 63 CalFresh (Food Stamp)
Regulations, California Penal Code, Medi-Cal Eligibility Manual Title
22, CCR, Code of Federal Regulations (CFR), Health Insurance
Portability and Accountability Act (HIPAA), Confidentiality Memo dated
712711 Access to C-IV Files, HR Confidentiality Memorandum dated 2-
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. 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 references to resources when
individual circumstances require interpretation of regulations.

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. Division 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
reguiations regarding records and confidentiality are found in Section 83-201.3; 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 ail other information concerning the circumstances of
any individual for whom or about whom information is obtained. This includes both
written 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. It 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. (Hanual of Policies and Procedies Higibitity and Assislance 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, eic., can be
released without any authorization.

Public Officials

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

inciude 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. Ifthe 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 entitied 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&l Code Section 10850.3 allows an authorized employee of the Department to
disclose confidential information conceming a public social services applicant/recipient
to any law enforcement agency where a warrant has been 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 fimited fo the name, address, telephone number, birthday, Social
Security number and physical description of the applicant for, or recipient of, public
social services,
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that can be used to distinguish or trace 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 will 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 cerfificate
of destruction provided by the disposal company is retained on file by the
Administrative Services Branch.

IV. 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/reciplent 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
followed by a written 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. Examples of typical circumstances for
releasing confidential information by telephone authorization are:

= [nquiries from medical offices
s Welfare rights organizations or legislators calling on behalf of the
recipient.

> The information is 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 specificaliy
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.

W&I Code Section 10850.7 permits disclosure of confidential information concerming 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 federaily 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 eligibility 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.

. PROCEDURAL REQUIREMENTS

A.
1.

AD 11-01

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,eg. ina
haliway, 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/recipient the request form
must contain a signed release of information 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 follows 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 assistance 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 arlicles 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 social services.

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

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

C. Social Work/Eligibility Case Records *

1.

The W&l Code, Section 10850 specifies that all information contained in case records
is to be considered confidential and may not be disclosed to any person or institution
which is not involved in the administration of public social services. The Information
Practices Act of 1977 section 1798.53 states that any person who intentionally
discloses confidential and personal information shall be subject to civil action for

* Electronic case records are specifically discussed on page 11 of this document.
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7.

invasion of privacy. To ensure this confidentiality and compliance with the law, staff will
abide by the following:

. 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.

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

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.

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

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 inciuding termination, Conflicts of interest are covered
in Administrative Directive # 03-01. Sensitive Case handiing 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 pertaining 1o the case record.

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

D. Privileged Communications

AD 11-0%

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).

Destruction of Confidential Materials

. 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 (PIl) — 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 Aid 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. If the request is non-specific or unclear, it is the
customer's responsibility to determine the kinds of information {o release. Only
information specifically requested by the customer can be released (eg., an
authorization to prepare a letter verifying that a person did not receive CalWORKs is
not authorization to release information about any denied/withdrawn applications for
CalWORKS or to release CalFresh (Food Stamp) information).

. Written Authorization

. Written 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. Ata minimum, the type of aid should be included.
Example: CaWORKs 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 tfo 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.

Confidentishity of Customer/Cllent Information



D.
1.

Release of Information to Public or Private Agencies

Confidential information may be shared with public or private agencies without a
retease 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
entittement to Social 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 o help determine entitiement to
Veteran's benefits.

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

AD 1101

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

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

> Would it be a benefit to the applicant/recipient 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 |.D. number,

month of eligibility, Medicare coverage, eic., 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 Counsel 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 cited as the basis for the determination.

F. Subpoenaed Records

1. Occasionally, we receive subpoenas from atterneys 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 ceriain 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, {ake 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
so our case file is not missing any documentation.

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

4. If the entire case Is subpoenaed you should advise the Judge that the file 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 Iinto the court record, make the same request to be permitted 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 ldentifiable Information (P!l), Protected Health Information (PHI, and
Federal Tax information (FTI). See DSES Encryption and DSES E-mail Policies (AD
10-02 and AD 10-03)

Vil. FAMILY AND CHILDREN'S SERVICES PROGRAM

A.
1.

AD 11-01

General Information

All material and information concerning cases in Family and Children's’ Services
(FGS) 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 speclfic
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, 1986, covers a number of child protection treatment and
investigation agencies.

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

. Child 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 Attomey In a criminal prosecution, or
> In an action initiated under Section 602 of the W&| Code, arising from alleged

Section 318 of the W&I 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.

V1. 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-1V 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 “Sensltive Cases” are typlcally 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 officials, or any other individual
determined to need or requesting special handling. For C-IV 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 immediate family or any relative in the home 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 depariment who
have a direct responsibility for the administration of the Medi-Cal, CalWORKSs, 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 deparimental employees
who have been authorized to request confidential 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/departments 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,
Watsonville, 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.
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» 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.

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

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

3. Penal Code 11172 — immunity from liability; failure to report offense. Provides
[mmunity from civi! 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. Adoptlions

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 counse! 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 is shared
by two diiferent DSES units who are involved 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 pettains 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 arse signed for communication with other 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 to 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 disclosed only to
specific persons outlined in this section, or when the reporting party waives
confidentiality, or by court order. Attorneys for parents in W&I 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 maintained 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. li 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 {o waive
confidentiality and further explain that their confidentiality may be divulged if
there is a court order requiring DSES to 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&l 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 elder and
dependent adult abuse as adopted by the State Department of Social Services and
required under W&i Code, Section 15630. The law and regulations require
employees of Soclal Setvice departments to report suspected abuse of elder and
dependent adult persons. Failure to report physical abuse of the elder 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 bundred 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 staif by Benefits
Coordinators during New Employee Orientation and Benefits Orientation, reviewed by
supervisors with all staff during annual performance evaluations.

X. SUMMARY

If a situation arises 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 disciptinary action up to and including termination
from County employment.

Xll. APPENDIX

Includes: A reference chart and summary of this administrative directive; California
Weilfare 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 letter 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 Services related matter is considered an authorization for the
refease of information. {Section Il, 3}

. INFORMATION MAY ALSO BE RELEASED TO LAW ENFORCEMENT

OFFICIALS IN THE FOLLOWING CIRCUMSTANCES:

An applicant/recipient 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.

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

Information to be 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 to sligibility that was provided by a customer shall be open to
inspection by the customer. [lll, C, 4}

Certain privileged 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). [IHl, 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. [Ili, C, 3]

Release of information from adoption case files is covered in [VI1I, 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 sstvices 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 following:

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

v 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.

N Confidentiat 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, shall 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 fo 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, all 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 supervisor who shall
determine what form of consent is required and whether or not a 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

Requesting Party

- May information be
" _given by staff?

How may information be
obtained?

Landiord, Neighbor

Yes. Only with
authorization and only if
necessary for the
administration of public
social services. [ill, C]

With customer authorization

School Officials

Yes. To superintendents
of Schools or
representatives for
purpose of claiming for
ESEA program. Also in
administration of other
federally funded
programs, incl. Free and
reduced lunches. Limited
to information necessary
to determine eligibility for
the program. {l!, Cl

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

Public Officials Yes. Only with With customer authorization. A
authorization and only if | signed and dated letter from
necessary for the customer fo official asking for
administration of public assistance is sufficient.
social services. Limited to
information requested. [u,

Al
District Attorney Yes. Information needed | Without customer authorization.

in regard to child support,
child welfare, paternity or
fraud.

Yes. Information for other
purposes. [ll, B, 1]

With customer authorization

Other Law Enforcement
Agencies

Yes. In case of felony
arrest warrant issued for
customer. Information to
be released is limited.

Yes. When applicant or
recipient is deceased, for
purposes of identification.
[ll, B, 2-3]

Official written request from law
enforcement needed. Requests
must go to Program Managers.

AD 11-01
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SUMMARY OF CONFIDENTIALITY REQUIREMENTS — CONTINUED

Requesting Party

May Information be
_given by staff?

How may information be
obtained?

Private and Public
Agencies

Yes. If necessary for the
administration of public
social services.
Guidelines in [IV, D)

Without customer authorization,
using Guidelines.

Health Dept. Natividad
Medical Center

Yes. Med-Cal eligibility
information only. [IV, E]

Without customer authorization.

Banks, other financial
institutions, Attorneys,
Legal Aid, Insurance
companies, Immigration
Counselors, Parole
Officers

Refer to Program
Manager or Eligibility
Supervisor.

[Il, B, 4] [iv, B]

In most cases with customer
authorization only.

Intake staff and DSES
funded Refugee Services
providers requesting info.
From Refugee cases.

Other requests for Info.
From Refugee cases.

| authorized representative

Yes. May share any
information with intake
staff necessary to
complete requirements of
sanctioning process and
make employment and
training referrals

Yes. May share
information necessary to
make referrals with
DSES funded services
providers.

Yes. Only with consent
form or to designated

(AR) . [V]

Without customer authorization

With consent of the refugee.

With customer authorization.

Requests for information
from Family and
Children's Services
cases, Adult Protective
Services cases and AIDS
Case mgt. Records.

A variety of laws and
special matter orders

apply.

All requests should be
made through a social
work supervisor.

May require court order and/or
customer consent,

In many cases information is
protected and cannot be released.

Subpoenas Program Manager is to Follow Directive and Counsel.
contact County Counsel
before responding. [IV, F]
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REFERENCES

Division 19, Chapter 19-000 Manual of Policies and Procedures Confidentiality
Fraud, Civil Rights (CFC)

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

Chapter 40, Section 101.13 Manual of Policies 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 63
Food Stamp Regulations

Section 10850 Confidentiality Welfare and Institutions Code

Section 15630 Elder and Dependent | Welfare and Institutions Code

Adult Abuse

Adicle 2.5 Child Abuse Reporting | California Penal Code

Title 22, Chapter 3 Adoptions California Code of Regulations

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

County Counsel. See 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
wastepaper, computer printouts, lists, reports, and entire or portions of case records. If
the material contains a name, address or any other customer information, 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 reports containing confidential information which
are to be destroyed are to 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.

22

Confidentiality of Customer/Client Information




MONTEREY COUNTY 1000 South Main Street, Suite 216

DEPARTMENT OF SOCIAL Salinas, California 93801

& EMPLOYMENT SERVICES ph 8317554448 fx 831 755-8477
i

WORKING TOGETHER FOR OUR COMMUBITY Elliott Robinson, Director

Date: 4-8-11

To:  All Staff

From: Eliiott Robinson

Subject: Confidentiality AD 11-01

The Administrative Directive, Confidentiality of Customer / Client Information AD 11-01
is effective immediately upon receipt. An acknowledgement 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.monterey.ca.us



MONTEREY COUNTY

DEPARTMENT OF SOCIAL

& EMPLOYMENT SERVICES
B

WORKING TOGETHER FOR OUR COMMUNIT Y

CONFIDENTIALITY POLICY ACKNOWLEDGEMENT

], , hereby certify that | have received
information pertaining to my responsibilities, the policies, procedures and laws
regarding maintaining the confidentiality of client records and information with the
department. | 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
wiliful or knowing violation of the law is a misdemeanor and that breach of confidentiality
is grounds for disciplinary action up to and including dismissal.

Employee #

Signature Date
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Monterey County Department of Social Services o -“ ¥ &“:‘

TO: All Staff December 13, 1996
SUBJECT: Parking Policy at the Quesrangte Life Toun dahnidn Bru \dm_c)
IMPLEMENTATION:; To establish Depariment Policy concerning employee parking at

the Quadrangle.
REFERENCE: Director's Memo of August 21, 1996

There referenced Memo stated the Department's policy concerning employee parking in the lot
behind the Quadrangle. This directive restates the basic policy and adds information
concerning enforcement and monitoring.

I Policy

A. DSS employees assigned to the Quadrangle are not permitted to park their private
vehicles in the 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 yellow loading zone and the green spaces for the designated purpose
or limited stay.

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

I Employee Parking — Monitoring & Enforcement

The DSS/Quadrangle leases give the landlord the obligation to provide parking and the
authority to assign it. Quadrangle management has decided to issue parking stickers to
the tenants of the building in order to provide visible identification of the cars required to
be parked in the yellow 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 the serial number
of the parking permit assigned to that vehicle. Parking infractions noted by the
security guards will be recorded here. Muitiple vehicles for an employee will be
accommodated and permits issued for each.

B. Assigned parking permits will be affixed to employee vehicles 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. Asistrue with the reasonable provisions of this and other Department regulations
and policies, employees are expected to consclentiously comply, and supervisors
and managers are responsible for seeing 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 McFariin
Dardell McFarlin, Director
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LIFE FOUNDATION BUILDING (Average of 450 Employees)
EMERGENCY ASSEMBLY AREAS
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Check In With Your Unit Su Wait for Further Instructions

MISSION PARK
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