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May 7, 2024 

The Honorable Board of Supervisors 
County of Los Angeles 
383 Kenneth Hahn Hall of Administration 
500 West Temple Street 
Los Angeles, California 90012 

Dear Supervisors: 

RECOMMENDATION TO ENTER INTO A SOLE SOURCE CONTRACT WITH THE 
LOS ANGELES COUNTY OFFICE OF EDUCATION TO PROVIDE 

JOB READINESS, CAREER PLANNING, 
AND VOCATIONAL ASSESSMENT SERVICES 

(ALL DISTRICTS – 3 VOTES) 

SUBJECT 

The Department of Public Social Services (DPSS) seeks approval for a new 
two-year Sole Source contract, with an option to extend for one additional one-year 
period.  The Contract between DPSS and the Los Angeles County Office of Education 
(LACOE) will provide Job Readiness, Career Planning, and Vocational Assessment 
(JRCPVA) services. This contract provides State-mandated services countywide to 
Greater Avenues for Independence (GAIN)/Refugee Employment Program (REP), Skills 
and Training to Achieve Readiness for Tomorrow (START) (formerly known as General 
Relief Opportunities for Work), START/CalFresh Employment and Training (CFET), and 
Able-Bodied Adults Without Dependents (ABAWD) participants. Additionally, the contract 
also provides other services such as: Focus 360 (formerly known as Job Club), Learning 
Disability (LD) Evaluation, Short-Term Training, Laptop Loan Program, and Tutoring. 

IT IS RECOMMENDED THAT THE BOARD: 

1. Delegate authority to the Director of DPSS, or their designee, to prepare and execute
a Sole Source contract, in substantially similar form as Enclosure I, with LACOE for
JRCPVA services, for a two-year period effective from July 1, 2024 or upon execution
by the Director of DPSS or their designee; whichever is later, through
June 30, 2026 with an option to extend for one additional one-year period.  The annual
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contract amount varies; however, the maximum two-year contract amount is 
$63,555,000.  Funding for this contract is included in the DPSS’ Fiscal Year (FY) 
2024-25 Proposed Budget and funding for future years will be included in the 
appropriate Department's annual budget requests.  
 

2. Delegate authority to the Director of DPSS, or designee, to extend the contract for up 
to one additional one-year period.  The approval of the California Department of Social 
Services (CDSS) to extend the contract, and approval of County Counsel as to form 
will be obtained prior to executing such amendment.  In addition, the Director of DPSS 
or their designee or the Director of the Department of Economic Opportunity (DEO) or 
designee, will notify the Board of Supervisors (Board) within ten business days after 
execution.  
 

3. Delegate authority to the Director of DPSS, or designee, to prepare and execute 
amendments to the contract for: a) Instances which affect the scope of work, term, 
contract sum, payment terms, or any other term of condition in this contract;  
b) Additions and/or changes required by the Board or Chief Executive Officer (CEO); 
c) Changes to be in compliance with applicable County, State, and federal regulations; 
or d) Increases or decreases of no more than ten percent of the original contract 
amount based on the contractor’s performance, community needs, and funding 
availability.  The approval of County Counsel as to form will be obtained prior to 
executing such amendments.  The Director of DPSS, or designee, shall notify the 
Board within ten business days of executing such amendments.  

 
PURPOSE/JUSTIFICATION OF RECOMMENDED ACTION 
 
Approval of this contract will allow DPSS to continue to provide State-mandated JRCPVA 
services to its GAIN and REP participants.  These services provide GAIN and REP 
participants with the tools, skills, information, and resources to enable them to overcome 
barriers and find work.  These services assist individuals in moving from welfare 
dependency to self-sufficiency.  
 
Approval of this contract will also allow DPSS to continue to provide Vocational 
Assessment services to GAIN, REP, and START participants, and LD evaluations and 
diagnosis services to GAIN and California Work Opportunity and Responsibility to Kids 
(CalWORKs) REP participants through LACOE and its subcontractors.  These services 
include vocational career assessment services for participants in the GAIN, REP, START, 
and CFET programs that assist them in the development of a customized career plan to 
help them achieve their goals.  The LD Evaluation and diagnosis services to GAIN and 
CalWORKs REP participants consist of screening, evaluating, reporting, and diagnosis 
of learning disabilities as a potential barrier to employment.  
 
In addition, DPSS is collaborating with the DEO to build a stronger job services 
relationship that may enhance or change the GAIN and START services currently 
provided in this contract. 
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IMPLEMENTATION OF STRATEGIC PLAN GOALS 
 
The recommended actions are consistent with the principles of the Countywide Strategic  
Plan, North Star 1: Make investments that transform lives, B. Employment and 
Sustainable Wages: Support social mobility, economic and workforce development, job 
training, meaningful connections, and access to employment opportunities with 
sustainable wages for County residents, with emphasis on those who are experiencing 
barriers to employment or the ability to earn a sustainable wage. Support small and large 
business growth to maintain job supply. 
 
FISCAL IMPACT/FINANCING 
 
The maximum contract amount for the two-year period from July 1, 2024 through 
June 30, 2026 is $63,555,000.  The $60,406,000 for the GAIN and REP CalWORKs 
portions of the contract are fully funded with CalWORKs Single Allocation funds.  The 
$389,000 for the REP non-CalWORKs portion is fully funded by Federal Refugee Support 
Services funds.  The START program will be covered with a combination of approximately 
$1,002,000 in CFET federal funding and approximately $1,758,000 in Net County Cost.   
 
FACTS AND PROVISIONS/LEGAL REQUIREMENTS  
 
Under this contract, State-mandated services are provided countywide to GAIN/REP 
participants and will extend to START/CFET and ABAWD participants. 
 
The contract provides for termination by the County upon 180-days written notice, should 
termination be in the County’s best interest.  The agreement also contains a provision 
which limits the County’s obligation if funding is not appropriated by the State or by the 
Board. 
 
County Counsel has reviewed this Board letter. The sample contract has been approved 
as to form by County Counsel.  The proposed Contractor is in compliance with all Board, 
CEO, and County Counsel requirements. 
 
CONTRACTING PROCESS  
 
The recommended contract was procured in accordance with Section 23-650.1.14 of the 
CDSS Operations Manual which allows procurement by negotiation with public education 
agencies.  LACOE is a public agency.  
 
 
Additionally, this contract is considered a Sole Source contract under Board Policy 5.100, 
Sole Source Contracts and the Sole Source Checklist (Enclosure II) has been 
completed.  DPSS provided notification to the Board of its intent to negotiate this contract 
on November 21, 2023.  
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Contract Development Division  
12900 Crossroads Parkway South  

City of Industry, CA 91746-3411 
 
 
 
 
 

July 1, 2024



 

 
Job Readiness, Career Planning, and Vocational Assessment Services                                i 
Contract #: JRCP-24-01                       
 

CONTRACT PROVISIONS  
TABLE OF CONTENTS 

 
PARAGRAPH     TITLE     PAGE 
RECITALS ............................................................................................................................................................ 1 
1 APPLICABLE DOCUMENTS ............................................................................................................... 2 
2 DEFINITIONS .......................................................................................................................................... 4 
3 WORK .................................................................................................................................................... 23 
4 TERM OF CONTRACT ........................................................................................................................ 23 
5 CONTRACT SUM ................................................................................................................................. 23 
6 ADMINISTRATION OF CONTRACT – COUNTY ........................................................................... 37 

6.1 County Contract Section Manager (CCSM)......................................................................... 37 
6.2 Supervising County Contract Administrator (SCCA) .......................................................... 37 
6.3 County Contract Administrator (CCA) .................................................................................. 38 
6.4 County Contract Program Manager (CCPM)....................................................................... 38 
6.5 Contract Program Monitor (CPM) .......................................................................................... 38 

7 ADMINISTRATION OF CONTRACT – CONTRACTOR ................................................................ 39 
7.1 Contractor Manager ................................................................................................................. 39 
7.2 Approval of Contractor’s Staff ................................................................................................ 40 
7.3 Contractor’s Staff Identification .............................................................................................. 40 
7.4 Background and Security Investigations .............................................................................. 40 
7.5 Confidentiality ........................................................................................................................... 41 

8 STANDARD TERMS AND CONDITIONS ........................................................................................ 42 
8.1 Amendments ............................................................................................................................. 42 
8.2 Assignment and Delegation/Mergers or Acquisitions ......................................................... 43 
8.3 Authorization Warranty............................................................................................................ 44 
8.4 Budget Reductions .................................................................................................................. 44 
8.5 Complaints ................................................................................................................................ 44 
8.6 Compliance with Applicable Law ........................................................................................... 46 
8.7 Compliance with Civil Rights Laws ....................................................................................... 47 
8.8 Compliance with the County’s Jury Service Program ........................................................ 48 
8.9 Conflict of Interest .................................................................................................................... 50 
8.10 Consideration of Hiring County Employees 

Targeted for Layoffs or are on a County Re-employment ................................................. 50 
8.11 Consideration of Hiring GAIN-START Participants ............................................................ 51 
8.12 Contractor Responsibility and Debarment ........................................................................... 51 
8.13 Contractor’s Acknowledgement of County’s Commitment to 

Safely Surrendered Baby Law ............................................................................................... 53 
8.14 Contractor’s Warranty of Adherence to County’s Child Support 

Compliance Program ............................................................................................................... 53 
8.15 County’s Quality Assurance Plan .......................................................................................... 54 
8.16 Damage to County Facilities, Buildings or Grounds ........................................................... 54 
8.17 Employment Eligibility Verification ........................................................................................ 54 
8.18 Counterparts and Electronic Signature and Representations ........................................... 55 
8.19 Fair Labor Standards ............................................................................................................... 55 
8.20 Force Majeure .......................................................................................................................... 55 
8.21 Governing Law, Jurisdiction, and Venue .............................................................................. 56 
8.22 Independent Contractor Status .............................................................................................. 56 
8.23 Indemnification ......................................................................................................................... 57 
8.24 General Provisions for all Insurance Coverage................................................................... 57 
8.25 Insurance Coverage ................................................................................................................ 61 
8.26 Liquidated Damages ............................................................................................................... 63 
8.27 Most Favored Public Entity ..................................................................................................... 64 
8.28 Nondiscrimination and Affirmative Action ............................................................................ 64 



 

 
Job Readiness, Career Planning, and Vocational Assessment Services                                ii 
Contract #: JRCP-24-01                     
  
 

8.29 Non-Exclusivity ......................................................................................................................... 66 
8.30 Notice of Delays ....................................................................................................................... 66 
8.31 Notices of Disputes .................................................................................................................. 66 
8.32 Notice to Employees Regarding the Federal Earned Income Credit ............................... 66 
8.33 Notice to Employees Regarding the Safely Surrendered Baby Law ............................... 66 
8.34 Notices ....................................................................................................................................... 67 
8.35 Prohibition Against Inducement or Persuasion ................................................................... 67 
8.36 Public Records Act .................................................................................................................. 67 
8.37 Publicity ..................................................................................................................................... 68 
8.38 Record Retention and Inspection Audit Settlement ............................................................ 68 
8.39 Recycled Bond Paper ............................................................................................................. 69 
8.40 Subcontracting ......................................................................................................................... 69 
8.41 Termination for Breach of Warranty to Maintain Compliance with 

County’s Child Support Compliance Program ..................................................................... 70 
8.42 Termination for Convenience ................................................................................................. 71 
8.43 Termination for Default............................................................................................................ 71 
8.44 Termination for Improper Consideration .............................................................................. 72 
8.45 Termination for Insolvency ..................................................................................................... 73 
8.46 Termination for Non-Adherence of County Lobbyist Ordinance ....................................... 73 
8.47 Termination for Non-Appropriation Funds ............................................................................ 74 
8.48 Validity ....................................................................................................................................... 74 
8.49 Waiver ........................................................................................................................................ 74 
8.50 Warranty Against Contingent Fees ....................................................................................... 74 
8.51 Warranty of Compliance with County’s Defaulted Property 

Tax Reduction Program .......................................................................................................... 75 
8.52 Termination for Breach of Warranty to Maintain Compliance with 

County’s Defaulted Property Tax Reduction Program ....................................................... 75 
8.53 Time Off for Voting ................................................................................................................... 75 
8.54 Compliance with County’s Zero Tolerance Policy on Human Trafficking ....................... 75 
8.55 Compliance with Fair Chance Employment Hiring Practices ............................................ 76 
8.56 Compliance with the County Policy of Equity ...................................................................... 76 
8.57 Prohibition from Participation in Future Solicitation(s) ................................................ 76 
8.58 Injury and Illness Prevention Program ........................................................................ 76 

9 UNIQUE TERMS AND CONDITIONS ............................................................................................... 77 
9.1 Certification Regrading Debarment, Suspension, Ineligibility, and  

Voluntary Exclusion – Lower Tier Covered Transactions (45 C.F.R Part 76)  ............... 77 
9.2 Child/Elder Abuse/Fraud Reporting ...................................................................................... 77 
9.3 Contractor’s Charitable Activities Compliance .................................................................... 78 
9.4 Data Destruction ...................................................................................................................... 78 
9.5 Disabled Veteran Business Enterprise (DVBE) Preference Program ............................. 79 
9.6 Fiscal Accountability ................................................................................................................ 80 
9.7 Local Small Business Enterprise (LSBE) Preference Program ........................................ 80 
9.8 Ownership of Materials Software, and Copyright ............................................................... 81 
9.9 Patent Copyright and Trade Secret Indemnification ........................................................... 82 
9.10 Shred Documents .................................................................................................................... 82 
9.11 Social Enterprise (SE) Preference Programs ...................................................................... 83 
9.12 Health Insurance Portability and Accountability Act of 1996 (HIPAA) ............................. 83 
9.13 Collective Bargaining Agreement .......................................................................................... 84 
9.14 Compliance with Auditor-Controller Contract Accounting and 

Administration Handbook........................................................................................................ 84 
9.15     Privacy and Confidentiality ..................................................................................................... 85 
9.16     Personal Controls .................................................................................................................... 86 
9.17     Management Oversight and Monitoring ............................................................................... 87 



 

 
Job Readiness, Career Planning, and Vocational Assessment Services                                iii 
Contract #: JRCP-24-01                     
  
 

9.18     Information Security and Privacy Staffing ............................................................................ 87 
9.19     Physical Security ..................................................................................................................... 88 
9.20     Technical Security Controls ................................................................................................... 89 
9.21     Audit Controls ........................................................................................................................... 92 
9.22     Business Continuity/Disaster Recovery Controls ............................................................... 93 
9.23     Paper Document Controls ...................................................................................................... 94 
9.24     Notification and Investigation of Breaches and Security Incidents .................................. 95 
9.25     Compliance with SSA Agreement ......................................................................................... 98 
9.26     Compliance with Department of Homeland Security Agreement ..................................... 99 
9.27     Contractor’s/Agency’s Agents, Subcontractors, and Vendors ........................................ 100 
9.28     Assessments and Reviews .................................................................................................. 100 
9.29     Assistance in Litigation or Administrative Proceedings ................................................... 100 
9.30     Amendment of Agreement ................................................................................................... 101 
9.31     Survival .................................................................................................................................... 101 
9.32     Termination for Cause .......................................................................................................... 101 

10 SURIVIAL ........................................................................................................................................... 102 
Signatures........................................................................................................................................................ 103 



 

 
Job Readiness, Career Planning, and Vocational Assessment Services                                iv 
Contract #: JRCP-24-01                       
 

STANDARD EXHIBITS 
 
A-1 Statement of Work 

Job Readiness Career Planning .................................................................................. 104 
 
A-2 Statement of Work - Vocational Assessment ............................................................... 194 
 
A-3 Statement of Work– START/CFET 

Short Term Training and Laptop Loan Program .......................................................... 255 
 

B Contractor’s Budget ..................................................................................................... 287 

C Intentionally Omitted  

D County’s Administration ............................................................................................... 382 

E Contractor’s Administration .......................................................................................... 383 

F Contractor’s Employee Acknowledgement 
and Confidentiality Agreement  

 
F-1 Contractor Acknowledgement and  

Confidentiality Agreement ................................................................................. 384 
F-2 Contractor Employee Acknowledgement and 

Confidentiality Agreement ................................................................................. 385 
F-3 Contractor Non-Employee Acknowledgement and  

Confidentiality Agreement ................................................................................. 386 
 
G Intentionally Omitted 

 
H Safely Surrendered Baby Law ..................................................................................... 387 

I Intentionally Omitted 
 
J Intentionally Omitted   

K Sample Monthly Invoice Instructions ............................................................................ 390 

K-1  Actual Cost Reimbursement Monthly Invoice .................................................... 391 

K-2 Firm Fixed Fee Monthly Invoice ........................................................................ 392 

L-O Intentionally Omitted 

P        Civil Rights Forms 
 

P-1 Civil Rights Complaint Flowchart ....................................................................... 393 

 
P-2 Complaint of Discriminatory Treatment ............................................................. 394 



 

 
Job Readiness, Career Planning, and Vocational Assessment Services                                v 
Contract #: JRCP-24-01                       
 

P-3 Complaint of Discrimination ............................................................................... 414 

P-4 Americans with Disabilities Act (ADA) Compliant Form .................................... 425 

Q Charitable Contributions Certification ........................................................................... 445 
 
R-U  Intentionally Omitted 
 
V GAIN/START/REP Vocational Assessment 

Employment and Training Participant List .................................................................... 446 
 
W Privacy and Security Agreement 
 

W-1 CDSS 2019 Privacy and Security Agreement ................................................... 447 

W-2 DHCS 2019 Medi-Cal Privacy and Security Agreement .................................... 473 

W-3 Electronic Information Exchange Security Requirements  
and Procedures for State and Local Agencies Exchanging  
Electronic Information with the SSA (TSSR) ..................................................... 496 

X Business Associate Agreement Under the Health Insurance Portability and 
Accountability Act of 1966 (“HIPPA”) ........................................................................... 497 

 
Y Information Security and Privacy Requirements Exhibit .............................................. 512 
 
Z Vendor Cyber Risk Assessment .................................................................................. 527 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



 

 
Job Readiness, Career Planning, and Vocational Assessment Services 1          
Contract #: JRCP-24-01  
          

CONTRACT BETWEEN COUNTY OF LOS ANGELES  
AND 

LOS ANGELES COUNTY OFFICE OF EDUCATION  
FOR 

JOB READINESS, CAREER PLANNING, AND  
  VOCATIONAL ASSESSMENT SERVICES 

 
This Contract and Exhibits made and entered into this 1st day of July 2024 by and between the 
County of Los Angeles, hereinafter referred to as County. Department of Public Social Services 
(DPSS), hereinafter referred to as DPSS, and Los Angeles County Office of Education (LACOE), 
hereinafter referred to as “Contractor”. LACOE is located at 9300 Imperial Highway, Downey, 
CA 90242. 

RECITALS 
 

WHEREAS, the Personal Responsibility and Work Opportunity Reconciliation Act of 1996, 
Public Law 104-193, provided for the Temporary Assistance for Needy Families (TANF) 
program; and 
 
WHEREAS, Assembly Bill 1542 Chapter 270, Statutes of 1997, established the California Work 
Opportunity and Responsibility to Kids (CalWORKs) Act of 1997. The Greater Avenues for 
Independence (GAIN) program is the employment and training aspect of CalWORKs, a 
statewide employment program designed to enable participants to achieve self-sufficiency 
through employment; and 
 
WHEREAS, Contractor as a local government agency, is qualified and has the experience and 
expertise to provide Job Readiness & Career Planning Services and Vocational Assessment 
Services; and 
 
WHEREAS, effective July 1, 2023, General Relief Opportunities for Work (GROW) name 
changed to Skills and Training to Achieve Readiness for Tomorrow (START); and 
 
WHEREAS, effective July 1, 2024, the name of this contract was changed from GAIN Job 
Readiness, Career Planning, and Vocational Assessment Services (JRCPVA) to JRCPVA. 
 
WHEREAS, the JRCVPA contract with LACOE provides State-mandated services countywide 
to GAIN/Refugee Employment Program (REP) participants, as well as services to 
START/CalFresh Employment and Training (CFET) and Able-Bodied Adults Without 
Dependents (ABAWD) participants; and 
 
WHEREAS, the JRCPVA contract includes Focus 360 services, Vocational 
Assessment/Learning Disability Evaluation services, Vocational Assessment for START and 
CalFresh ABAWD participants, and Short-Term Training and Laptop Loan Program; and 
 
WHEREAS, County finds it necessary to secure such professional services through this 
Contract; and 
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WHEREAS, Contractor has agreed to provide County with such services and based upon non-
competitive negotiation under the Title 45 Code of Federal Regulation, Part 74 (Administration 
of Grants) and State Department of Social Services Regulations Chapter 
23-650, Contractor has been selected for recommendation for award of this Contract; and 
 
WHEREAS, this Contract is further authorized by California Government Code Sections 26227 
and 31000 and Welfare and Institutions Code, Section 11320 et seq.; and 
 
WHEREAS, Contractor has agreed to provide County with such services; 
 
NOW THEREFORE, in consideration of the mutual covenants contained herein, and for good 
and valuable consideration, the parties agree to the following: 
 
1 APPLICABLE DOCUMENTS 
 

Exhibits A, B, D, E, F, H, K, P, Q, V, W, X, Y, and Z are attached to and form a part of this 
Contract. In the event of any conflict or inconsistency in the definition or interpretation of 
any word, responsibility, schedule, or the contents or description of any task, deliverable, 
goods, service, or other work, or otherwise between the base Contract and the Exhibits, 
or between Exhibits, such conflict or inconsistency will be resolved by giving precedence 
first to the terms and conditions of the Contract and then to the Exhibits according to the 
following priority. 

 
Standard Exhibits: 

 
1.1 Exhibit A-1 - Statement of Work– Job Readiness Career  

 Planning 
 
 Exhibit A-2 - Statement of Work – Vocational Assessment 
 

Exhibit A-3 -  Statement of Work – START/CFET Short Term Training and 
Laptop Loan Program 

 
1.2 Exhibit B - Contractor’s Budget 

 
1.3 Exhibit C - Intentionally Omitted 

 
1.4 Exhibit D - County’s Administration 

 
1.5 Exhibit E - Contractor’s Administration 

 
1.6 Exhibit F - Contractor’s Employee Acknowledgment and Confidentiality 

Agreement 
 

F-1 - Contractor Acknowledgement and Confidentiality Agreement 
 
F-2 - Contractor Employee Acknowledgement and Confidentiality 

Agreement 
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F-3 - Contractor Non-Employee Acknowledgement and 

Confidentiality Agreement 
 

1.7 Exhibit G - Intentionally Omitted 
 

1.8 Exhibit H - Safely Surrendered Baby Law 
 

1.9 Exhibit I  - Intentionally Omitted 
 

1.10 Exhibit J - Intentionally Omitted 
 

1.11 Exhibit K - Sample Monthly Invoice Format Instructions 
 

K-1 Actual Cost Reimbursement Monthly Invoice 
 
K-2 Firm Fixed Fee Monthly Invoice 

 
1.12 Exhibit L - Intentionally Omitted 

 
1.13 Exhibit M - Intentionally Omitted 

 
1.14 Exhibit N - Intentionally Omitted 

 
1.15 Exhibit O - Intentionally Omitted 

 
1.16 Exhibit P - Civil Rights Forms 

 
P-1 - Civil Rights Complaint Flowchart 
 
P-2 - Complaint of Discriminatory Treatment 

 
P-3 -  Complaint of Discrimination 
  
P-4 -  Americans with Disabilities Act (ADA) Compliant Form 

 
1.17 Exhibit Q - Charitable Contributions Certification 

 
1.18 Exhibit R - Intentionally Omitted 

   
1.19 Exhibit S -  Intentionally Omitted 

 
1.20 Exhibit T -  Intentionally Omitted 

 
1.21 Exhibit U - Intentionally Omitted 

 
1.22 Exhibit V - GAIN/START/REP Vocational Assessment Employment and    

Training Participant List 
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1.23 Exhibit W - Privacy and Security Agreement 
 

W-1 -  CDSS 2019 Privacy and Security Agreement 
 

W-2 - DHCS 2019 Medi-Cal Privacy and Security Agreement 
 
W-3 - Electronic Information Exchange Security Requirements and 

Procedures for State and Local Agencies Exchanging 
Electronic Information with the SSA (TSSR) 

 
1.24 Exhibit X - Business Associate Agreement Under the Health Insurance 

Portability and Accountability Act of 1966 (“HIPPA”) 
 

1.25 Exhibit Y - Information Security and Privacy Requirements Exhibit 
 

1.26 Exhibit Z - Vendor Cyber Risk Assessment 
 

This Contract and the Exhibits constitute the complete and exclusive statement of 
understanding between the parties, and supersedes all previous contracts, written and 
oral, and all communications between the parties relating to the subject matter of this 
Contract. No change to this Contract will be valid unless prepared pursuant to Subsection 
8.1 (Amendments) and signed by both parties. 

 
2 DEFINITIONS 
 

The headings herein contained are for convenience and reference only and are not 
intended to define the scope of any provision thereof.  The following words as used herein 
must be construed to have the following meaning, unless otherwise apparent from the 
context in which they are used. 

 
2.1 Acceptable Quality Level (AQL) 

 
The minimum performance percent that can be accepted and still meets the 
Contract standard for satisfactory performance. The AQL does not imply that it is 
acceptable to vary from the standard, or that the Contractor may knowingly perform 
in a defective way. The AQL recognizes the fact that less than standard 
performance may sometimes be unintentional. However, County expects 
professional service delivery to be provided at all times. 

 
2.2 Advanced Preparation Participants 

 
Participants assigned to Focus 360 who clearly demonstrate “Advanced 
Preparation” via specific indicators, can bypass regular Focus 360 flow, and can 
begin supervised Job Search activities in the Workforce Center/Computer Lab. 

 
2.3 America’s Job Centers of California (AJCC) 

 
A brand that has been adopted under the Workforce Innovation and Opportunity 
Act (WIOA), which replaces the formerly known WorkSource Centers. 



 

 
Job Readiness, Career Planning, and Vocational Assessment Services 5          
Contract #: JRCP-24-01  
          

2.4 Appraisal 
 

The initial interview with the GAIN participant was conducted by the GAIN Services 
Worker at the time they enter the Welfare-to-Work (WtW) program. The appraisal 
provides information about the GAIN participant’s employment history and skills, 
the need for supportive services, and any other information required to determine 
appropriate assistance and employability versus exemption from work 
requirements. 

 
2.5 Assist in the Administration of the Program 

 
Performing administrative functions on behalf of programs, such as determining 
eligibility for, or enrollment in, and collecting Personally Identifiable Information 
(PII) for such   purposes, to the extent such activities are authorized by law. 

 
2.6 Assist in the Administration of the Medi-Cal Program 

 
Performing administrative functions on behalf of Medi-Cal, such as establishing 
eligibility, determining the amount of medical assistance, and collecting 
Medi-Cal PII or PII for such purposes, to the extent such activities are authorized 
by law. 
 

2.7 Barriers 
 

Personal problems or issues that interfere with a participant’s participation in the 
WtW program or employment. Barriers can be temporary or long term. 

 
2.8 Board of Supervisors (Board) 
 

The governing body of the County of Los Angeles. 
 

2.9 Breach 
 

Actual loss, loss of control, compromise, unauthorized disclosure, unauthorized 
acquisition, unauthorized access, or any similar term referring to situations where 
persons other than authorized users, and for other than authorized purposes, have 
access or potential access to Medi-Cal PII or PII, whether electronic, paper, verbal, 
or recorded. 

 
2.10 Bridging Activities 

 
Core activities such as Short-Term Work Experience, Community Service, 
In-House Job Search, Financial Education Courses, and Life Skills Classes (LSC). 

 
2.11 Budget 

 
The document that details the Contractor’s costs for providing services and that is 
included in the Contract. The Budget contains the following: 
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2.11.1 Direct Costs - Payroll, employee benefits (Medical, Dental, Life 

Insurance), payroll taxes, insurance (real, personal, etc., as required by 
the contract), supplies, applicable taxes, and other (specified). 

 
2.11.2 Indirect Costs – General accounting/bookkeeping, management 

overhead, and other (specified). 
 

2.11.3 Total Cost of Contract Services - The total of direct and indirect costs. 
 
2.12 Business Day 

 
Monday through Friday, excluding County observed holidays. 

 
2.13 Calendar Day 

 
All days of the week including Saturdays, Sundays, and holidays. 

 
2.14 CalFresh Employment and Training (CFET) Participants 

 
Individuals receiving non-assistance CalFresh benefits as well as individuals 
receiving General relief (GR) and CalFresh and participating in the CalFresh 
Employment and Training Programs funded by California Department of Social 
Services. 

 
2.15 California Department of Social Services (CDSS) 

 
CDSS is a California state agency for many of the programs defined as part of the 
social safety net in the United States and is within the auspices of the California 
Health and Human Services Agency. 

 
2.16 California Statewide Automated Welfare System (CalSAWS) 

 
A comprehensive case management system that integrated eligibility 
determination for public assistance, WtW services, Foster Care, Appeals State 
Hearing, and Fraud. CalSAWS is used by all counties.  
 

2.17 California Work Opportunity and Responsibility to Kids (CalWORKs) 
 

The State of California’s 60-Month time limited Federal Temporary Assistance for 
Needy Families (TANF) assistance program designed to assist the transition from 
welfare to self-sufficiency. 
 

2.18 CalWORKs and GAIN Program Division 
 

A division within DPSS assigned the responsibility for administration of the GAIN 
program and the Refugee Employment Program (REP).   This division is also 
responsible for the provisions of technical assistance to Contractors to ensure 
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GAIN/REP program requirements are met.  
 

2.19 Career Pathways Program 
 

A program which aims to place participants on a career path with potential 
professional and economic growth based on their goals and Labor Market 
Information (LMI) data identifying in-demand occupations. 

 
2.20 Case Management 

 
The coordination of services and activities, beginning with Orientation, and 
including but not limited to: assessing the GAIN/REP participant’s employability 
and need for supportive services; developing the WtW plan with the GAIN/REP 
participant; attendance and progress in WtW activities; identifying and authorizing 
supportive services; making a recommendation of cause for failure to participate; 
referring the GAIN/REP participant to community resources for WtW activities, 
counseling and assisting in  accessing community resources and resolving 
problems; documenting case activity in the electronic case file; and completing 
other required documents. These services are provided by the County and/or 
contracted case management staff. 

 
2.21 Case Number 

 
A unique seven-digit number that identifies a participant’s CalWORKs/GAIN DPSS 
record. The number may or may not have a four-digit prefix designating the 
responsible County and an aid category. 

 
2.22 Contract Administration and Monitoring (CAM) 
 

The division responsible for the monitoring and maintenance of contracts after they 
have been executed by the Director of DPSS. 

 
2.23 Contract Development Division (CDD) 
 
 The division responsible for the development of solicitations, procurement by 

negotiations and Amendments. 
 

2.24 Contract Start Date 
 

The date Contractor begins work in accordance with the terms of the contract. 
 

2.25 Contracted Case Manager (CCM) 
 

A contracted employee who directly provides case management services to 
GAIN/REP and WtW participants. 
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2.26 Contracted Case Worker 
 
Contracted staff who directly provide case management services to the GAIN 
Program.  
 

2.27 Contractor Manager 
 

The individual designated by the Contractor to administer the Contract operations 
after the Contract is awarded. 
 

2.28 Contractor Staff 
 

Contractor’s employees’ subcontractors, vendors, and agents performing any 
functions for the Contractor that require access to and/or use of Medi-Cal PII or PII 
and that are authorized by the Contractor to access and use Medi-Cal PII or PII. 

 
2.29 County CalWORKs Plan 

 
A document approved by the County of Los Angeles Board of Supervisors and 
certified as complete by the CDSS, which provides local planning activities and 
implementation of CalWORKs program components in the County of Los Angeles. 
 

2.30 County Contract Administrator (CCA) 
 

The individual designated by the County with the Authority to act as outline below 
in Section 6.0, (Administration of Contract – County), subsection 6.3. 

 
2.31 County Contract Program Manager (CCPM) 

 
The individual designated by the County with the Authority to act as outlined below 
in Section 6.0, (Administration of Contract – County), subsection 6.4. 

 
2.32 Contract Program Monitor (CPM) 

 
The individual designated by the County with the Authority to act as outlined below 
in Section 6.0, (Administration of Contract – County), subsection 6.5. 

 
2.33 County Contract Section Manager (CCSM) 

 
The individual designated by the County with the Authority to act as outlined below 
in Section 6.0, (Administration of Contract – County), subsection 6.1. 

 
2.34 Department of Health Care Services (DHCS) 

 
DHCS funds and provides access to affordable health care services, including 
medical, dental, mental health, substance use treatment services and long-term 
care for low-income families, children, pregnant women, seniors, and persons with 
disabilities. 
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2.35 Department of Public Social Services (DPSS) 

 
The County department responsible for providing social services and financial 
assistance to eligible persons in Los Angeles County.  DPSS is required by the 
CDSS to provide services which assist recipients of CalWORKs and GR to qualify 
for, locate, and retain employment through the GAIN, START, and REP Programs. 

 
2.36 Diagnosis 

 
A “Diagnosis” is the formal identification of the specific nature of a Learning 
Disability and/or co-existing disorder that could extend beyond the testing and 
measuring of aptitudes, performance and vocational interests that are associated 
with a Learning Disabilities Evaluation. A Diagnosis may only be performed by a 
highly trained/qualified individual such as a psychologist, clinical psychologist, 
school psychologist, or psychiatrist. If the participant needs an exemption from 
WtW participation, only an individual at this level can grant it. 
 

2.37 Direct Services 
 

The Job Readiness Career Assessment and Vocational/Career Assessment 
services, Learning Disabilities Evaluation, and Learning Disabilities Diagnosis 
services that are provided directly to the participants. 

 
2.38 Director 

 
The Director of the Los Angeles County Department of Public Social Services. 

 
2.39 Drop 
 
 A disposition assigned when a participant is removed from Focus 360 services due 

to lack of participation, unsatisfactory progress, inappropriate behavior, or is 
absent for reason(s) not designated as Referred Back.  

 
2.40 Dual Track Screening 

 
GAIN staff assigns a dual track designation to GAIN participants who  get a failing 
score on the Literacy Screening Tool. Dual Track candidates are offered three 
options during Focus 360. The three options are: 1) remain in Focus 360 
voluntarily; 2) seek part-time employment and participate in concurrent WtW 
remedial education course to improve literacy in reading, writing, math, English as 
a Second Language (ESL) and Vocational ESL; and 3) bypass Focus 360 for direct 
referral to Vocational Assessment. 

 
2.41 Earned Income Tax Credit 

 
A Federal tax credit issued as an incentive to low to moderate income workers as 
encouragement to work. 
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2.42 Employment Counseling 
 

Counseling aimed at helping the GAIN participant reach an informed decision on 
an appropriate employment goal which is provided by a person who has been 
trained or has experience as an employment counselor. 
 

2.43 Employment Plan 
 

The result of a completed Vocational Assessment which details the participant’s 
desired employment goals and possible WtW activities, including any remediation 
based on the participant’s reading, math, and cognitive levels, and identifying any 
potential results from barrier screening. 
 

2.44 Evaluation 
 

An “Evaluation” is the process of determining whether an individual has Learning 
Disabilities and/or other co-existing disorders. This Evaluation is limited in scope 
and only determines the extent that the functional weaknesses revealed by the 
Learning Disabilities testing interfere with the GAIN participant’s ability to obtain or 
retain employment or to enter and participate in the GAIN Program. 

 
2.45 Evaluation with Accommodations 

 
Learning Disabilities Evaluations which result in the need for accommodations for 
participants to function in their WtW activities. 

 
2.46 Evaluations Without Accommodations 

 
Learning Disabilities Evaluations that do not require accommodations for 
participants to function in their WtW activities. 

 
2.47 Fiscal Year 

 
County Fiscal Year which commences on July 1st  and ends on the following June 
30th. 

 
2.48 Flex (Concurrent) Focus 360 Services 

 
Focus 360 or Supervised Job Search provided on a part-time basis concurrently 
with another CalWORKs GAIN activity, or a supplement to a GAIN/REP 
participant’s part-time employment/education of at least 20 hours per week. This 
includes participants in homeless activities. 
 

2.49 Focus 360 Services 
 

A GAIN activity that is four weeks in duration and offered in English, Spanish, and 
Non-English/Non-Spanish Focus 360 classes.  Focus 360 provides job search, 
placement activities and workshops on improving personal skills which will enable 
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GAIN/REP participants to focus on the whole person approach to career 
development. 

 
2.50 Full-Time Employment 

 
Working at least 20 hours per week for a single head of household with a child 
under six years old, working at least 30 hours per week for a single head of 
household with a child six years old or older, or working at least 32 hours per week 
for a single or married non-CalWORKs Refugee Cash Assistance (RCA) adult or 
35 hours per week for a two-parent household, in a job which pays a salary that at 
least equates to the federal minimum wage or the State minimum wage, whichever 
is higher. 

 
2.51 GAIN 

 
The acronym for “Greater Avenues for Independence.” The program was 
established on September 26, 1985 with the passage of the State of California 
Assembly Bill 2580. The GAIN program established a comprehensive system of 
services to assist CalWORKs participants in obtaining unsubsidized employment. 

 
2.52 GAIN County Plan 

 
A document approved by the County of Los Angeles Board of Supervisors and 
certified as complete by the CDSS, which provides local planning activities and the 
implementation of CalWORKs program components in the County of Los Angeles. 

 
2.53 GAIN Participants 

 
TANF/CalWORKs applicants/recipients who the County has determined to be 
eligible for participation in the GAIN Program. 

 
2.54 GAIN Services Worker (GSW) 

 
DPSS staff who directly provide case management services to the GAIN Program. 

 
2.55 Gaining Opportunities and Living Skills (GOALS) Motivational Program 

 
A guidebook to personal success used by LACOE staff to motivate Focus 360 
participants utilizing the Ten Keys of Success. 

 
2.56 General Educational Development (GED) Level 

 
The educational level attained through formal or informal learning that is required 
for a person to perform satisfactorily on the job. This measure is not related to job 
specific information. 
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2.57 General Relief (GR) 
 

General Relief is cash assistance to indigent adults not qualifying for other 
State/federal programs. 

 
2.58 Hot Jobs 

 
Job Placements sessions, which include a variable range of job leads to be 
reviewed by LACOE staff and participants. 

 
2.59 Hybrid 
 
 Sessions are conducted in a combination of in-person and virtual classes. 

 
2.60 Individualized Job Search Plan 

 
A plan developed during Focus 360 that identifies and tracks participants’ skills, 
experience, and job choices. 
 

2.61 Invoicing 
 

The process of billing on expenditures accrued by the Contractor and 
subcontractor and the payment authorization by the Contractor or County. 
 

2.62 Job Cluster Meeting 
 

Quarterly meetings held by the County to increase collaboration and improve 
communication and interaction between County Job Developers, Contractor staff, 
and other community partners to help them better network with outside agencies 
and businesses to achieve employment placement goals. 

 
2.63 Job Developer 

 
Contractor and County staff who assist GAIN/REP participants in finding 
employment by networking with local businesses to locate employment 
opportunities, referring GAIN participants to employers with job openings that 
match their qualifications, and disseminating job opening information to 
County/contracted GAIN/REP case management staff. 

 
2.64 Job Development 

 
A GAIN/REP activity consisting of 1) the identification and creation of employment 
opportunities for GAIN/REP participants and 2) employment-seeking assistance 
provided to the GAIN/REP participant on a one-to-one basis by a person who has 
been trained or has experience as an employment counselor. 
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2.65 Job Placement 
 

The initial employment of a GAIN/REP participant in a part-time or full-time job. 
 

2.66 Job Placement Rate 
 

The ratio of the Job Placement Count to the Focus 360 Net Starts Count each 
month. 

 
2.66.1 Focus 360 Starts Count – The Focus 360 Starts will be the number of 

GAIN participants who start Focus 360 during the month. 
 

2.66.2 Job Placement Count – The Job Placement Count is the sum of all 
GAIN/REP participants who start Focus 360 and secure full-time 
employment. Two part-time job placements will be equal to 
one full-time placement. Contractor may count the part-time employment 
acquired during the Focus 360 placement window of Flex or Dual Track 
participants as equivalent to a full-time placement. 

 
2.67 Labor Marker Information (LMI) 

 
A user’s guide that is created, maintained, and updated by the California 
Employment Development Department’s (EDD) Labor Market Information Division 
to assist in gathering labor market information. Information available on LMI is used 
by DPSS and its Contractors to develop education and training resources. LMI 
may be accessed through the internet at: 

 
www.labormarketinfo.edd.ca.gov. 

 
The LMI, which is periodically updated, provides a list of entry-level growth 
occupations best suited for GAIN participants. It is used by DPSS and its 
intermediaries to develop educational and training resources for GAIN and by case 
managers and vocational assessors in the development of viable employment 
plans for GAIN participants. 

 
2.68 Learning Disabilities 

 
A heterogeneous group of disorders manifested by significant difficulties in 
listening, speaking, reading, writing, reasoning, or mathematical abilities. These 
disorders are intrinsic to the individual and presumed to be central nervous system 
dysfunctions. Even though a learning disability may occur concomitantly with other 
handicapping conditions (e.g., sensory or mental impairment); or environmental 
retardation, social and/or emotional disturbance influences (e.g., cultural 
differences, insufficient/inappropriate instruction, psychogenic factors), it is not the 
direct result of those conditions or influences.  These disorders interfere with the 
participant’s ability to obtain or retain employment or enter and participate in the 
CalWORKs program. 

 

http://www.labormarketinfo.edd.ca.gov./
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2.69 Learning Disabilities Evaluation Service Providers  
 

A private or public vendor providing Learning Disabilities Evaluation services 
directly to GAIN participants. Providers will have a subcontract with the Contractor. 
These vendors will be added to the inventory of service providers by the 
Contractor. These vendors may or may not be the same vendors providing 
Vocational Assessment services. 

 
2.70 Learning Disabilities Program 

 
A program designed to improve services to WtW participants by offering screening 
and evaluation for Learning Disabilities, documenting the identification of a 
Learning Disability and accommodations needed by the participant to become 
self-supporting. 
 

2.71 Limited English Proficient (LEP) 
 

An individual whose primary language is not English and who is unable to speak, 
read, write, or understand the English language at a level that permits him/her to 
have meaningful access to and participate fully in DPSS benefits, programs, and 
services. 

 
2.72 Literacy Screening Tool 

 
A practice application administered to GAIN participants during Orientation to 
determine their English proficiency. 

 
2.73 Los Angeles County Office of Education (LACOE) 

 
A regional education agency which provides a range of programs and services 
which improve the lives of students and the educational community through 
service, leadership, and advocacy. 

 
2.74 Management Services 

 
Services encompassing all the administrative duties required of Contractor to 
implement this Contract including but not limited to: subcontracting, monitoring, 
auditing, submitting required reports invoicing, and providing liaison services and 
technical assistance to County and Service Providers. 

 
2.75 Medi-Cal Personally Identifiable Information (PII) 

 
Information directly obtained while performing an administrative function on behalf 
of Medi-Cal that can be used alone, or in conjunction with any other information, 
to identify a specific individual. Medi-Cal PII includes any information that can be 
used to search for or identify individuals or can be used to access their files, 
including but not limited to name, social security number (SSN), date and place of 
birth (DOB), mother’s maiden name, driver’s license number, or identification 
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number. Medi-Cal PII may also include any information that is linkable to an 
individual, such as medical, educational, financial, and employment information. 
Medi-Cal PII may be electronic, paper, verbal, or recorded and includes statements 
made by, or attributed to, the individual. 
 

2.76 Mock Interviews 
 

Practice job interviews completed by participants and recorded through webcams 
to capture video and provide instant feedback. 

 
2.77 Monthly Management Report (MMR) 

 
A group of reports (GAIN/START/CalWORKs/Non-CalWORKs/REP provided 
monthly to the GAIN/START Program with a copy to the CCA by the Contractor’s 
Contract Manager. The MMR provides details of the Contract services performed 
in a given month. Format and content of the MMR must be approved by GAIN 
Program Manager. 
 

2.78 Occupational Employment Statistic (OES) 
 

An occupational classification system based on annual surveys conducted by the 
Department of Labor. 

 
2.79 Orientation 

 
The first activity in the County of Los Angeles’s WtW Program. This one-day 
activity provides an overview of the GAIN/Non-CalWORKs program and services 
in the morning, and the afternoon is devoted to motivational training. 

 
2.80 Part-time Employment 

 
Working a minimum of 20 hours and less than 30 hours per week for  a single 
parent household with a child six years old or older, working a minimum of 20 hours 
and less than 32 hours per week for a single or married Non-CalWORKs RCA 
adult, or working a minimum of 20 hours and less than 35 hours per week a for a 
two-parent household,  in a job for wages which would at least equate to the 
Federal minimum wage or to the State minimum wage, whichever is higher. 

 
2.81 Performance Requirements Summary (PRS) 

 
The document furnished by County (Attached to the Statement of Work), which 
identifies and summarizes the key performance indicators of this Contract. County 
will use the PRS found in each Statement of Work, in evaluating Contractor to 
ensure that the Contract performance standards are met. 
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2.82 PII 
 

Personally identifiable information directly obtained in the course of performing an 
administrative function through the Medi-Cal Eligibility Data System (MEDS) or 
Eligibility Verification System (IEVS) systems on behalf of the programs, which can 
be used alone, or in conjunction with, any other reasonably available information 
to identify a specific individual. PII includes any information that can be used to 
search for or identify individuals or can be used to access their files, including but 
not limited to name, SSN, DOB, mother’s maiden name, driver’s license number, 
or identification number. PII may also include any information that is linkable to an 
individual, such as medical, educational, financial, and employment information. 
PII may be electronic, paper, verbal, or recorded and includes statements made 
by, or attributed to, the individual. 

 
2.83 Post-Employment Services (PES) 

 
Work-related supportive services are available to part-time and full-time working 
GAIN/REP participants who are CalWORKs aided based upon available funding. 
Limited services are available in certain circumstances once a GAIN/REP 
participant is no longer CalWORKs aided.  The goal of PES is to provide 
GAIN/REP participants with information and services to enable them to retain 
unsubsidized employment, improve career potential, and achieve economic 
self-sufficiency at a living wage prior to exhausting their 60-month CalWORKs time 
limit.  Participants volunteering for PES may have a career assessment completed. 

 
2.84 Quality Assurance Monitoring Plan (QAMP) 

 
The plan developed by the County, specifically for this Contract, to monitor 
compliance with the Contract. The elements of the plan are listed in the 
Performance Requirements Summary. 

 
2.85 Quality Control Program 

 
All necessary measures taken by Contractor to assure that the quality of services 
will meet Contract requirements regarding timeliness, accuracy, appearances, 
completeness, consistency, and conformity. 

 
2.85 Referred Back 
 

A disposition assigned when a participant is unable to continue attending Focus 
360 due to any of the following reasons provided: 
 

• Specialized Supportive Service request (DV, SUD, MH)   
• Limited English Proficient/Dual Track  
• Medical Issue/Illness  
• GSW Requested 
• Enrollment in Training/Education program  
• Child Care Issue  
• Pending Job Verification  
• Personal/Family Issues  
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• Other – Not Classified 
 

2.86 Refugee Case Manager (RCM) 
 

A Contracted employee who directly provides case management services to REP 
WtW participants. 

 
2.87 Refugee Cash Assistance (RCA) Participants 

 
A cash benefit, limited to 12 months, for refugees who are single adults or families 
without children. RCA participants are refugees who are receiving RCA benefits 
and participating in the REP. 

 
2.88 Refugee Employment Program (REP) 

 
REP is an employment services program that provides case management, 
acculturation employment training and placement services to refugees who have 
been in the United States for less than five years. The primary focus of the REP 
services is to assist refugees in adapting to the American work environment, learn 
English, find employment, and ultimately achieve self-sufficiency. Eligible refugee 
participants include both aided and non-aided individuals. REP services are 
currently provided via the Refugee Employment and Acculturation Services 
(REAS) contract. 

 
2.89 Resource and Referral/Alternative Payment Program (R&R/APP) Providers 

 
The ten R&R/APP agencies with staff co-located at each GAIN Regional Office. 
R&R/APP staff provide information to GAIN participants on childcare eligibility, 
reimbursement processing, and referrals to available licensed child care during the 
GAIN Orientation segment of Focus 360. 

 
2.90 Screening 

 
The first step towards identifying individuals with suspected Learning Disabilities. 
It involves the use of a recognized and validated Learning Disabilities screening 
tool administered by the GAIN Services Worker. All participants who receive a 
score on the screening tool that indicates a possible Learning Disability will be 
referred for further Evaluation and/or Diagnosis. 

 
2.91 Secure Areas 

 
Any area where: 
a. Department Staff assist in the administration of their program; 
b. Department Staff use or disclose Medi-Cal PII or Pll; or 
c. Medi-Cal PII or PII is stored in paper or electronic format. 
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2.92 Security Incident 
 

The attempted or successful unauthorized access, use, disclosure, modification, 
or destruction of Medi-Cal PII or PII, or interference with system operations in an 
information system which processes Medi-Cal PII or PII that is under the control of 
the county or county’s Statewide Automated Welfare System (SAWS) Consortium, 
or under the control of a contractor, subcontractor or vendor of the Department, on 
behalf of the DPSS. 

 
2.93 Self-Sufficiency 

 
The level at which GAIN participants have the skill and ability to be economically 
independent and have obtained a steady source of income that removes the need 
for welfare assistance. 

 
2.94 Semi-Annual Eligibility Income Report (SAR 7) Form 

 
An income/eligibility report submitted once every six months. Eligibility and benefits 
for a six-month period are based on information reported and substantiated on the 
SAR 7 form. 

 
2.95 Service Provision Plan 

 
The plan developed by Contractor and approved by the County to provide 
Management services, Vocational/Career Assessment services, Learning 
Disabilities Evaluation services, and Learning Disabilities Diagnosis services. 

 
2.96 Short-term Training 

 
Specialized classes for WtW participants based on the in-demand occupations in 
the current labor market. 

 
2.97 Skills and Training to Achieve Readiness for Tomorrow (START) 

 
A locally funded program, formerly known as GROW, that provides employment 
and training services to help employable GR and Employment and Training eligible 
CalFresh participants obtain a job and become self-sufficient. 

 
2.98 Specialized Supportive Services 

 
Services available to GAIN participants, which provide assistance with Mental 
Health, Substance Use Disorders, and Domestic Violence counseling, to help them 
overcome barriers which interfere with their ability to participate in work readiness 
activities and achieve economic mobility. 

 
2.99 Specific Vocational Preparation 

 
The amount of time required by the typical worker in an occupation to learn 
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techniques, acquire knowledge, and develop skills needed for average 
performance in a specific job. 

 
2.100 SSA-provided or verified data (SSA data) 

 
a. Any information under the control of the SSA provided to CDSS/DHCS under 

the terms of an information exchange agreement with SSA (e.g., SSA 
provided date of death, SSA Title II or Title XVI benefit and eligibility data, or 
SSA citizenship verification); or 

 
b. Any information provided to CDSS/DHCS, including a source other than SSA, 

but in which CDSS/DHCS attests that SSA verified it, or couples the 
information with data from SSA to certify the accuracy of it (e.g. SSN and 
associated SSA verification indicator displayed together on a screen, file, or 
report, or DOB and associated SSA verification indicator displayed together 
on a screen, file, or report). 

 
2.101 Standard 

 
A minimum requirement set by the County for the Contractor to perform a service 
or activity. 

 
2.102 START/CFET Participants 

 
GR participants receiving CalFresh who DPSS has determined to be employable 
and who have been screened and deemed a good fit for participation in the START 
Program. 

 
2.103 Subsidized Employment 

 
Employment in which a participant receives job skills training while working for a 
private, for-profit, or non-profit employer and the employer receives partial or full 
reimbursement from the County. 

 
2.104 Supervised Job Search 

 
An organized method of seeking work which may include accessing the phone 
banks, job orders, and direct referrals to employers in a clean and well-lighted 
place, which is overseen, reviewed, and critiqued by a person who has been 
trained or has experience as an employment counselor. 

 
2.105 Supervising County Contract Administrator (SCCA) 

 
The individual designated by County with authority to act as outlined below in 
Section 6 (Administration of Contract – County), Subsection 6.2. 

 
2.106 Supportive Services 
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Services available to GAIN participants to enable them to participate in GAIN 
activities or to obtain and retain employment. Supportive Services includes 
assistance with transportation, childcare, and ancillary expenses. This may also 
include childcare-related transportation expenses for the participant and his/her 
children. 

 
2.107 Targeted Job Tax Credit 

 
A wage subsidy in the form of a tax credit given to employers who hire new, eligible 
GAIN participants. 
 

2.108 Technical Preparation (Tech Prep) 
 

An activity which provides basic computer and internet skills to support success 
in Focus 360, school, and employment. 

 
2.109 Temporary Assistance for Needy Families (TANF) 

 
A federal welfare reform program which provides time-limited assistance to needy 
families and assists them to transition from WtW. TANF is known in California as 
CalWORKs. 

 
2.110 Tutoring Services 

 
An activity which supplements a student’s regular academic instruction designed 
to assist the student in the learning process to help them master subjects such as 
reading, math, and science as well as promote personal growth and self-esteem. 

 
2.111 Unsupervised Job Search 

 
An activity in which the GAIN participant independently seeks employment and is 
required to make periodic progress reports. 
 

2.112 Virtual 
 

Sessions are conducted in an online learning environment. 
 

2.113 Vocational Assessment 
 

A comprehensive evaluation process consisting of a variety of formal and informal 
vocational assessment procedures which generate information that is useful for 
career guidance and planning of job training and placements for 
GAIN/REP/START/CFET participants. 

 
2.113.1 Vocational Assessment: The third component in the GAIN/REP Flow. It 

is the process by which a professional assessor develops an 
individualized employment plan intended to lead a participant to 
employment based on the evaluation of the participant’s existing skills, 
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education, level, employment goals, vocational assessment test results, 
and local labor market information. 

 
2.113.2 Career Assessment: An assessment specifically tailored for GAIN/REP 

participants working 20/30/32/35 hours per week or CalWORKs 
participants who have not received cash assistance within the previous 
12-month period due to earnings or employment and who have 
volunteered to receive post-employment services. Career assessment 
is also tailored for time-limited employable START/CFET participants 
who are single adults. During this activity, a career plan is developed to 
assist participants in retaining their current job or to help them advance 
within their chosen occupation with the ultimate goal of achieving 
self-sufficiency. 

 
2.113.3 Clinical Assessment: A professional evaluation of a participant’s mental 

health or emotional problems that may limit or preclude successful 
participation in a WtW plan. 

 
2.113.4 Full Assessment: A one-and-a-half-day activity (no less than eight hours 

and not more than 12 hours) by which all tests need to be completed. 
The participant and a professional assessor develop and agree on an 
individualized employment plan which may lead a participant to 
employment based on the evaluation of the participant’s existing skills, 
education level, employment goals, vocational assessment test results, 
and local labor market information. Full assessments are conducted 
during Vocational and Career Assessments. 

 
2.113.5 Partial Assessment: An incomplete assessment due to minimal 

gathering of specific information and/or partial testing. The partial 
assessment must include at minimum the following: vocational 
interview, interest inventories (a minimum of one), structured 
observation and behavior checklist, multi-aptitude test batteries (a 
minimum of one), and work samples (optional). Partial assessments 
earn half the cost of a full assessment. 

 
2.113.6 Reassessment: An assessment conducted by a professional assessor 

when a GAIN/REP participant remains unemployed after they complete 
their WtW employment plan or when special circumstances that were 
not identified during the original assessment process preclude the 
participant from completing the employment plan activities. 

 
2.114 Vocational Assessment Service Provider 

 
A private or public vendor providing Vocational Assessment services directly to 
GAIN/START/CFET/REP participants. Providers will have a subcontract with 
Contractor. These vendors will be added to the inventory of service providers by 
Contractor. 
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2.115 Wage Rate 
 

The average initial (entry level) hourly wage paid for all GAIN/START/CFET/REP 
participants who enter employment in a given month. 
 

2.116 Welfare Fraud 
 

The willful and criminal deception intended to obtain funds from the County. The 
most common type of welfare fraud is the GAIN/REP participant’s failure to report 
his/her income. This includes earnings from employment and unearned income, 
e.g., child support, unemployment benefits, disability benefits, etc. 

 
2.117 Welfare-to-Work Activity 

 
The series of activities that make up the GAIN/REP Program. Activities include but 
are not limited to: Orientation/Appraisal, Self-Initiated Program, Focus 360/Job 
Search, Vocational Assessment, Post Assessment Activities, and Post 
Employment. 

 
2.118 Work Participation Hours 

 
The hourly requirements needed to meet State WtW participation, which are: 
 
Single Parent with child under six years old:     20 hours/week 
Single Parent with no child under six years old:     30 hours/week 
Non-CalWORKs and RCA REP participants:     32 hours/week 
Two parent household:        35 hours/week 

 
2.119 Workforce Innovation and Opportunity Act (WIOA) 

 
A law signed on July 22, 2014 and took effect on July 1, 2015. WIOA is designed 
to help job seekers access employment, education, training, and support services 
to succeed in the labor market and to match employers with the skilled workers 
they need to compete in the global economy.  WIOA supersedes the Workforce 
Investment Act of 1998 and amends the Adult Education and Family Literacy Act, 
the Wagner-Peyser Act, and the Rehabilitation Act of 1973. WIOA help tens of 
millions of job seekers and workers to connect to good jobs and acquire the skills 
and credentials needed to obtain them. The enactment of WIOA provides 
opportunity for reforms to ensure the AJCC system is job-driven, responsive to the 
needs of employers, and prepares workers for jobs that are available now and in 
the future. 

 
2.120 Workforce Preparation Segment 

 
The first segment of Focus 360 services provided the first week, following the 
one-day orientation activity, to focus on pre-employment skills. This segment is 
conducted in a group activity and uses a classroom format. 
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3 WORK 
 

3.1 Pursuant to the provisions of this Contract, the Contractor must fully perform, 
complete, and deliver on time, all tasks, deliverables, services, and other work as 
set forth herein. 

 
3.2 If the Contractor provides any tasks, deliverables, goods, services, or other work, 

other than as specified in this contract, the same will be deemed to be a gratuitous 
effort on the part of the Contractor, and the Contractor must have no claim 
whatsoever against the County. 

 
4 TERM OF CONTRACT 
 

4.1 The term of this Contract will be two years with an option to extend for one 
additional one-year period.  The Contract will commence on July 1, 2024 or upon 
execution, by the DPSS Director or his/her designee, whichever is later and will 
continue through June 30, 2026 unless sooner terminated or extended, in whole 
or in part, as provided in this Contract.  The extension option may be exercised at 
the sole discretion of the DPSS Director of his/her designee as authorized by the 
Board.  

  
4.2 The County maintains databases that track/monitor contractor performance 

history. Information entered into such databases may be used for a variety of 
purposes, including determining whether the County will exercise a contract term 
extension option. 

 
4.3 The Contractor must notify DPSS when this Contract is within six months of the 

expiration of the term as provided for hereinabove. Upon occurrence of this event, 
the Contractor must send written notification to DPSS at the address herein 
provided in Exhibit D (County’s Administration). 

 
4.4 Contractor must allow County or newly selected Contractor a 30-calendar day 

transition period, prior to the expiration of this Contract, for orientation purposes 
and the orderly transition of the Contractor’s current operation without additional 
costs to County.  A shorter time period may be determined by the County at its 
discretion.  Contractor must continue to process work timely/accurately so that the 
operation is current at expiration of Contract.  If Contractor fails to adhere to the 
above work and standards, the County will have the right to withhold 50% to 
100% of the last two months’ payments as liquidated damages. 

 
5 CONTRACT SUM 
 

5.1 Maximum Contract Amount 
 

5.1.1 The maximum contract amount is not to exceed $63,555,000 for the 
two-year term, contingent upon the availability of funding.  The Contract 
amount for each Fiscal Year (FY) will be as follows: 
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Fiscal Year   Annual Contract Maximum 
FY 2024-25   $31,331,000 
FY 2025-26   $32,224,000 
 

5.1.2 Compensation to Contractor is allocated as outlined for each FY in the 
tables below: 

 

 
                Service - Program 

Annual Budget 
Amount 

FY 2024-25 
1. Orientation $1,959,000 

2.   Job Services (BASE) $21,427,000 

3.   GAIN Short Term Training $2,300,000 

4.   CalWORKs REP Job Readiness $408,000 

5.   Non-CALWORKs REP Job Readiness $91,000 

Job Readiness Total $26,185,000 

6.   Learning Disability Evaluation $600,000 

7.   Vocational Assessment Directs $1,935,000 

8.   Vocational Assessment Administration $934,500 

9.   Non-CalWORKs REP Vocational Assessment Directs $101,500 

10.   CalWORKs REP Vocational Assessment Directs $195,000 

11.   START Vocational Assessment Directs $150,000 

12.   START Vocational Assessment Administration $110,000 

Vocational Assessment Total $4,026,000 

13.   START/CFET Short Term Training and Laptop Loan 
Program 

$1,120,000 

START/CFET Total $1,120,000 

FY 2024-25 Annual Maximum $31,331,000 
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                Service - Program 

Annual Budget 
Amount 

FY 2025-26 
1. Orientation $2,002,000 

2.   Job Services (BASE) $22,238,000 

3.   GAIN Short Term Training $2,300,000 

4.   CalWORKs REP Job Readiness $422,000 

5.   Non-CALWORKs REP Job Readiness $94,000 

Job Readiness Total $27,056,000 

6.   Learning Disability Evaluation $600,000 

7.   Vocational Assessment Directs $1,935,000 

8.   Vocational Assessment Administration $953,500 

9.   Non-CalWORKs REP Vocational Assessment Directs $102,500 

10.   CalWORKs REP Vocational Assessment Directs $197,000 

11.   START Vocational Assessment Directs $150,000 

12.   START Vocational Assessment Administration $110,000 

Vocational Assessment Total $4,048,000 

13.   START/CFET Short Term Training and Laptop Loan 
Program 

$1,120,000 

START/CFET Total $1,120,000 

FY 2025-26 Annual Maximum $32,224,000 
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5.1.2.1 In the event County determines that based on the GAIN 
participant caseload, the number of Focus 360 class sessions 
described in Exhibit A-1, Statement of Work, must be reduced, 
the Contract Budget, Exhibit B, must be reduced accordingly. 
A Contract Amendment will be executed to reduce the 
Contract Maximum and the annual maximum(s). 

 
5.1.2.2 The Contract amounts for Focus 360 REP Non-CalWORKs 

and Vocational Assessment RCA REP are conditioned on the 
continuing availability of Refugee Social Services and 
Targeted Assistance funds. Future funding will be contingent 
upon the availability of funds subsequent to the release of the 
State allocation and may be subsequently adjusted based on 
that allocation. 

 
5.1.2.3 Direct Services Costs 

 
Direct Services Costs for GAIN/START/REP participants are 
caseload driven; therefore, there is no maximum amount for 
these services.  Contractor’s maximum amount for 
GAIN/START/REP Management Services is based on 
Contractor’s budget as specified in Exhibit B, Contractor’s 
Budget for Vocational Assessment Learning Disabilities 
services. 

 
5.1.2.4 Supplemental Nutrition Assistance Program (SNAP) 

otherwise known as CFET funds are used to partially fund the 
START portion of Vocational Assessment for START/CFET 
participants. To maintain the integrity of the Federal Fiscal 
Year (FFY), only costs incurred from October 1st through 
September 30th of each FFY, will be reimbursed for this 
period based on the contract budget, Exhibit B, Contractor 
Budget for GAIN/START/REP Vocational Assessment 
services. 

 
5.1.3 Contract expenditures that exceed the maximum amount or the annual 

maximum will not be reimbursed by the County and will become the 
fiscal responsibility of Contractor. 

 
5.1.4 Notification of 75% of Total Contract Sum 

 
The Contractor must maintain a system of record keeping that will allow 
the Contractor to determine when it has incurred 75% of the total 
contract sum under this Contract. Upon occurrence of this event, the 
Contractor must send written notification to the DPSS CCA at the 
address herein provided in Exhibit D (County’s Administration). 
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5.2 Written Approval for Reimbursement 
 

The Contractor will not be entitled to payment or reimbursement for any tasks or 
services performed, nor for any incidental or administrative expenses whatsoever 
incurred in or incidental to performance hereunder, except as specified herein. 
Assumption or takeover of any of the Contractor’s duties, responsibilities, or 
obligations, or performance of same by any person or entity other than the 
Contractor, whether through assignment, subcontract, delegation, merger, buyout, 
or any other mechanism, with or without consideration for any reason whatsoever, 
must not occur except with the County’s express prior written approval. 

 
5.3 Non-Payment of Services 

 
The Contractor will not be entitled to payment or reimbursement for any tasks or 
services performed, nor for any incidental or administrative expenses whatsoever 
incurred in or incidental to performance hereunder, except as specified herein. 
Assumption or takeover of any of the Contractor’s duties, responsibilities, or 
obligations, or performance of same by any entity other than the Contractor, 
whether through assignment, subcontract, delegation, merger, buyout, or any 
other mechanism, with or without consideration for any reason whatsoever, will 
occur only with the County’s express prior written approval. 

 
5.4 No Payment for Services Provided Following Expiration – Termination of 

Contract 
 

The Contractor will have no claim against the County for payment of any money or 
reimbursement, of any kind whatsoever, for any service provided by the Contractor 
after the expiration or other termination of this Contract. Should the Contractor 
receive any such payment it must immediately notify the County and must 
immediately repay all such funds to the County. Payment by the County for 
services rendered after expiration-termination of this Contract will not constitute a 
waiver of County’s right to recover such payment from the Contractor.  This 
provision will survive the expiration or other termination of this Contract. 
 

5.5 GAIN Job Readiness and Career Planning Services Invoices and Payments 
 

5.5.1 The Contractor must invoice the County only for providing the tasks, 
deliverables, goods, services, and other work specified in Exhibit A-1 
(Statement of Work) and elsewhere hereunder and as provided in 
Exhibit B, (Contractor’s Budget). The Contractor will be compensated 
based on the actual cost for all aspects of the GAIN Job Readiness and 
Career Planning Services requirements. 

 
5.5.2 The Contractor must prepare and submit to the CCA on a monthly basis, 

a complete and accurate original invoice for all JRCP program services 
(Refer to Exhibit K-1, Sample Monthly Invoice format for Actual Cost 
Reimbursement Monthly Invoice). Invoices are to be submitted no later 
than 30 calendar days after the month of services rendered or payment 



 

 
Job Readiness, Career Planning, and Vocational Assessment Services 28          
Contract #: JRCP-24-01  
          

may be delayed. Each invoice must be supported by back-up 
documentation to validate the invoice amount. The documentation must 
include, but is not limited to, the following: 

 
5.5.2.1 Administrative costs and direct-support services costs, 

separately identified for each service type (e.g., Orientation 
and Focus 360). 
 

5.5.2.2 Personnel expenditures for each service type itemized by pay 
classification (e.g., certificated salaries, classified salaries, 
etc.). 
 

5.5.2.3 Contract expenditures not listed above in subparagraph 
5.5.2.1 and 5.5.2.2 must be listed separately (e.g., fringe 
benefits, supplies, equipment, rent, insurance, and any other 
information found necessary by Contractor or County). 

 
5.5.3 The Contractor must prepare and submit, on a monthly basis, a total of 

four invoices for JRCP: 
 
5.5.3.1 First invoice – used to report the costs for Orientation and 

GAIN Focus 360 Services.  (Reference Exhibit K-1, Sample 
Monthly Invoice format for Actual Cost Reimbursement). 

 
5.5.3.2 Second invoice – used to report the costs of CalWORKs 

REP (Reference Exhibit K-1; Sample Monthly Invoice format 
for Actual Cost Reimbursement). 

 
5.5.3.3 Third invoice – used to report the costs of Non-CalWORKs 

REP (Reference Exhibit K-1; Sample Monthly Invoice format 
for Actual Cost Reimbursement). 

 
5.5.3.4 Fourth invoice – used to report the costs of Short-Term 

Training (Reference Exhibit K-1; Sample Monthly Invoice 
format for Actual Cost Reimbursement). 

 
5.5.4 The County will review and authorize payment of the invoice as soon as 

possible after receipt. The County will make a reasonable effort to effect 
payment to the Contractor within 30 calendar days from receipt of an 
invoice which is accurate and complete as to form and content. The 
Contractor will invoice, and the County will authorize payment only for 
services completed during the invoice month. For invoicing purposes, 
Contractor must clearly identify services as JRCPVA services. 

 
5.6 GAIN/START/REP Vocational Assessment Services Invoices and Payments 

 
5.6.1 The Contractor will invoice the County only for providing the tasks, 

deliverables, goods, services, and other work specified in 
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Exhibit A-2, Statement of Work, and elsewhere hereunder and as 
provided in Exhibit B (Contractor’s Budget). The Contractor will be paid 
only for the tasks, deliverables, goods, services and other work 
approved in writing by the County. If the County does not approve work 
in writing, no payment will be due to the Contractor for that work. 

 
5.6.2 The Contractor’s invoices will be based on the actual cost in accordance 

with Exhibit B (Contractor’s Budget). 
 

5.6.3 The Contractor’s invoices must contain the information set forth in 
Exhibit A-2, Statement of Work, describing the tasks, deliverables, 
goods, services, work hours, and facility and/or other work for which 
payment is claimed. 

 
5.6.4 Approval for payment will not be unreasonably withheld, and in no 

instance will such an approval take more than two weeks from receipt of 
complete and accurate invoices by the County. 

 
5.6.5 Management Services are reimbursed based on actual costs to the 

County no later than 20 calendar days after the month service was 
rendered, using Sample Monthly Invoice format in Exhibit K-1 for Actual 
Cost Reimbursement and Exhibit K-2, Firm Fixed Fee Monthly Invoice. 

 
5.6.6 County will compensate Contractor for performing Direct Services 

hereunder, based on actual assessments/evaluations completed. Direct 
Services Costs are based on a fixed unit price which is caseload driven. 
Caseloads are determined by the County and are governed by the level 
of available GAIN/START/REP funding. 

 
5.6.6.1 Contractor must invoice the County on a monthly basis for 

Vocational Assessment Direct Services. Invoice must be 
similar to Exhibits K-2 Sample Monthly Invoice format for the 
Firm Fixed Fee Monthly Invoice and must indicate the costs 
attributed to services for GAIN/START/CFET/REP 
participants separately along with County approved 
supporting documentation. 

 
5.6.6.2 Contractor must prepare and submit the monthly invoice each 

with an original and one copy, to the CCA. Monthly invoices 
are due by the 20th calendar day of the month after the end of 
the month in which services were provided. 

 
5.6.6.3 Payment to the Contractor will be only upon written approval 

of the invoice by the CCA or his/her designated 
representative. Contractor must submit the invoice to the 
attention of the CCA listed in Exhibit D. 

 
5.6.7 The County will compensate Contractor for performing Management 
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Services hereunder, for allowable net costs incurred by the Contractor 
in accordance with the actual costs not to exceed the Maximum Amount 
or the annual maximum as specified in Subsection 5.1 - Maximum 
Contract Amount. 

 
5.6.7.1 The Contractor will invoice the County only for providing the 

tasks, deliverables, goods, services, and other work specified 
in Exhibit A-2 - Statement of Work and elsewhere hereunder 
and as provided in Exhibit B, Contractor’s Budget. Contractor 
will be compensated based on the actual cost for all aspects 
of Management Services specified in Subsection 5.6. 

 
5.6.7.2 Invoice must be similar to Exhibit K-2 Sample Monthly Invoice 

format for the Firm Fixed Fee Monthly Invoice and must 
indicate the costs attributed to services for 
GAIN/START/CFET/REP participants separately along with 
County approved supporting documentation. 

 
5.6.7.3 Contractor must provide to the County a listing of 

START/CFET participants served each month by the tenth 
calendar day of the month after the end of the month in which 
services were provided. The report must be similar to Exhibit 
V - Sample Employment and Training Participant List. 

 
5.6.7.4 Payment to the Contractor will be only upon written approval 

of the invoice by the CCA or his/her designated 
representative. Contractor must submit the invoice to the 
attention of the CCA listed in Exhibit D. 

 
5.6.7.5 County will review and authorize payment of an accurate 

invoice and will make a reasonable effort to effect payment to 
Contractor within 30 calendar days from receipt of an invoice 
which is accurate as to form and content. 

 
5.6.7.6 Prior to receiving final payment hereunder, Contractor must 

submit a signed, written release discharging the County, and 
its Agents, from all liabilities, obligations, and claims arising 
out of Contractor’s performance, under the Contract, except 
for any claims specifically described in detail in such release. 

 
5.6.7.7 County may delay the last payment due hereunder until six 

months after the termination of the Contract. Contractor will 
be liable for payment on 30 calendar days written notice of 
any offset authorized by the Contract not deducted from any 
payment made by the County to Contractor. 

 
5.6.7.8 County will have no requirement for payment other than as set 

forth in this Contract. 
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5.6.7.9 The County will not be liable for billings submitted one year 

after the date services were provided. 
 

5.6.8 Contractor must compensate Subcontractors (Assessors) directly for 
performing GAIN/START/REP Vocational Assessments services 
hereunder, for costs incurred in accordance with the Subcontracts, 
based on the fixed unit price specified below: 

 
5.6.8.1 The Subcontractors will be paid $450 per Full Assessment 

completed. An assessment is considered completed when it 
results in the development of an employment plan. 

 
5.6.8.2 The Subcontractors will be paid $ 225 per Partial Assessment 

and reassessment completed. An assessment is considered 
partial when a Full Assessment is not completed due to 
minimal gathering of specific information and/or testing. 
Third-Party assessment is considered a Partial Assessment. 

 
5.6.8.3 Compensation for GAIN/START/REP Vocational 

Assessments will be requested and processed as follows: 
 

a) Upon completion of the Vocational Assessment for 
GAIN/START/CFET/REP participants, Sub-contractors 
must E-Mail and provide a hard copy of the Employment 
Plans to the case-carrying GSWs, START Worker, or 
GAIN/REP CCMs with a copy to the GAIN/START or REP 
Regional Vocational Assessment Liaison within five 
workdays. 

 
b) An invoice to Subcontractors will be generated by 

LACOE’s computer system. Subcontractors must validate 
and return completed invoices within 15 calendar days of 
receipt to: 

 
LACOE GAIN/START 

Vocational Assessment Unit  
9300 Imperial Highway 

Downey, CA 90242-2890 
 

c) In the event that an invoice is returned to the 
Subcontractors for correction, Subcontractors must return 
the corrected invoice to the LACOE within ten calendar 
days. 

 
5.6.9 LACOE must compensate Subcontractors directly for performing 

Learning Disability (LD) Evaluations for GAIN and CalWORKs REP 
participants based on the fixed prices specified below: 
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5.6.9.1 The Subcontractors will be paid $1,000 per LD Evaluation 

completed. 
 

5.6.9.2 The Subcontractor will be paid $500 per Partially Completed 
LD Evaluation, to be defined as follows: if the participant 
completes at least two tests, the initial interview and the 
orientation during the first day, the Subcontractor will be paid 
a partial LD completion fee of $500. 

 
5.6.9.3 Compensation for LD Evaluations will be requested and 

processed as follows: 
 

a) Upon completion of the LD Evaluation, the subcontractor 
will provide a copy of the evaluation and employment plan 
to the case-carrying GSW, or CCM with a carbon copy (cc) 
to the GAIN or REP Regional LD Evaluations liaison within 
five workdays. 

 
b) When it is technologically possible and upon the request 

and approval of the County GAIN Program LD Liaison, 
subcontractors may be requested to update the results of 
LD Evaluations directly into CalSAWS upon completion of 
the evaluation and email/provide a hard copy of the 
employment plan to the case-carrying GSW, or CCM with 
an emailed carbon copy to the GAIN or REP Regional LD 
Evaluations liaison within five workdays. 

 
c) An invoice to Subcontractors will be generated by 

LACOE’s system. Subcontractors must validate and return 
completed invoices within 15 calendar days of receipt to: 

 
LACOE GAIN/START 

Vocational Assessment Unit 
9300 Imperial Highway 

Downey, CA 90242-2890 
 

d) In the event that an invoice is returned to the 
Subcontractors for correction, Subcontractors will return 
the corrected invoice to the LACOE within ten calendar 
days. 

 
5.6.10 Subcontractors must provide to Contractor a monthly written 

reconciliation of direct services provided to invoices received and 
payments received as follows: 

 
Any unpaid claims submitted after the deadline will not be accepted 
unless supporting documentation is provided which justifies the delay. 
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5.6.10.1 Subcontractors must reconcile their invoices to the services 

provided monthly and must use the format created by 
Contractor and approved by County to submit claims for any 
unpaid services provided during a report month to Contractor 
for review by the end of the following month. For example, If 
the report month is January, Subcontractors will send all 
unpaid claims for January to Contractor by February 28. All 
unpaid claims must be listed by Participant Name in 
alphabetical order, by GAIN/START/REP Region/Office, and 
by Subcontractor. 

 
5.6.10.2 Upon receipt of the Subcontractors' claims, Contractor must 

review the invoices and submit payment to the 
Subcontractors. 

 
5.6.11      Budget Modifications 
 

5.6.11.1 Contractor must advise County in writing of any substantive 
deviations or reallocation of line-item costs from Contractor’s 
Budget. Contractor may, with County’s approval, reallocate 
funds among each of the major cost categories, excluding the 
Direct Services Costs, listed in Exhibit B (Contractor’s Budget) 
and Employee Benefits, to a maximum of 15 % of each part, 
not to exceed the total Contract amount. Reallocation of funds 
by Contractor by more than 15 % between the major cost 
categories requires written approval of the Director or 
designee. 

 
5.6.11.2 Contractor requests for modifications, either budgetary or 

programmatic, will not be accepted during the first two months 
of each FY or during the last quarter of each fiscal year 
Contract period (except where a written waiver is requested 
by the Contractor and accepted by the County Contract 
Director.  Such requests may not be submitted to the County 
more than once in each quarter except where a written waiver 
has been received and approved by the County. 

 
5.6.12 County’s Approval of Invoices 

 
All invoices submitted by the Contractor for payment must have the 
written approval of the CCA prior to any payment thereof. In no event 
will the County be liable or responsible for any payment prior to such 
written approval. 

 
5.6.12.1 The County may delay the last payment due hereunder up to 

six months after the termination of the Contract. The 
Contractor will be liable for payment on 30 days written notice 
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of any offset authorized by the County not deducted from any 
payment made by the County to the Contractor. 

 
5.6.12.2 Prior to receiving final payment hereunder, the Contractor 

must submit a signed, written release discharging the County, 
its officers, and employees from all liabilities, obligations, and 
claims arising out of or under this Contract, except for any 
claims specifically described in detail in such release. 

 
5.6.12.3 Contract Invoicing System 

 
Should County implement a Contract Invoicing System for 
services under this contract, Contractor will create and submit 
electronic invoices as instructed. 

 
5.6.12.4 Electronic Signatures 

 
At the County’s discretion, in lieu of an actual signature on the 
original invoice, the County may accept an electronic 
signature. The County may also make the determination to 
accept invoices by email.  While electronic signatures may be 
accepted, it is still expected and required that all original, 
signed hardcopies of invoice documents be provided to DPSS 
as soon as they are available. 
 

 5.7 Unspent Funds 
 

5.7.1 To ensure that the Contractor fully utilizes County funds for contracted 
services, the Contractor will submit to DPSS CAM Division, an 
Expenditure Report no later than the September 1st following the end of 
each FY, as stipulated in subparagraph 5.7.2, regardless of whether the 
Contractor has unspent funds. At the end of each FY, all funds paid to 
the Contractor in excess of actual costs, for the provision of services in 
the JRCPVA contract that have been properly earned, including interest, 
are to be treated as unspent funds. 

 
5.7.2 The unspent funds amount due must be returned to the County within 

20 business days of notification by the County. The Contractor agrees 
to be bound by applicable County disallowed cost procedures, rules and 
regulations, and to repay to the County any amount which is found to 
violate the terms of this Contract or applicable provisions. The 
Contractor will be responsible for tracking all Contract payments and 
expenditures for the JRCPVA contract, including submission of the 
following: 

 
a)  An Expenditure Report reflecting Contract revenues versus 

expenditures which follow standard accounting practices per Title 2 
of the Code of Federal Regulations Part 200, Uniform Administrative 
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Requirements, Cost Principles, and Audit Requirements for Federal 
Awards, and related Office of Management and Budget (OMB) 
Guidance.  Expenditure reports must be submitted to CAM by 
September 1st following the end of each FY and at the end of the 
contract term.  Upon request by the County, the Contractor must 
provide verification of expenditures within two business days of 
request, unless a different timeframe is agreed upon by both parties. 
The purpose of the Expenditure Report is to identify the amount of 
unspent funds. 

 
5.7.3 All uses of funds paid to and expended by the Contractor, including the 

Expenditure Report, and other financial transactions related to the 
Contractor’s provision of services under this Contract are subject to 
review and/or audit by DPSS, the County’s Auditor-Controller (A-C) or 
its designee. 

 
5.7.4 Notwithstanding any other provision of this Contract, in addition to all 

other rights of the County to monitor the Contractor, the Contractor and 
the County agree that it is the intent of the parties that the County will 
have the right to audit any and all use of funds paid to and expended by 
the Contractor, in order to ensure that all funds are accounted for. 

 
5.7.5 In the event that the Contract terminates early for any reason (including, 

but are not limited to, assignment, delegation, acquisition, or merger), 
unspent funds must be repaid to the County within ten business days of 
the effective date of termination. 

 
 5.8 Disposition Plan 
 

5.8.1 Unspent Funds must be used to enhance the already approved program 
services and must be spent on items above and beyond those items 
identified in the Contract and the contract budget. The Disposition Plan 
must include the OMB Circular A-122 

https://www.whitehouse.gov/omb/information-for-agencies/circulars/ 
 
The Disposition Plan will be reviewed by the County and is subject to 
approval at the County’s sole discretion. Unspent funds must be used 
within the FY that the Disposition Plan is approved or with a time period 
determined by the County. 

 
5.8.2 In addition, the Disposition Plan must include a detailed description of 

the services to be provided, the duration of those services, measurable 
outcomes, monitoring plan, all reporting and record keeping activities 
and a budget. 

 
5.8.3 If the County does not approve the Contractor’s Disposition Plan, the 

County will request the Unspent Funds and its earned interest be 
returned to the County within 30 days after the County’s disapproval of 

https://www.whitehouse.gov/omb/information-for-agencies/circulars/
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the Disposition Plan. The Contractor must comply with the County’s 
request. 

 
5.8.4 The County has the right to evaluate the effectiveness of services 

provided under the Disposition Plan. If County finds the services are not 
effective, the services under the Disposition Plan may be terminated at 
County’s sole discretion and Contractor must return the remaining 
Unspent Funds and its earned interest to the County. 

 
5.8.5 The Contractor must submit a Final Disposition Report to the County 

within 30 days after the scheduled completion date of an approved 
Disposition Plan. The Final Disposition Report must reflect the final 
status on the completion of all tasks included in the Disposition Plan, as 
well as all of the final outcomes of said tasks and a final statement on 
expenditures. Any Unspent Funds remaining after the completion of the 
approved Disposition Plan must be returned to the County with the Final 
Disposition Report. 

 
5.8.6 All uses of funds paid to and expended by Contractor, including Unspent 

Funds, and other financial transactions related to Contractor’s provision 
of services under this Contract are subject to review and/or audit by 
DPSS, County’s A-C or its designee. 

 
5.9 Default Method of Payment: Direct Deposit or Electronic Funds Transfer 

 
5.9.1 The County, at its sole discretion, has determined that the most efficient 

and secure default form of payment for goods and/or services provided 
under a contract with the County will be Electronic Funds Transfer (EFT) 
or direct deposit, unless an alternative method of payment is deemed 
appropriate by the A-C. 

 
5.9.2 The Contractor must submit a direct deposit authorization request via 

the website https://directdeposit.lacounty.gov with banking and vendor 
information, and any other information that the A-C determines is 
reasonably necessary to process the payment and comply with all 
accounting, record keeping, and tax reporting requirements. 

 
5.9.3 Any provision of law, grant, or funding agreement requiring a specific 

form or method of payment other than EFT or direct deposit will 
supersede this requirement with respect to those payments. 

 
5.9.4 At any time during the duration of the contract, a Contractor may submit 

a written request for an exemption to this requirement. Such request 
must be based on specific legal, business or operational needs and 
explain why the payment method designated by the A-C is not feasible 
and an alternative is necessary. The A-C, in consultation with the 
contracting department(s), will decide whether to approve exemption 
requests. 
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6 ADMINISTRATION OF CONTRACT – COUNTY 
 

A listing of all County Administration referenced in the following Subsections are 
designated in Exhibit D (County’s Administration). The County will notify the Contractor 
in writing of any change in the names or addresses shown. 
 
6.1 County Contract Section Manager (CCSM) 

 
The responsibilities of the CCSM may include:  

 
6.1.1 Ensuring that the objectives of this Contract are met; however, in no 

event will the Contractor’s obligation to fully satisfy all of the 
requirements of this Contract be relieved, excused or limited thereby. 

 
6.1.2 Providing direction to the Contractor in the areas relating to County 

policy, information requirements, and procedural requirements; 
however, in no event, will the Contractor’s obligation to fully satisfy all of 
the requirements of this Contract be relieved, excused or limited thereby. 

 
The CCSM is not authorized to make any changes in any of the terms and 
conditions of this Contract and is not authorized to further obligate the County in 
any respect whatsoever. 

 
6. 2 Supervising County Contract Administrator (SCCA) 

 
The County will designate one person who will have the authority to act as the 
SCCA on all matters pertaining to this Contract. Responsibilities of the SCCA or 
alternate may include: 

 
6.2.1 Overseeing the overall management and coordination of the operations 

of this Contract; and 
 

6.2.2 Providing direction to the Contractor on contractual or administrative 
matters relating to this Contract that cannot be resolved by the County 
Contract Administrator described in subsection 6.3; however, in no 
event will the Contractor’s obligation to fully satisfy all of the 
requirements of this Contract be relieved, excused or limited thereby. 

 
The SCCA is not authorized to make any changes in any of the terms and 
conditions of this Contract and is not authorized to further obligate the County in 
any respect whatsoever. 

 
 
 

6.3 County Contract Administrator (CCA) 
 

The County will designate one person who will have the authority to act as the 
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CCA on all matters pertaining to this Contract.  Responsibilities of the CCA or 
alternate may include:  

 
6.3.1 Overseeing the daily operations of this Contract; 
 
6.3.2 Providing direction to the Contractor in the areas relating to County 

policy, information requirements, and procedural requirements; 
however, in no event will the Contractor’s obligation to fully satisfy all of 
the requirements of this Contract be relieved, excused or limited thereby; 

6.3.3 Meeting with the Contractor’s Manager on a regular basis or as deemed 
necessary;  

 
6.3.4 Inspecting any and all tasks, deliverables, goods, services, or other work 

provided by or on behalf of the Contractor; however, in no event will the 
Contractor’s obligation to fully satisfy all of the requirements of this 
Contract be relieved, excused or limited thereby; and 

 
6.3.5 Informing Contractor of the name, address, telephone number and 

e-mail address of the CCA, in writing, at any time thereafter a change of 
CCA is made. 

 
The CCA is not authorized to make any changes in any of the terms and conditions 
of this Contract and is not authorized to further obligate County in any respect 
whatsoever. 

 
6.4 County Contract Program Manager (CCPM) 

 
The responsibilities of the CCPM includes: 
 
6.4.1 Providing direction to Contractor in the areas of County policy and 

program requirements; 
 
6.4.2 Meeting with Contractor’s Contract Manager on a regular or 

as- needed basis; 
 
The CCPM is not authorized to make any changes in any of the terms    and 
conditions of this Contract and is not authorized to further obligate the County in 
any respect whatsoever. 

 
6.5 Contract Program Monitor (CPM) 

 
The County will designate staff that will have the authority to act as the CPM.  The 
CPM responsibilities may include but are not limited to: 
 
6.5.1 Monitoring any and all tasks, deliverable, goods, services or other work 

provided by, or on behalf of, the Contractor. 
 
6.5.2 Handling all matters of monitoring and daily service operations of the 
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Contract. The CPM reports to the CCA. 
 

The CPM is not authorized to make any changes in any of the terms and conditions 
of this Contract and is not authorized to further obligate County in any respect 
whatsoever. 

 
7 ADMINISTRATION OF CONTRACT – CONTRACTOR 

 
A listing of all Contractor’s Administration referenced in the following paragraphs is 
designated in Exhibit E (Contractor’s Administration).  The Contractor will notify the 
County in writing of any change in the names of addresses shown. 

 
7.1 Contractor Manager 

 
7.1.1 Contractor Manager is designated in Exhibit E (Contractor’s 

Administration).  The Contractor must notify the County in writing of any 
change in the name or address of the Contractor Manager. 

 
7.1.2 The Contractor will designate one person who will have the authority to 

act as the Contractor Manager on all matters pertaining to this Contract.  
Responsibilities of the Contractor Manager or alternate may include: 

 
7.1.2.1 Be responsible for the Contractor’s day-to-day activities as 

related to this Contract. 
 

7.1.2.2 Meet and coordinate with the County’s CCA and CPM on a 
regular basis; 

 
7.1.2.3 Have full authority to act for the Contractor on all Contract 

matters relating to the daily operation of this Contract; 
 

7.1.2.4 Be available between 8:00 a.m. and 5:00 p.m., Monday 
through Friday, except County holidays. 

 
7.1.2.5 Be available on Saturdays, if required. 

 
7.1.2.6 Be able to read, write, speak, and understand English. 

 
7.1.2.7 Have passed a background check conducted by Contractor 

including Criminal Convictions, Welfare Fraud, and 
Employment History. 

 
7.1.2.8 Possess the education, skills and experience levels as 

described in Contractor Manager and Management 
Coordinator Job Description contained in this Exhibit A-1, 
Statement of Work, Attachment 13. 

 
7.2 Approval of Contractor’s Staff 
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County has the absolute right to approve or disapprove all of the Contractor’s staff 
performing work hereunder and any proposed changes in the Contractor’s staff, 
including, but not limited to, the Contractor Manager. 

 
7.2.1 The Contractor Manager and any alternate will be identified in writing 

prior to the Contract start date and at any time thereafter a change of 
Contractor Manager is made. 

 
7.2.2 The Contractor Manager is not authorized to make any changes in the 

Terms and Conditions of the Contract and is not authorized to obligate 
Contractor to DPSS in any way whatsoever. 

 
7.2.3 The Contractor will provide staff with background, experience and 

expertise to provide the services required in the Statement of Work. 
 

7.2.4 All Contractor staff are expected to exhibit professional behavior at all 
times while performing services under this Contract. Failure to do so is 
grounds for the County to request Contractor to immediately remove 
such staff from working on this Contract. 

 
7.3 Contractor’s Staff Identification 

 
Contractor will provide, at Contractor’s expense, all staff providing services under 
this Contract with a photo identification badge that includes the employee’s name 
and company. Such badge must be displayed on employee’s person, at all times, 
while he/she is on duty. 

 
7.4 Background and Security Investigations 

 
7.4.1 Each of Contractor’s staff performing services under this Contract, who 

is in a designated sensitive position, as determined by County in 
County's sole discretion, must undergo and pass a background 
investigation to the satisfaction of County as a condition of beginning 
and continuing to perform services under this Contract. Such 
background investigation must be obtained through fingerprints 
submitted to the California Department of Justice to include State, local, 
and federal-level review, which may include, but will not be limited to, 
criminal conviction information. The fees associated with the 
background investigation will be at the expense of the Contractor, 
regardless of whether the member of Contractor’s staff passes or fails 
the background investigation.  

 
If a member of Contractor’s staff does not pass the background 
investigation, the County may request that the member of Contractor’s 
staff be removed immediately from performing services under the 
Contract. The Contractor must comply with County’s request at any time 
during the term of the Contract.  The County will not provide to 
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Contractor or to Contractor’s staff any information obtained through the 
County’s background investigation. 

 
7.4.2 County, in its sole discretion, may immediately deny or terminate facility 

access to any member of Contractor’s staff that does not pass such 
investigation to the satisfaction of the County or whose background or 
conduct is incompatible with County facility access. 

 
7.4.3 These terms will also apply to subcontractors of County contractors. 

 
7.4.4 Disqualification of any member of Contractor’s staff pursuant to this 

subsection 7.4 will not relieve Contractor of its obligation to complete all 
work in accordance with the terms and conditions of this Contract. 

 
7.5 Confidentiality 

 
7.5.1 Contractor must maintain the confidentiality of all records and 

information in accordance with all applicable federal, State, and local 
laws, rules, regulations, ordinances, directives, guidelines, policies, and 
procedures relating to confidentiality, including, without limitation, 
County policies concerning information technology security and the 
protection of confidential records and information. 

 
7.5.2 Contractor must indemnify, defend, and hold harmless County, its 

officers, employees, and agents, from and against any and all claims, 
demands, damages, liabilities, losses, costs, and expenses, including, 
without limitation, defense costs and legal, accounting and other expert, 
consulting, or professional fees, arising from, connected with, or related 
to any failure by the Contractor, its officers, employees, agents, or 
subcontractors, to comply with this subsection 7.5, as determined by the 
County in its sole judgment. Any legal defense pursuant to Contractor’s 
indemnification obligations under this subsection 7.5 will be conducted 
by the Contractor and performed by counsel selected by the Contractor 
and approved by the County. Notwithstanding the preceding sentence, 
the County will have the right to participate in any such defense at its 
sole cost and expense, except that in the event Contractor fails to 
provide the County with a full and adequate defense, as determined by 
the County in its sole judgment, the County will be entitled to retain its 
own counsel, including, without limitation, County Counsel, and 
reimbursement from Contractor for all such costs and expenses incurred 
by the County in doing so. The Contractor will not have the right to enter 
into any settlement, agree to any injunction, or make any admission, in 
each case, on behalf of the County without the County’s prior written 
approval. 

 
7.5.3 Contractor must inform all of its officers, employees, agents, and 

subcontractors providing services hereunder of the confidentiality 
provisions of this Contract. 
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7.5.4 Contractor must sign and adhere to the provisions of Exhibit F-1, 

(Contractor Acknowledgement and Confidentiality Agreement).  
 

7.5.5 Contractor will cause each employee performing services covered by 
this Contract to sign and adhere to the provisions of Exhibit F-2, 
(Contractor Employee Acknowledgment and Confidentiality 
Agreement). 

 
7.5.6 Contractor will cause each non-employee performing services covered 

by this Contract to sign and adhere to the provisions of Exhibit F-3, 
(Contractor Non-Employee Acknowledgment and Confidentiality 
Agreement). 

 
8 STANDARD TERMS AND CONDITIONS 
 

8.1 Amendments 
 

8.1.1 For any change which affects the scope of work, term, Contract Sum, 
payments, or any term or condition included under this Contract, an 
amendment must be prepared and executed by the Contractor and by 
the DPSS Director or his/her designee. 

 
8.1.2 The County’s Board of Supervisors or Chief Executive Office or 

designee may require the addition and/or change of certain terms and 
conditions in the Contract during the term of this Contract. The County 
reserves the right to add and/or change such provisions as required by 
the County’s Board of Supervisors or Chief Executive Office. To 
implement such changes, an Amendment to the Contract must be 
prepared and executed by the Contractor and by the DPSS Director or 
his/her designee. 

 
8.1.3 The DPSS Director or his/her designee, or Board of Supervisors, may 

at his/her sole discretion, authorize extensions of time as defined in 
Section 4 (Term of Contract). The Contractor agrees that such 
extensions of time will not change any other term or condition of this 
Contract during the period of such extensions. To implement an 
extension of time, an Amendment to the Contract must be prepared and 
executed by the Contractor and by the DPSS Director or his/her 
designee. 

 
8.1.4 For any change that does not materially affect the scope of work, or any 

other term or condition included in this Contract, a Change Notice will 
be prepared and signed by the County Contract Director and the 
Contractor. 

 
8.1.5 The DPSS Director, or his/her designee, may prepare and sign 

Amendments to the Contract without further action by the County Board 
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of Supervisors under the following conditions: 
 

8.1.5.1 Amendments must be in compliance with applicable County, 
State, and federal regulations. 

 
8.1.5.2 The DPSS Director, or his/her designee, may without further 

action by County’s Board of Supervisors prepare and sign 
Amendments to this Contract to update terms to reflect current 
County, State or federal regulations or policies; and/or to 
increase or decrease the maximum contract amount of no 
more than ten percent which is commensurate with an 
increase or decrease in the services being provided under this 
Contract. 

 
8.1.5.3 The DPSS Director, or his/her designee, must obtain the 

approval of County Counsel for an amendment to this 
Contract. 

 
8.1.5.4 The County Board of Supervisors and the State of California 

have appropriated sufficient funds. 
 

8.2 Assignment and Delegation/Mergers or Acquisitions 
  

8.2.1 The contractor must notify the County of any pending 
acquisitions/mergers of its company unless otherwise legally prohibited 
from doing so. If the contractor is restricted from legally notifying the 
County of pending acquisitions/mergers, then it should notify the County 
of the actual acquisitions/mergers as soon as the law allows and provide 
to the County the legal framework that restricted it from notifying the 
County prior to the actual acquisitions/mergers. 

 
8.2.2 The contractor must not assign, exchange, transfer, or delegate its rights 

or duties under this Contract, whether in whole or in part, without the 
prior written consent of County, in its discretion, and any attempted 
assignment, delegation or otherwise transfer of its rights or duties, 
without such consent will be null and void. For purposes of this 
paragraph, County consent will require a written Amendment to the 
Contract, which is formally approved and executed by the parties. Any 
payments by the County to any approved delegatee or assignee on any 
claim under this Contract will be deductible, at County’s sole discretion, 
against the claims, which the contractor may have against the County. 

 
8.2.3 Shareholders, partners, members, or other equity holders of contractor 

may transfer, sell, exchange, assign, or divest themselves of any interest 
they may have therein. However, in the event any such sale, transfer, 
exchange, assignment, or divestment is effected in such a way as to 
give majority control of contractor to any person(s), corporation, 
partnership, or legal entity other than the majority controlling interest 
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therein at the time of execution of the Contract, such disposition is an 
assignment requiring the prior written consent of County in accordance 
with applicable provisions of this Contract. 

 
8.2.4 Any assumption, assignment, delegation, or takeover of any of the 

contractor’s duties, responsibilities, obligations, or performance of same 
by any person or entity other than the contractor, whether through 
assignment, subcontract, delegation, merger, buyout, or any other 
mechanism, with or without consideration for any reason whatsoever 
without County’s express prior written approval, will be a material breach 
of the Contract which may result in the termination of this Contract. In 
the event of such termination, County will be entitled to pursue the same 
remedies against contractor as it could pursue in the event of default by 
contractor. 

 
8.3 Authorization Warranty 

 
The Contractor represents and warrants that the person executing this Contract 
for the Contractor is an authorized agent who has actual authority to bind the 
Contractor to each and every term, condition, and obligation of this Contract and 
that all requirements of the Contractor have been fulfilled to provide such actual 
authority. 

 
8.4 Budget Reductions 

 
In the event that the County’s Board of Supervisors adopts, in any FY, a County 
Budget which provides for reductions in the salaries and benefits paid to the 
majority of County employees and imposes similar reductions with respect to 
County contracts, the County reserves the right to reduce its payment obligation 
under this Contract correspondingly for that FY and any subsequent fiscal year 
during the term of this Contract (including any extensions), and the services to be 
provided by the Contractor under this Contract will also be reduced 
correspondingly. The County’s notice to the Contractor regarding said reduction in 
payment obligation will be provided within 30 calendar days of the Board’s 
approval of such actions. Except as set forth in the preceding sentence, the 
Contractor must continue to provide all of the services set forth in this Contract. 

 
8.5 Complaints 

 
The Contractor must develop, maintain, and operate procedures for receiving, 
investigating, and responding to complaints.  

 
8.5.1 Complaint Procedures 

 
8.5.1.1 Within 15 business days after Contract effective date, the 

Contractor must provide the County with the Contractor’s 
policy for receiving, investigating, and responding to user 
complaints. 
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8.5.1.2 The County will review the Contractor’s policy and provide the 

Contractor with approval of said plan or with requested 
changes. 

 
8.5.1.3 If the County requests changes in the Contractor’s policy, the 

Contractor must make such changes and resubmit the plan 
within five business days for County approval. 

 
8.5.1.4 If, at any time, the Contractor wishes to change the 

Contractor’s policy, the Contractor must submit proposed 
changes to the County for approval before implementation. 

 
8.5.1.5 The Contractor must preliminarily investigate all complaints 

and notify the CCD of the status of the investigation within five 
business days of receiving the complaint. 

 
8.5.1.6 When complaints cannot be resolved informally, a system of 

follow-through must be instituted which adheres to formal 
plans for specific actions and strict time deadlines. 

 
8.5.1.7 Copies of all written responses must be sent to the CCD within 

three business days of mailing to the complainant. 
 

8.5.2 The Contractor must report the following incidents to the County: 
 

8.5.2.1 Any accident or incident relating to services performed under 
this Contract which involves injury or property damage which 
may result in the filing of a claim or lawsuit against the 
Contractor and/or the County. Such report must be made in 
writing within 24 hours of occurrence. 

 
8.5.2.2 Any third-party claim or lawsuit filed against the Contractor 

arising from or related to services performed by the Contractor 
under this Contract. 

 
8.5.2.3 Any injury to a contractor employee that occurs on County 

property. This report must be submitted on a County 
“Non-employee Injury Report” to the CCA. 

 
8.5.2.4 Any loss, disappearance, destruction, misuse, or theft of any 

kind whatsoever of County property, monies, or securities 
entrusted to the Contractor under the terms of this Contract. 

 
 
 

8.6 Compliance with Applicable Law 
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8.6.1 In the performance of this Contract, Contractor must comply with all 
applicable federal, State, and local laws, rules, regulations, ordinances, 
directives, guidelines, policies and procedures, and all provisions 
required thereby to be included in this Contract are hereby incorporated 
herein by reference. These will include, but are not limited to: 

 
1. California Welfare & Institutions Code; 

 
2. CDSS Manual of Policies and Procedures. 

 
3. CDSS Operational Manual; 

 
4. Social Security Act; 

 
5. State Energy and Efficiency Plan (Title 24, California 

Administrative Code); 
 

6. Clean Air Act (42 U.S.C. 7401-7671q); 
 

7. Federal Water Pollution Control Act (33 U.S.C. 1251- 1387) as 
amended; 

 
8. Executive Order 11738 and Environmental Protection Agency 

Regulations (40 CFR Part 15); 
 

9. Equal Employment Opportunity (EEO) {Executive Order 11246 
Amended by Executive Order 11375 and supplemented in 
Department of Labor Regulations, 41 CFR, Part 60}; and 

 
10. Various State regulations and releases listed on several 

attached Exhibits. 
 

8.6.2 Contractor must indemnify, defend, and hold harmless County, its 
officers, employees, and agents, from and against any and all claims, 
demands, damages, liabilities, losses, costs, and expenses, including, 
without limitation, defense costs and legal, accounting, and other expert 
consulting or professional fees, arising from, connected with, or related 
to any failure by Contractor, its officers, employees, agents, or 
subcontractors, to comply with any such laws, rules, regulations, 
ordinances, directives, guidelines, policies, or procedures, as 
determined by County in its sole judgment. Any legal defense pursuant 
to Contractor’s indemnification obligations under this Subsection 8.6 
(Compliance with Applicable Laws) will be conducted by Contractor and 
performed by counsel selected by Contractor and approved by County. 
Notwithstanding the preceding sentence, County will have the right to 
participate in any such defense at its sole cost and expense, except that 
in the event Contractor fails to provide County with a full and adequate 
defense, as determined by County in its sole judgment, County will be 



 

 
Job Readiness, Career Planning, and Vocational Assessment Services 47          
Contract #: JRCP-24-01  
          

entitled to retain its own counsel, including, without limitation, County 
Counsel, and reimbursement from Contractor for all such costs and 
expenses incurred by County in doing so. Contractor will not have the 
right to enter into any settlement, agree to any injunction or other 
equitable relief, or make any admission, in each case, on behalf of 
County without County’s prior written approval. 
 

8.7 Compliance with Civil Rights Laws 
 

The Contractor hereby assures that it will comply with Subchapter VI and VII of the 
Civil Rights Act of 1964, 42 USC Sections 2000 © (1) through 2000 © (17), to the 
end that  no person will, on the grounds of race, color, ancestry, national origin 
(including language), ethnic group identification, age, physical or mental disability, 
medical condition, religion, sex, gender, gender identity or expression, sexual 
orientation, marital status, domestic partnership, political affiliation, citizenship, 
immigration status, and genetic information be excluded from participation in, be 
denied the benefits of, or be otherwise subjected to discrimination or retaliation 
under this Contract or under any project, program, or activity supported by this 
Contract.  Additionally, Contractor certifies to the County: 

 
8.7.1 That contractor has a written policy statement prohibiting discrimination 

in all phases of employment. 
 
8.7.2 That contractor periodically conducts a self-analysis or utilization 

analysis of its work force. 
 
8.7.3 That contractor has a system for determining if its employment practices 

are discriminatory against protected groups. 
 
8.7.4 Where problems are identified in employment practices, the contractor 

has a system for taking reasonable corrective action, to include 
establishment of goals or timetables. 

 
8.7.5 In addition, Contractor will abide by all provisions contained in the Civil 

Rights Handbook. The Civil Rights Handbook incorporates the Civil 
Rights requirements and other mandated federal and State 
requirements that must be adhered to by DPSS, its Contractors, and 
subcontractors. They include, but are not limited to, the following: 

 
8.7.5.1 Ensuring that public contact staff performing work under this 

Contract, attends the mandatory DPSS- provided Civil Rights 
and Americans with Disabilities Act (ADA) Title II trainings; 

 
8.7.5.2 Effectively identifying the CalWORKs Participant’s 

designated/preferred language; 
 

8.7.5.3 Ensuring that notices sent to CalWORKs Participants are in 
their respective designated/preferred language; 
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8.7.5.4 Providing interpreters so that DPSS can ensure meaningful 

access to services for all CalWORKs Participants; 
 

8.7.5.5 Maintaining records that include any Civil Rights related 
correspondence pertaining to CalWORKs   Participants; 

 
8.7.5.6 Ensuring that all Civil Rights complaints of discriminatory 

treatment, including alleged ADA violations, are listed on an 
internal complaint log;  

 
8.7.5.7 Collecting data necessary to monitor compliance with Civil 

Rights requirements; 
 
8.7.5.8 Contractor must maintain records that include any Civil Rights 

related correspondence pertaining to participants, such as the 
Interpreter Services Statement and Confidentiality Agreement 
(CR 6181), which is used to document language services 
requirements when customers use their own interpreter; 
inform customers about risks when they use their own 
interpreter; document customers own interpreter 
confidentiality agreement, and must document in the case 
records whether language services and ADA 
accommodations were provided.  

 
8.7.5.9 Contractor must ensure that the PUB 13, Your Rights Under 

California Benefits Programs and PA 2457, Civil Rights 
Information Notice is explained and reviewed with all clients 
and made available in all waiting areas in all DPSS threshold 
languages. 

 
8.8 Compliance with the County’s Jury Service Program 

 
8.8.1 Jury Service Program 

 
This Contract is subject to the provisions of the County’s ordinance 
entitled Contractor Employee Jury Service (“Jury Service Program”) as 
codified in Sections 2.203.010 through 2.203.090 of the Los Angeles 
County Code. 

 
8.8.2 Written Employee Jury Service Policy 

 
8.8.2.1 Unless the Contractor has demonstrated to the County’s 

satisfaction either that the Contractor is not a “contractor” as 
defined under the Jury Service Program   (Section 2.203.020 
of the County Code) or that the Contractor qualifies for an 
exception to the Jury Service Program (Section 2.203.070 of 
the County Code), the Contractor must have and adhere to a 

https://library.municode.com/ca/los_angeles_county/codes/code_of_ordinances?nodeId=TIT2AD_DIV4MIRE_CH2.203COEMJUSE_2.203.010FI
https://library.municode.com/ca/los_angeles_county/codes/code_of_ordinances?nodeId=TIT2AD_DIV4MIRE_CH2.203COEMJUSE_2.203.010FI
https://library.municode.com/ca/los_angeles_county/codes/code_of_ordinances?nodeId=TIT2AD_DIV4MIRE_CH2.203COEMJUSE_2.203.020DE
https://library.municode.com/ca/los_angeles_county/codes/code_of_ordinances?nodeId=TIT2AD_DIV4MIRE_CH2.203COEMJUSE_2.203.020DE
https://library.municode.com/ca/los_angeles_county/codes/code_of_ordinances?nodeId=TIT2AD_DIV4MIRE_CH2.203COEMJUSE_2.203.070EX
https://library.municode.com/ca/los_angeles_county/codes/code_of_ordinances?nodeId=TIT2AD_DIV4MIRE_CH2.203COEMJUSE_2.203.070EX
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written policy that provides that its Employees will receive 
from the Contractor, on an annual basis, no less than five days 
of regular pay for actual jury service. The policy may provide 
that Employees deposit any fees received for such jury 
service with the Contractor or that the Contractor deduct from 
the Employee’s regular pay the fees received for jury service. 

 
8.8.2.2 For purposes of this paragraph, “Contractor” means a person, 

partnership, corporation or other entity which has a contract 
with the County or a subcontract with a County contractor and 
has received or will receive an aggregate sum of fifty thousand 
dollars ($50,000) or more in any 12-month period under one 
or more County contracts or subcontracts. “Employee” means 
any California resident who is a full-time employee of the 
Contractor. “Full-time” means 40 hours or more worked per 
week, or a lesser number of hours if: 1) the lesser number is 
a recognized industry standard as determined by the County, 
or 2) the Contractor has a long-standing practice that defines 
the lesser number of hours as full-time. Full-time employees 
providing short-term, temporary services of 90 days or less 
within a 12-month period are not considered full-time for   
purposes of the Jury Service Program. If the Contractor uses 
any subcontractor to perform services for the County under 
the Contract, the subcontractor will also be subject to the 
provisions of this paragraph. The provisions of this paragraph 
will be inserted into any such subcontract agreement and a 
copy of the Jury Service Program must be attached to the 
Contract. 

 
8.8.2.3 If the Contractor is not required to comply with the Jury 

Service Program when the Contract commences, the 
Contractor will have a continuing obligation to review the 
applicability of its “exception status” from the Jury Service 
Program, and the Contractor must immediately notify the 
County if the Contractor at any time either comes within the 
Jury Service Program’s definition of “Contractor” or if the 
Contractor no longer qualifies for an exception to the Jury 
Service Program. In either event, the Contractor must 
immediately implement a written policy consistent with the 
Jury Service Program. The County may also require, at any 
time during the Contract and at its sole discretion, that the 
Contractor demonstrate, to the County’s satisfaction that the 
contractor either continues to remain outside of the Jury 
Service Program’s definition of “Contractor” and/or that the 
Contractor continues to qualify for an exception to the 
Program. 

 
8.8.2.4 Contractor’s violation of this paragraph of the Contract may 
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constitute a material breach of the Contract. In the event of 
such material breach, County may, in its sole discretion, 
terminate the Contract and/or bar the Contractor from the 
award of future County contracts for a period of time 
consistent with the seriousness of the breach. 

 
8.9 Conflict of Interest 

 
8.9.1 No County employee whose position with the County enables such 

employee to influence the award of this Contract or any competing 
Contract, and no spouse or economic dependent of such employee, will 
be employed in any capacity by the Contractor or have any other direct 
or indirect financial interest in this Contract. No officer or employee of 
the Contractor who may financially benefit from the performance of work 
hereunder will in any way participate in the County’s approval, or 
ongoing evaluation, of such work, or in any way attempt to unlawfully 
influence the County’s approval or ongoing evaluation of such work. 

 
8.9.2 The Contractor must comply with all conflict-of-interest laws, 

ordinances, and regulations now in effect or hereafter to be enacted 
during the term of this Contract. The Contractor warrants that it is not 
now aware of any facts that create a conflict of interest. If the Contractor 
hereafter becomes aware of any facts that might reasonably be 
expected to create a conflict of interest, it must immediately make full 
written disclosure of such facts to the County. Full written disclosure 
must include, but is not limited to, identification of all persons implicated 
and a complete description of all relevant circumstances. Failure to 
comply with the provisions of this paragraph will be a material breach of 
this Contract. 

 
8.10 Consideration of Hiring County Employees Targeted for Layoffs or are on a 

County Re-Employment List 
 

Should the Contractor require additional or replacement personnel after the 
effective date of this Contract to perform the services set forth herein, the 
Contractor must give first consideration for such employment openings to qualified, 
permanent County employees who are targeted for layoff or qualified, former 
County employees who are on a re-employment list during the life of this Contract. 
However, Contractor is bound by this Subsection 8.10 to the extent that this 
Subsection 8.10 does not contradict State law, a preexisting Collective Bargaining 
Agreement, or Contractor’s Personnel Commission requirements.   

 
8.11 Consideration of Hiring GAIN-START/CFET Participants 

 
8.11.1 Should the Contractor require additional or replacement personnel after 

the effective date of this Contract, the Contractor will give consideration 
for any such employment openings to participants in the County‘s GAIN 
Program or START Program who meet the Contractor’s minimum 
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qualifications for the open position. For this purpose, consideration will 
mean that the Contractor will interview qualified candidates. The County 
will refer GAIN-START/CFET participants by job category to the 
Contractor. Contractors must report all job openings with job  
requirements to: GAINSTART@DPSS.LACOUNTY.GOV  and 
BSERVICES@WDACS.LACOUNTY.GOV  and DPSS will refer qualified 
GAIN/START/CFET job candidates. 

 
8.11.2 In the event that both laid-off County employees and 

GAIN/START/CFET participants are available for hiring, County 
employees must be given first priority. However, Contractor is bound by 
this Subsection 8.11 to the extent that this Subsection 8.11 does not 
contradict State law, a preexisting Collective Bargaining Agreement, or 
Contractor’s Personnel Commission requirements.  
 

8.12 Contractor Responsibility and Debarment 
 

8.12.1 Responsible Contractor 
 

A responsible contractor is a contractor who has demonstrated the 
attribute of trustworthiness, as well as quality, fitness, capacity and 
experience to satisfactorily perform the contract. It is the County’s policy 
to conduct business only with responsible contractors. 

 
8.12.2 Chapter 2.202 of the County Code 

 
The Contractor is hereby notified that, in accordance with Chapter 2.202 
of the County Code, if the County acquires information concerning the 
performance of the Contractor on this or other contracts which indicates 
that the Contractor is not responsible, the County may, in addition to 
other remedies provided in the Contract, debar the Contractor from 
bidding or proposing on, or being awarded, and/or performing work on 
County contracts for a specified period of time, which generally will not 
exceed five years but may exceed five years or be permanent if 
warranted by the circumstances, and terminate any or all existing 
contracts the Contractor may have with the County. 

 
8.12.3 Non-responsible contractor 

 
The County may debar a contractor if the Board of Supervisors finds, in 
its discretion, that the Contractor has done any of the following: 1) 
violated a term of a contract with the County or a nonprofit corporation 
created by the County, 2) committed an act or omission which negatively 
reflects on the Contractor’s quality, fitness, or capacity to perform a 
contract with the County, any other public entity, or a nonprofit 
corporation created by the County, or engaged in a pattern or practice 
which negatively reflects on same, 3) committed an act or offense which 
indicates a lack of business integrity or business honesty, or 4) made or 

mailto:GAINSTART@DPSS.LACOUNTY.GOV
mailto:BSERVICES@WDACS.LACOUNTY.GOV
https://library.municode.com/ca/los_angeles_county/codes/code_of_ordinances?nodeId=TIT2AD_DIV4MIRE_CH2.202DECONSPCODE_2.202.030DECONSP
https://library.municode.com/ca/los_angeles_county/codes/code_of_ordinances?nodeId=TIT2AD_DIV4MIRE_CH2.202DECONSPCODE_2.202.030DECONSP
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submitted a false claim against the County or any other public entity. 
 

8.12.4 Contractor Hearing Board 
 

8.12.4.1 If there is evidence that the Contractor may be subject to 
debarment, the Department will notify the Contractor in writing 
of the evidence which is the basis for the proposed debarment 
and will advise the Contractor of the scheduled date for a 
debarment hearing before the Contractor Hearing Board. 

 
8.12.4.2 The Contractor Hearing Board will conduct a hearing where 

evidence on the proposed debarment is presented. The 
Contractor and/or the Contractor’s representative will be given 
an opportunity to submit evidence at that hearing. After the 
hearing, the Contractor Hearing Board will prepare a tentative 
proposed decision, which will contain a recommendation 
regarding whether the Contractor should be debarred, and, if 
so, the appropriate length of time of the debarment. The 
Contractor and the Department will be provided an 
opportunity to object to the tentative proposed decision prior 
to its presentation to the Board of Supervisors. 

 
8.12.4.3 After consideration of any objections, or if no objections are 

submitted, a record of the hearing, the proposed decision, and 
any other recommendation of the Contractor Hearing Board 
will be presented to the Board of Supervisors. The Board of 
Supervisors will have the right to modify, deny, or adopt the 
proposed decision and recommendation of the Contractor 
Hearing Board. 

 
8.12.4.4 If a contractor has been debarred for a period longer than five 

years, that contractor may after the debarment has been in 
effect for at least five years, submit a written request for review 
of the debarment determination to reduce the period of 
debarment or terminate the debarment. The County may, in 
its discretion, reduce the period of debarment or terminate the 
debarment if it finds that the Contractor has adequately 
demonstrated one or more of the following: 1) elimination of 
the grounds for which the debarment was imposed; 2) a bona 
fide change in ownership or management; 3) material 
evidence discovered after debarment was imposed; or 4) any 
other reason that is in the best interests of the County. 

 
8.12.4.5 The Contractor Hearing Board will consider a request for 

review of a debarment determination only where 1) the 
Contractor has been debarred for a period longer than five 
years; 2) the debarment has been in effect for at least five 
years; and 3) the request is in writing, states one or more of 
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the grounds for reduction of the debarment period or 
termination of the debarment and includes supporting 
documentation. Upon receiving an appropriate request, the 
Contractor Hearing Board will provide notice of the hearing on 
the request. At the hearing, the Contractor Hearing Board will 
conduct a hearing where evidence on the proposed reduction 
of debarment period or termination of debarment is presented. 
This hearing will be conducted and the request for review 
decided by the Contractor Hearing Board pursuant to the 
same procedures as for a debarment hearing. 

 
8.12.4.6 The Contractor Hearing Board’s proposed decision will 

contain a recommendation on the request to reduce the 
period of debarment or terminate the debarment. The 
Contractor Hearing Board will present its proposed decision 
and recommendation to the Board of Supervisors. The Board 
of Supervisors will have the right to modify, deny, or adopt the 
proposed decision and recommendation of the Contractor 
Hearing Board. 

 
8.12.5 Subcontractors of Contractor 

 
These terms will also apply to subcontractors of County Contractors. 

 
8.13 Contractor’s Acknowledgement of County’s Commitment to Safely 

Surrendered Baby Law 
 

The Contractor acknowledges that the County places a high priority on the 
implementation of the Safely Surrendered Baby Law. The Contractor understands 
that it is the County’s policy to encourage all County contractors to voluntarily post 
the County’s “Safely Surrendered Baby Law” poster, Exhibit H, in a prominent 
position at the Contractor’s place of business. The Contractor will also encourage 
its subcontractors, if any, to post this poster in a prominent position in the 
subcontractor’s place of business. Information and posters for printing are 
available at: 
 

  https://lacounty.gov/residents/public-safety/baby-safe-surrender-program/ 
 

8.14 Contractor’s Warranty of Adherence to County’s Child Support Compliance 
Program 

 
8.14.1 The Contractor acknowledges that the County has established a goal of 

ensuring that all individuals who benefit financially from the County 
through contracts are in compliance with their court-ordered child, 
family, and spousal support obligations in order to mitigate the economic 
burden otherwise imposed upon the County and its taxpayers. 

 
8.14.2 As required by the County’s Child Support Compliance Program (County 

https://lacounty.gov/residents/public-safety/baby-safe-surrender-program/
https://library.municode.com/ca/los_angeles_county/codes/code_of_ordinances?nodeId=TIT2AD_DIV4MIRE_CH2.200LOANCOCHSUCOPR
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Code Chapter 2.200) and without limiting the Contractor’s duty under 
this Contract to comply with all applicable provisions of law, the 
Contractor warrants that it is  now in compliance and will during the term 
of this Contract maintain compliance with employment and wage 
reporting requirements as required by the Federal Social Security Act 
(42 USC Section 653a) and California Unemployment Insurance Code 
Section 1088.5, and will implement all lawfully served Wage and 
Earnings Withholding Orders or Child Support Services Department 
Notices of Wage and Earnings Assignment for Child, Family or Spousal 
Support, pursuant to Code of Civil Procedure Section 706.031 and 
Family Code Section 5246(b). 

 
8.15 County’s Quality Assurance Plan 

 
The County or its agent(s) will monitor the Contractor’s performance under this 
Contract on not less than an annual basis. Such monitoring will include assessing 
the Contractor’s compliance with all Contract terms and conditions and 
performance standards. Contractor deficiencies which the County determines are 
significant or continuing and that may place performance of the Contract in 
jeopardy if not corrected will be reported to the Board of Supervisors and listed in 
the appropriate contractor performance database. The report to the Board will 
include improvement/corrective action measures taken by the County and the 
Contractor. If improvement does not occur consistent with the corrective action 
measures, the County may terminate this Contract or impose other penalties as 
specified in this Contract. 

 
8.16 Damage to County Facilities, Buildings or Grounds 

 
8.16.1 The Contractor will repair, or cause to be repaired, at its own cost, any 

and all damage to County facilities, buildings, or grounds caused by the 
Contractor or employees or agents of the Contractor. Such repairs must 
be made immediately after the Contractor has become aware of such 
damage, but in no event later than 30 days after the occurrence. 

 
8.16.2 If the Contractor fails to make timely repairs, the County may make any 

necessary repairs. All costs incurred by the County, as determined by 
the County, for such repairs must be repaid by the Contractor by cash 
payment upon demand. 

 
8.17 Employment Eligibility Verification 

 
8.17.1 The Contractor warrants that it fully complies with all Federal and State 

statutes and regulations regarding the employment of aliens and others 
and that all its employees performing work under this Contract meet the 
citizenship or alien status requirements set forth in Federal and State 
statutes and regulations. The Contractor must obtain from all employees 
performing work hereunder, all verification and other documentation of 
employment eligibility status required by federal and State statutes and 

https://library.municode.com/ca/los_angeles_county/codes/code_of_ordinances?nodeId=TIT2AD_DIV4MIRE_CH2.200LOANCOCHSUCOPR
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regulations including, but not limited to, the Immigration Reform and 
Control Act of 1986, (P.L. 99-603), or as they currently exist and as they 
may be hereafter amended. The Contractor will retain all such 
documentation for all covered employees for the period prescribed by 
law. 

 
8.17.2 The Contractor must indemnify, defend, and hold harmless, the County, 

its agents, officers, and employees from employer sanctions and any 
other liability which may be assessed against the Contractor or the 
County or both in connection with any alleged violation of any federal or 
State statutes or regulations pertaining to the eligibility for employment 
of any persons performing work under this Contract. 

 
8.18 Counterparts and Electronic Signatures and Representations 

 
This Contract may be executed in two or more counterparts, each of which will be 
deemed an original but all of which together will constitute one and the same 
Contract. The facsimile, email or electronic signature of the parties will be deemed 
to constitute original signatures, and facsimile or electronic copies hereof will be 
deemed to constitute duplicate originals.  The County and the Contractor hereby 
agree to regard electronic representations of original signatures of authorized 
officers of each party, when appearing in appropriate places on the Amendments 
prepared pursuant to subsection 8.1 (Amendments) and received via 
communications facilities (facsimile, email or electronic signature), as legally 
sufficient evidence that such legally binding signatures have been affixed to 
Amendments to this Contract. 

 
8.19 Fair Labor Standards 

 
The Contractor must comply with all applicable provisions of the Federal Fair Labor 
Standards Act and must indemnify, defend, and hold harmless the County and its 
agents, officers, and employees from any and all liability, including, but not limited 
to, wages, overtime pay, liquidated damages, penalties, court costs, and attorneys’ 
fees arising  under any wage and hour law, including, but not limited to, the Federal 
Fair Labor Standards Act, for work performed by the Contractor’s employees for 
which the County may be found jointly or solely liable. 

 
8.20 Force Majeure 

 
8.20.1 Neither party will be liable for such party’s failure to perform  its 

obligations under and in accordance with this Contract, if such failure 
arises out of fires, floods, epidemics, pandemics, quarantine restrictions, 
other natural occurrences, strikes, lockouts (other than a lockout by such 
party or any of such party’s subcontractors), freight embargoes, or other 
similar events to those described above, but in every such case the 
failure to perform must be totally beyond the control and without any fault 
or negligence of such party (such events are  referred to in this 
paragraph as “force majeure events”). 
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8.20.2 Notwithstanding the foregoing, a default by a subcontractor of contractor 

will not constitute a force majeure event, unless such default arises out 
of causes beyond the control of both contractor and such subcontractor, 
and without any fault or negligence of either of them. In such case, 
contractor will not be liable for failure to perform, unless the goods or 
services to be furnished by the subcontractor were obtainable from other 
sources in sufficient time to permit contractor to meet the required 
performance schedule. As used in this section, the term “subcontractor” 
and “subcontractors” mean subcontractors at any tier. 

 
8.20.3 In the event contractor’s failure to perform arises out of a force majeure 

event, contractor agrees to use commercially reasonable best efforts to 
obtain goods or services from other sources, if applicable, and to 
otherwise mitigate the damages and reduce the delay caused by such 
force majeure event. 

 
8.21 Governing Law, Jurisdiction, and Venue 

 
This Contract will be governed by, and construed in accordance with, the laws of 
the State of California. The Contractor agrees and consents to the exclusive 
jurisdiction of the courts of the State of California for all purposes regarding this 
Contract and further agrees and consents that venue of any action brought 
hereunder will be exclusively in the County of Los Angeles. 

 
8.22 Independent Contractor Status 

 
8.22.1 This Contract is by and between the County and the Contractor and is 

not intended, and must not be construed, to create the relationship of 
agent, servant, employee, partnership, joint venture, or association, as 
between the County and the Contractor. The employees and agents of 
one party must not be, or be construed to be, the employees or agents 
of the other party for any purpose whatsoever. 

 
8.22.2 The Contractor will be solely liable and responsible for providing to, or 

on behalf of, all persons performing work pursuant to this Contract all 
compensation and benefits. The County will have no liability or 
responsibility for the payment of any salaries, wages, unemployment 
benefits, disability benefits, federal, State, or local taxes, or other 
compensation,   benefits, or taxes for any personnel provided by or on 
behalf of the Contractor. 

 
8.22.3 The Contractor understands and agrees that all persons performing 

work pursuant to this Contract are, for purposes of Workers’ 
Compensation liability, solely employees of the contractor and not 
employees of the County. The Contractor will be solely liable and 
responsible for furnishing any and all Workers’ Compensation benefits 
to any person as a result of any injuries arising from or connected with 
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any work performed by or on behalf of the Contractor pursuant to this 
Contract. 

 
8.22.4 The Contractor must adhere to the provisions stated in subsection 7.5 

(Confidentiality). 
 

8.23 Indemnification 
 

The Contractor must indemnify, defend, and hold harmless the County, its Special 
Districts, elected and appointed officers, employees, agents, and volunteers 
(County Indemnitees) from and against any and all liability, including but not limited 
to demands, claims, actions, fees, costs and expenses (including attorney and 
expert witness fees), arising from and/or relating to this Contract, except for such 
loss or damage arising from the sole negligence or willful misconduct of the County 
indemnitees. 

 
8.24 General Provisions for all Insurance Coverage 

 
8.24.1 Without limiting Contractor’s indemnification of County, and in the 

performance of this Contract and until all of its obligations pursuant to 
this Contract have been met, Contractor must provide and maintain at 
its own expense insurance coverage satisfying the requirements 
specified in subsections 8.24 and 8.25 of this Contract. These minimum 
insurance coverage terms, types, and limits (the “Required Insurance”) 
also are in addition to and separate from any other contractual obligation 
imposed upon Contractor pursuant to this Contract. The County in no 
way warrants that the Required Insurance is sufficient to protect the 
Contractor for liabilities which may arise from or relate to this Contract. 

 
8.24.2 Evidence of Coverage and Notice to County 
 

8.24.2.1 Certificate(s) of insurance coverage (Certificate) satisfactory 
to County, and a copy of an Additional Insured endorsement 
confirming County and its Agents (defined below) has been 
given Insured status under the Contractor’s General Liability 
policy, must be delivered to County at the address shown 
below and provided prior to commencing services under this 
Contract. 

 
8.24.2.2 Renewal Certificates must be provided to County not less 

than ten days prior to contractor’s policy expiration dates. The 
County reserves the right to obtain complete, certified copies 
of any required contractor and/or subcontractor insurance 
policies at any time. 

 
8.24.2.3 Certificates must identify all Required Insurance coverage 

types and limits specified herein, reference this Contract by 
name or number, and be signed by an authorized 



 

 
Job Readiness, Career Planning, and Vocational Assessment Services 58          
Contract #: JRCP-24-01  
          

representative of the insurer(s). The Insured party named on 
the Certificate must match the name of the Contractor 
identified as the contracting party in this Contract. Certificates 
must provide the full name of each insurer providing 
coverage, its NAIC (National Association of Insurance 
Commissioners) identification number, its financial rating, the 
amounts of any policy deductibles or self-insured retentions 
exceeding fifty thousand dollars ($50,000), and list any 
County required endorsement forms. 

 
8.24.2.4 Neither the County’s failure to obtain, nor the County’s receipt 

of, or failure to object to a non-complying insurance certificate 
or endorsement, or any other insurance documentation or 
information provided by the Contractor, its insurance broker(s) 
and/or insurer(s), will be construed as a waiver of any of the 
Required Insurance provisions. 

 
8.24.2.5 Certificates and copies of any required endorsements must 

be sent to the attention of the CCA listed in Exhibit D. 
 

8.24.2.6 Contractor also must promptly report to County any injury or 
property damage accident or incident, including any injury to 
a contractor employee occurring on County property, and any 
loss, disappearance, destruction, misuse, or theft of County 
property, monies or securities entrusted to contractor. 
Contractor also must promptly notify County of any third-party 
claim or suit filed against contractor or any of its 
subcontractors which arises from or relates to this Contract 
and could result in the filing of a claim or lawsuit against 
contractor and/or County. 

 
8.24.3 Additional Insured Status and Scope of Coverage 

 
The County of Los Angeles, it’s Special Districts, Elected Officials, 
Officers, Agents, employees, and volunteers (collectively County and its 
Agents) must be provided additional insured status under contractor’s 
General Liability policy with respect to liability arising out of contractor’s 
ongoing and completed operations performed on behalf of the County. 
County and its Agents additional insured status must apply with respect 
to liability and defense of suits arising out of the Contractor’s acts or 
omissions, whether such liability is attributable to the Contractor or to 
the County. The full policy limits and scope of protection also must apply 
to the County and its Agents as an additional insured, even if they 
exceed the County’s minimum Required Insurance specifications 
herein. Use of an automatic additional insured endorsement form is 
acceptable providing it satisfies the Required Insurance provisions 
herein. 

 
8.24.4 Cancellation of or Changes in Insurance 
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Contractor must provide County with, or contractor’s insurance policies 
must contain a provision that County will receive, written notice of 
cancellation or any change in Required Insurance, including insurer, 
limits of coverage, term of coverage, or policy period. The written notice 
must be provided to County at least ten days in advance of cancellation 
for non-payment of premium and 30 days in advance for any other 
cancellation or policy change. Failure to provide written notice of 
cancellation or any change in Required Insurance may constitute a 
material breach of the Contract, in the sole discretion of the County, 
upon which the County may suspend or terminate this Contract. 

 
8.24.5 Failure to Maintain Insurance 

 
Contractor’s failure to maintain or to provide acceptable evidence that it 
maintains the Required Insurance will constitute a material breach of the 
Contract, upon which County immediately may withhold payments due 
to contractor, and/or suspend or terminate this Contract. County, at its 
sole discretion, may obtain damages from contractor resulting from said 
breach. Alternatively, the County may purchase the Required Insurance, 
and without further notice to contractor, deduct the premium cost from 
sums due to contractor or pursue contractor reimbursement. 

 
8.24.6 Insurer Financial Ratings 

 
Coverage must be placed with insurers acceptable to the County with 
A.M. Best ratings of not less than A:VII unless otherwise approved by 
County. 

 
8.24.7 Contractor’s Insurance Must Be Primary 

 
Contractor’s insurance policies, with respect to any claims related to this 
Contract, must be primary with respect to all other sources of coverage 
available to contractor. Any County maintained insurance or self-
insurance coverage must be in excess of and not contribute to any 
contractor coverage. 

 
8.24.8 Waivers of Subrogation 

 
To the fullest extent permitted by law, the Contractor hereby waives its 
rights and its insurer(s)’ rights of recovery against County under all the 
Required Insurance for any loss arising from or relating to this Contract. 
The Contractor must require its insurers to execute any waiver of 
subrogation endorsements which may be necessary to affect such 
waiver. 
 

8.24.9 Subcontractor Insurance Coverage Requirements 
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Contractor must include all subcontractors as insureds under 
Contractor’s own policies or must provide County with each 
subcontractor’s separate evidence of insurance coverage. Contractor 
will be responsible for verifying each subcontractor complies with the 
Required Insurance provisions herein and must require that each 
subcontractor name the County and contractor as additional insureds on 
the subcontractor’s General Liability policy. Contractor must obtain 
County’s prior review and approval of any subcontractor request for 
modification of the Required Insurance. 

 
8.24.10 Deductibles and Self-Insured Retentions (SIRs) 

 
Contractor’s policies will not obligate the County to pay any portion of 
any contractor deductible or SIR. The County retains the right to require 
contractor to reduce or eliminate policy deductibles and SIRs as 
respects the County, or to provide a bond guaranteeing contractor’s 
payment of all deductibles and SIRs, including all related claims 
investigation, administration and defense expenses. Such bond must be 
executed by a corporate surety licensed to transact business in the State 
of California. 

 
8.24.11 Claims Made Coverage 

 
If any part of the Required Insurance is written on a claim made basis, 
any policy retroactive date will precede the effective date of this 
Contract. Contractor understands and agrees it will maintain such 
coverage for a period of not less than three years following Contract 
expiration, termination, or cancellation. 

 
8.24.12 Application of Excess Liability Coverage 

 
Contractors may use a combination of primary and excess insurance 
policies which provide coverage as broad as (”follow form” over) the 
underlying primary policies, to satisfy the Required Insurance 
provisions. 

 
8.24.13 Separation of Insureds 

 
All liability policies must provide cross-liability coverage as would be 
afforded by the standard ISO (Insurance Services Office, Inc.) 
separation of insureds provision with no insured versus insured 
exclusions or limitations. 
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8.24.14 Alternative Risk Financing Programs 
 

The County reserves the right to review, and then approve, Contractor 
use of self-insurance, risk retention groups, risk purchasing groups, 
pooling arrangements, and captive insurance to satisfy the Required 
Insurance provisions. The County and its Agents must be designated as 
an Additional Covered Party under any approved program. 

 
8.24.15 County Review and Approval of Insurance  Requirements 

 
The County reserves the right to review and adjust the Required 
Insurance provisions, conditioned upon County’s determination of 
changes in risk exposures. 

 
8.24.16 Compensation for County Costs 

 
In the event that the Contractor fails to comply with any of the 
indemnification or insurance requirements of this Contract, and such 
failure to comply results in any costs to the County, the Contractor must 
pay full compensation for all costs incurred by the County. 

 
8.25 Insurance Coverage 

 
8.25.1 Commercial General Liability insurance (providing scope of coverage 

equivalent to ISO policy form CG 00 01), naming County and its Agents 
as an additional insured, with limits of not less than: 

 
General Aggregate:     $2 million  
Products/Completed Operations Aggregate:  $1 million  
Personal and Advertising Injury:   $1 million 
Each Occurrence:     $1 million 

 
8.25.2 Automobile Liability insurance (providing scope of coverage 

equivalent to ISO policy form CA 00 01) with limits of not less than $1 
million for bodily injury and property damage, in combined or equivalent 
split limits, for each single accident. Insurance must cover liability arising 
out of contractor’s use of autos pursuant to this Contract, including  
owned, leased, hired, and/or non-owned autos, as each may be 
applicable. 

 
8.25.3 Workers Compensation and Employers’ Liability insurance or 

qualified self-insurance satisfying statutory requirements, which 
includes Employers’ Liability coverage with limits of not less than $1 
million per accident. If contractor will provide leased employees, or is an 
employee leasing or temporary staffing firm or a professional employer 
organization (PEO), coverage also must include an Alternate Employer 
Endorsement (providing scope of coverage equivalent to ISO policy 
form WC 00 03 01 A) naming the County as the Alternate Employer.  
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The written notice must be provided to County at least ten days in 
advance of cancellation for non-payment of premium and 30 days in 
advance for any other cancellation or policy change. If applicable to 
Contractor’s operations, coverage also must be arranged to satisfy the 
requirements of any federal workers or workmen’s compensation law or 
any federal occupational disease law. 

 
8.25.4 Unique Insurance Coverage 

 
8.25.4.1 Sexual Misconduct Liability 

 
Insurance covering actual or alleged claims for sexual 
misconduct and/or molestation with limits of not less than $2 
million per claim and $2 million aggregate, and claims for 
negligent employment, investigation, supervision, training or 
retention of, or failure to report to proper authorities, a 
person(s) who committed any act of abuse, molestation, 
harassment, mistreatment, or maltreatment of a sexual 
nature. 

 
8.25.4.2 Professional Liability-Errors and Omissions 

 
Insurance covering contractor’s liability arising from or related 
to this Contract, with limits of not less than $1 million dollars 
per claim and $2 million dollars aggregate. Further, contractor 
understands and agrees it must maintain such coverage for a 
period of not less than three years following this Agreement’s 
expiration, termination or cancellation.  

 
8.25.4.3 Cyber Liability Insurance 

 
The Contractor must secure and maintain cyber liability 
insurance coverage with limits of $2 million per occurrence 
and in the aggregate during the term of the Contract, including 
coverage for: network security liability; privacy liability; privacy 
regulatory proceeding, defense, response, expenses and 
fines; technology professional liability (errors and omissions); 
privacy breach expense reimbursement (liability arising from 
the loss or disclosure of County Information no matter how it 
occurs); system breach; denial or loss of service; introduction, 
implantation, or spread of malicious software code; 
unauthorized access to or use of computer systems; and 
Data/Information loss and business interruption; any other 
liability or risk that arises out of the Contract. The Contractor 
must add the County as an additional insured to its cyber 
liability insurance policy and provide to the County certificates 
of insurance evidencing the foregoing upon the County’s 
request. The procuring of the insurance described herein, or 
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delivery of the certificates of insurance described herein, will 
not be construed as a limitation upon the Contractor’s liability 
or as full performance of its indemnification obligations 
hereunder. No exclusion/restriction for unencrypted portable 
devices/media may be on the policy. 
 

8.25.4.4 Property Coverage 
 

Contractors given exclusive use of County owned or leased 
property must carry property coverage at least as broad as 
that provided by the ISO special causes of loss (ISO policy 
form CP 10 30) form. The County and its Agents must  be 
named as an Additional Insured and Loss Payee on 
contractor’s insurance as its interests may appear. 
Automobiles and mobile equipment must be insured for their 
actual cash value. Real property and all other personal 
property must be insured for their full replacement value. 

 
8.26 Liquidated Damages 

 
8.26.1 If, in the judgment of the Department Head, or his/her designee, the 

Contractor is deemed to be non-compliant with the terms and obligations 
assumed hereby, the Department Head, or his/her designee, at his/her 
option, in addition to, or in lieu of other remedies provided herein, may 
withhold the entire monthly payment or deduct pro rata from the 
Contractor’s invoice for work not performed. A description of the work 
not performed and the amount to be withheld or deducted from 
payments to the Contractor from the County, will be forwarded to the 
Contractor by the Department Head, or his/her designee, in a written 
notice describing the reasons for said action. 

 
8.26.2 If the Department Head, or his/her designee, determines that there are 

deficiencies in the performance of this Contract that the Department 
Head, or his/her designee, deems are correctable by the Contractor over 
a certain time span, the Department Head, or his/her designee, will 
provide a written notice to the contractor to correct the deficiency within 
specified time frames. Should the Contractor fail to correct deficiencies 
within said time frame, the Department Head, or his/her designee, may: 

 
(a) Deduct from the Contractor’s payment, pro rata, those applicable 

portions of the Monthly Contract Sum; and/or 
 

(b) Deduct liquidated damages. The parties agree that it will be 
impracticable or extremely difficult to fix the extent of actual 
damages resulting from the failure of the Contractor to correct a 
deficiency within the specified time frame. The parties hereby 
agree that under the current circumstances a reasonable 
estimate of such damages is specified in the Performance 
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Requirements Summary (PRS) Chart, as defined in Exhibit A-1, 
Attachment 1, Exhibit A-2, Attachment 15, and Exhibit A-3, 
Attachment 19 hereunder, and that the Contractor will be liable to 
the County for liquidated damages in said amount. Said amount 
will be deducted from the County’s payment to the Contractor; 
and/or 

 
(c) Upon giving five days’ notice to the Contractor for failure to 

correct the deficiencies, the County may correct any and all 
deficiencies and the total costs incurred by the County for 
completion of the work by an alternate source, whether it be 
County forces or separate private contractor, will be deducted 
and forfeited from the payment to the Contractor from the County, 
as determined by the County. 

 
8.26.3 The action noted in Paragraph 8.26.2 must not be construed as a 

penalty, but as adjustment of payment to the Contractor to recover the 
County cost due to the failure of the Contractor to complete or comply 
with the provisions of this Contract. 

 
8.26.4 This section must not, in any manner, restrict or limit the County’s right 

to damages for any breach of this Contract provided by law or as 
specified in the PRS or Paragraph 8.26.2, and must not, in any manner, 
restrict or limit the County’s right to terminate this Contract as agreed to 
herein. 

 
8.27 Most Favored Public Entity 

 
If the Contractor’s prices decline or should the Contractor at any time during the 
term of this Contract provide the same goods or services under similar quantity 
and delivery conditions to the State of California or any county, municipality, or 
district of the State at prices below those set forth in this Contract, then such lower 
prices must be immediately extended to the County. 

 
8.28 Nondiscrimination and Affirmative Action 

 
8.28.1 The Contractor certifies and agrees that all persons employed by it, its 

affiliates, subsidiaries, or holding companies are and will be treated 
equally without regard to or because of race, color, religion, ancestry, 
national origin, sex, age, physical or mental disability, marital status, or 
political affiliation, in compliance with all applicable federal and State 
anti-discrimination laws and regulations. 

 
8.28.2 The Contractor certifies to the County each of the following: 

 
8.28.2.1 That contractor has a written policy statement prohibiting 

discrimination in all phases of employment. 
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8.28.2.2 That contractor periodically conducts a self-analysis or 
utilization analysis of its work force. 

 
8.28.2.3 That Contractor has a system for determining if its 

employment practices are discriminatory against protected 
groups. 

 
8.28.2.4 Where problem areas are identified in employment practices, 

the Contractor has a system for taking reasonable corrective 
action, to include establishment of goals or timetables. 

 
8.28.3 The Contractor must take affirmative action to ensure that applicants are 

employed, and that employees are treated during employment, without 
regard to race, color, religion, ancestry, national origin, sex, age, 
physical or mental disability, marital status, or political affiliation, in 
compliance with all applicable federal and State anti-discrimination laws 
and regulations. Such action must include, but is not limited to, 
employment, upgrading, demotion, transfer, recruitment or recruitment 
advertising, layoff or termination, rates of pay or other forms of 
compensation, and selection for training, including apprenticeship. 

 
8.28.4 The Contractor certifies and agrees that it will deal with its 

subcontractors, bidders, or vendors without regard to or because of 
race, color, religion, ancestry, national origin, sex, age, physical or 
mental disability, marital status, or political affiliation. 

 
8.28.5 The Contractor certifies and agrees that it, its affiliates, subsidiaries, or 

holding companies will comply with all applicable federal and State laws 
and regulations to the end that no person will, on the grounds of race, 
color, religion, ancestry, national origin, sex, age, physical or mental 
disability, marital status, or political affiliation, be excluded from 
participation in, be denied the benefits of, or be otherwise subjected to 
discrimination under this Contract or under any project, program, or 
activity supported by this Contract. 

 
8.28.6 The Contractor will allow County representatives access to the 

Contractor’s employment records during regular business hours to verify 
compliance with the provisions of this subsection 8.28 
(Nondiscrimination and Affirmative Action) when so requested by the 
County. 

 
8.28.7 If the County finds that any provisions of this subsection 8.28 

(Nondiscrimination and Affirmative Action) have been violated, such 
violation will constitute a material breach of this Contract upon which the 
County may terminate or suspend this Contract. While the County 
reserves the right to determine independently that the anti-discrimination 
provisions of this Contract have been violated, in addition, a 
determination by the California Fair Employment and Housing 
Commission or the Federal Equal Employment Opportunity Commission 
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that the contractor has violated federal or State anti-discrimination laws 
or regulations will  constitute a finding by the County that the Contractor 
has violated the anti-discrimination provisions of this Contract. 

 
8.28.8 The parties agree that in the event the Contractor violates any of the 

anti-discrimination provisions of this Contract, the County will, at its sole 
option, be entitled to the sum of $500 for each such violation pursuant 
to California Civil Code Section 1671 as liquidated damages in lieu of 
terminating or suspending this Contract. 

 
8.29 Non-Exclusivity 

 
Nothing herein is intended nor will be construed as creating any exclusive 
arrangement with the Contractor. This Contract will not restrict the County from 
acquiring similar, equal, or like goods and/or services from other entities or 
sources. 
 

 8.30 Notice of Delays 
 

Except as otherwise provided under this Contract, when either party has 
knowledge that any actual or potential situation is delaying or threatens to delay 
the timely performance of this Contract, that party must, within one business day, 
give notice thereof, including all relevant information with respect thereto, to the 
other party. The other party must respond within one business day of receipt, 
clarifying the stated problem(s) or delay(s), or confirming corrective action to the 
satisfaction of the party that originated the notice. 

 
8.31 Notices of Disputes 

 
The Contractor must bring to the attention of the CCA and/or SCCA or County 
Contract Section Manager any dispute between the County and the Contractor 
regarding the performance of services as stated in this Contract. If the CCA, 
SCCA, or County Contract Section Manager is not able to resolve the dispute, the 
DPSS Director or his/her designee will resolve it. 

 
8.32 Notice to Employees Regarding the Federal Earned Income Credit 

 
The Contractor must notify its employees and will require each subcontractor to 
notify its employees, that they may be eligible for the Federal Earned Income 
Credit under the federal income tax laws. Such notice must be provided in 
accordance with the requirements set forth in Internal Revenue Service Notice No. 
1015. 

 
8.33 Notice to Employees Regarding the Safely Surrendered Baby Law 

 
The Contractor must notify and provide to its employees and will require each 
subcontractor to notify and provide to its employees, information regarding the 
Safely Surrendered Baby Law, its implementation in Los Angeles County, and 
where and how to safely surrender a baby. The information is set forth in Exhibit 
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H (Safely Surrendered Baby Law) of this Contract. Additional information is 
available at: 
 

https://lacounty.gov/residents/family-services/child-safety/safe-surrender/ 
8.34 Notices 

 
All notices or demands required or permitted to be given or made under this 
Contract must be in writing and will be hand delivered with   signed receipt or 
mailed by first-class registered or certified mail, postage prepaid, addressed to the 
parties as identified in Exhibits D (County’s Administration) and Exhibit E 
(Contractor’s Administration). Addresses may be changed by either party giving 
ten days prior written notice thereof to the other party. The Director or his/her 
designee will have the authority to issue all notices or demands required or 
permitted by the County under this Contract. 
 

8.35 Prohibition Against Inducement or Persuasion 
 

Notwithstanding the above, the Contractor and the County agree that, during the 
term of this Contract and for a period of one year thereafter, neither party will in 
any way intentionally induce or persuade any employee of one party to become an 
employee or agent of the other party. No bar exists against any hiring action 
initiated through a public announcement.  

 
8.36 Public Records Act 

 
8.36.1 Any documents submitted by the Contractor; all information obtained in 

connection with the County’s right to audit and inspect the Contractor’s 
documents, books, and accounting  records pursuant to subsection 8.38 
(Record Retention and Inspection-Audit Settlement) of this Contract; as 
well as those  documents which were required to be submitted in 
response to the Request for Proposals (RFP) used in the solicitation 
process for this Contract, become the exclusive property of the County. 
All such documents become a matter of public record and will be 
regarded as public records. Exceptions will be those elements in the 
California Government Code Section 7921 et seq. (Public Records Act) 
and which are marked “trade secret”, “confidential”, or “proprietary”. The 
County will not in any way be liable or responsible for the disclosure of 
any such records including, without limitation, those so marked, if 
disclosure is required by law, or by an order issued by a court of 
competent jurisdiction.  

 
8.36.2 In the event the County is required to defend an action on a Public 

Records Act request for any of the aforementioned documents, 
information, books, records, and/or contents of a proposal marked “trade 
secret”, “confidential”, or “proprietary”, the Contractor agrees to defend 
and indemnify the County from all costs and expenses, including 
reasonable attorney’s fees, in action or liability arising under the Public 
Records Act.  

 

https://lacounty.gov/residents/family-services/child-safety/safe-surrender/
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8.37 Publicity 
 

8.37.1 The Contractor must not disclose any details in connection with this 
Contract to any person or entity except as may be otherwise provided 
hereunder or required by law. However, in recognizing the Contractor’s 
need to identify its services and related clients to sustain itself, the 
County will not inhibit the Contractor from publishing its role under this 
Contract within the following conditions: 

 
8.37.1.1 The Contractor must develop all publicity material in a 

professional manner; and 
 

8.37.1.2 During the term of this Contract, the Contractor will not 
authorize another to, publish or disseminate any commercial 
advertisements, press releases, feature articles, or other 
materials using the name of the County without the prior 
written consent of the CCSM. The County will not 
unreasonably withhold written consent. 

 
8.37.2 The Contractor may, without the prior written consent of County, indicate 

in its proposals and sales materials that it has been awarded this 
Contract with the County of Los Angeles, provided that the requirements 
of this subsection 8.37 (Publicity) will apply. 

 
8.38 Record Retention and Inspection Audit Settlement 

 
8.38.1 The Contractor must maintain accurate and complete financial records 

of its activities and operations relating to this Contract in accordance 
with generally accepted accounting principles. The Contractor must also 
maintain accurate and complete employment and other records relating 
to its performance of this Contract. The Contractor agrees that the 
County, or its authorized representatives, will have access to and the 
right to examine, audit, excerpt, copy, or transcribe any pertinent 
transaction, activity, or record relating to this Contract. All such material, 
including, but not limited to, all financial records, bank statements, 
cancelled checks or other proof of payment, timecards, sign-in/sign-out 
sheets and other time and employment records, and proprietary data 
and information, will be kept and maintained by the Contractor and will 
be made available to the County during the term of this Contract and for 
a period of five years thereafter unless the County’s written permission 
is given to dispose of any such material prior to such time. All such 
material must be maintained by the Contractor at a location in Los 
Angeles County, provided that if any such material is located outside 
Los Angeles County, then, at the County’s option, the Contractor will pay 
the County for travel, per diem, and other costs incurred by the County 
to examine, audit, excerpt, copy, or transcribe such material at such 
other location. 
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8.38.2 In the event that an audit of the Contractor is conducted specifically 
regarding this Contract by any federal or State auditor, or by any auditor 
or accountant employed by the contractor or otherwise, then the 
Contractor must file a copy of such audit report with the County’s A-C 
within 30 days of the Contractor’s receipt thereof, unless otherwise 
provided by applicable federal or State law or under this Contract. 
Subject to applicable law, the County will make a reasonable effort to 
maintain the confidentiality of such audit report(s) in paragraph 8.38.3. 
Failure on the part of the Contractor to comply with any of the provisions 
of this subsection 8.38 will constitute a material breach of this Contract 
upon which the County may terminate or suspend this Contract. 

 
8.38.3 If, at any time during the term of this Contract or within five years after 

the expiration or termination of this Contract, representatives of the 
County conduct an audit of the Contractor regarding the work performed 
under this Contract, and if such audit finds that the County’s dollar 
liability for any such work is less than payments made by the County to 
the Contractor, then the difference must be either: a) repaid by the 
Contractor to the County by cash payment upon demand or b) at the 
sole option of the County’s Auditor-Controller, deducted from any 
amounts due to the Contractor from the County, whether under this 
Contract or otherwise. If such audit finds that the County’s dollar liability 
for such work is more than the payments made by the County to the 
Contractor, then the difference will be paid to the Contractor by the 
County by cash payment, provided that in no event will the County’s 
maximum obligation for this Contract exceed the funds appropriated by 
the County for the purpose of this Contract. 

 
8.39 Recycled Bond Paper 

 
Consistent with the Board of Supervisors’ policy to reduce the amount of solid 
waste deposited at the County landfills, the Contractor agrees to use 
recycled-content paper to the maximum extent possible on this Contract. 

 
8.40 Subcontracting 

 
8.40.1 The requirements of this Contract may not be subcontracted by the 

Contractor without the advance approval of the County. Any attempt by 
the Contractor to subcontract without the prior consent of the County 
may be deemed a material breach of this Contract. 

 
8.40.2 If the Contractor desires to subcontract, the Contractor must provide the 

following information promptly at the County’s request: 
 

8.40.2.1 A description of the work to be performed by the 
subcontractor; 

 
8.40.2.2 A draft copy of the proposed subcontract; and 
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8.40.2.3 Other pertinent information and/or certifications requested by 

the County. 
 

8.40.3 The Contractor must indemnify, defend, and hold the County harmless 
with respect to the activities of each and every subcontractor in the same 
manner and to the same degree as if such subcontractor(s) were the 
Contractor employees. 

 
8.40.4 The Contractor will remain fully responsible for all performances 

required of it under this Contract, including those that the Contractor has 
determined to subcontract, notwithstanding the County’s approval of the 
Contractor’s proposed subcontract. 

 
8.40.5 The County’s consent to subcontract will not waive the County’s right to 

prior and continuing approval of any and all personnel, including 
subcontractor employees, providing services under this Contract. The 
Contractor is responsible to notify its subcontractors of this County right. 

 
8.40.6 The County’s Contract Director is authorized to act for and on behalf of 

the County with respect to approval of any subcontract and 
Subcontractor employees. After approval of the subcontract by the 
County, Contractor must forward a fully executed subcontract to the 
County for their files. 

 
8.40.7 The Contractor will be solely liable and responsible for all payments or 

other compensation to all subcontractors and their officers, employees, 
agents, and successors in interest arising through services performed 
hereunder, notwithstanding the County’s consent to subcontract. 

 
8.40.8 The Contractor must obtain certificates of insurance, which establish 

that the subcontractor maintains all the programs of insurance required 
by the County from each approved subcontractor. Before any 
subcontractor employee may perform any work hereunder, contractor 
must ensure delivery of all such documents to the CCA listed on Exhibit 
D. 

 
8.41 Termination for Breach of Warranty to Maintain Compliance with County’s 

Child Support Compliance Program 
 

Failure of the Contractor to maintain compliance with the requirements set forth in 
subsection 8.14 (Contractor’s Warranty of Adherence to County’s Child Support 
Compliance Program) will constitute default under this Contract. Without limiting 
the rights and  remedies available to the County under any other provision of this 
Contract, failure of the Contractor to cure such default within 90 calendar days of 
written notice will be grounds upon which the County may terminate this Contract 
pursuant to subsection 8.43 (Termination for Default) and pursue debarment of the 
Contractor, pursuant to County Code Chapter 2.202. 

https://library.municode.com/ca/los_angeles_county/codes/code_of_ordinances?nodeId=TIT2AD_DIV4MIRE_CH2.202DECONSPCODE_2.202.030DECONSP
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8.42 Termination for Convenience 

 
8.42.1 This Contract may be terminated, in whole or in part, from time to time, 

when such action is deemed by the County, in its sole discretion, to be 
in its best interest. Termination of work hereunder will be affected by 
notice of termination to the Contractor specifying the extent to which 
performance of work is terminated and the date upon which such 
termination becomes effective. The date upon which such termination 
becomes effective will be no less than 180 days after the notice is sent. 

   
8.42.1 After receipt of a notice of termination and except as otherwise directed 

by the County, the Contractor must: 
 

8.42.1.1 Stop work under this Contract on the date and   to the extent 
specified in such notice, and 

 
8.42.1.2 Complete performance of such part of the work as would not 

have been terminated by such notice. 
 

8.42.2 All material including books, records, documents, or other evidence 
bearing on the costs and expenses of the Contractor under this Contract 
must be maintained by the Contractor in accordance with Subsection 
8.38 (Record Retention and Inspection-Audit Settlement). 

 
8.43 Termination for Default 

 
8.43.1 The County may, by written notice to the Contractor, terminate the whole 

or any part of this Contract, if, in the judgment of CCSM: 
 

8.43.1.1 Contractor has materially breached this Contract; or 
 

8.43.1.2 Contractor fails to timely provide and/or satisfactorily perform 
any task, deliverable, service, or other work required either 
under this Contract; or 

 
8.43.1.3 Contractor fails to demonstrate a high probability of timely 

fulfillment of performance requirements under this Contract, 
or of any obligations of this Contract and in either case, fails 
to demonstrate convincing progress toward a cure within five 
working days (or such longer period as the County may 
authorize in writing) after receipt of written notice from the 
County specifying such failure. 

 
8.43.2 In the event that the County terminates this Contract in whole or in part 

as provided in paragraph 8.43.1, the County may procure, upon such 
terms and in such manner as the County may deem appropriate, goods, 
and services similar to those so terminated. The Contractor will be liable 
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to the County for any and all excess costs incurred by the County, as 
determined by the County, for such similar goods and services. The 
Contractor will continue the performance of this Contract to the extent 
not terminated under the provisions of this paragraph. 

 
8.43.3 Except with respect to defaults of any subcontractor, the Contractor will 

not be liable for any such excess costs of the type identified in paragraph 
8.43.2 if its failure to perform this Contract arises out of causes beyond 
the control and without the fault or negligence of the Contractor. Such 
causes may  include, but are not limited to: acts of God or of the public 
enemy, acts of the County in either its sovereign or contractual capacity, 
acts of federal or State governments in their sovereign capacities, fires, 
floods, epidemics, pandemic, quarantine restrictions, strikes, freight 
embargoes, and unusually severe weather; but in every case, the failure 
to perform must be beyond the control and without the fault or  
negligence of the Contractor. If the failure to perform is caused by the 
default of a subcontractor, and if such default arises out of causes 
beyond the control of both the Contractor and subcontractor, and without 
the fault or negligence of either of them, the Contractor will not be liable 
for any such excess costs for failure to perform, unless the goods or 
services to be furnished by the subcontractor were obtainable from other 
sources in sufficient time to permit the Contractor to meet the required 
performance schedule. As used in this paragraph, the term 
“subcontractor(s)” means subcontractor(s) at any tier. 

 
8.43.4 If, after the County has given notice of termination under the provisions 

of subsection 8.43 (Termination for Default) it is determined by the 
County that the Contractor was not in default under the provisions of 
subsection 8.43 (Termination for Default) or that the default was 
excusable under the provisions of paragraph 8.43.3, the rights and 
obligations of the parties will be the same as if the notice of termination 
had been issued pursuant to subsection 8.42 (Termination for 
Convenience). 

 
8.43.5 The rights and remedies of the County provided in this subsection 8.43 

(Termination for Default) will not be exclusive and are in addition to any 
other rights and remedies provided by law or under this Contract. 

 
8.44 Termination for Improper Consideration 

 
8.44.1 The County may, by written notice to the Contractor, immediately 

terminate the right of the Contractor to proceed under this Contract if it 
is found that consideration, in any form, was offered or given by the 
Contractor, either directly or through an intermediary, to any County 
officer, employee, or agent with the intent of securing the Contract or 
securing favorable treatment with respect to the award, amendment, or 
extension of the Contract or the making of any determinations with 
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respect to the Contractor’s performance pursuant to the Contract. In the 
event of such termination, the County will be entitled to pursue the same 
remedies against the Contractor as it could pursue in the event of default 
by the Contractor. 

 
8.44.2 The Contractor must immediately report any attempt by a County officer 

employee or agent to solicit such improper consideration. The report 
must be made to the Los Angeles County Fraud Hotline at 
(800) 544-6861 or http://fraud.lacounty.gov/. 

 
8.44.3 Among other items, such improper consideration may take the form of 

cash, discounts, services, the provision of travel or entertainment, or 
tangible gifts. 

 
8.45 Termination for Insolvency 

 
8.45.1 The County may terminate this Contract forthwith in the event of the 

occurrence of any of the following: 
 

8.45.1.1 Insolvency of the Contractor. The Contractor will be deemed 
to be insolvent if it has ceased to pay its debts for at least 60 
days in the ordinary course of business or cannot pay its debts 
as they become due, whether or not a petition has been filed 
under the federal Bankruptcy Code and whether or not the 
Contractor is insolvent within the meaning of the federal 
Bankruptcy Code; 

 
8.45.1.2 The filing of a voluntary or involuntary petition regarding the 

Contractor under the federal Bankruptcy Code; 
 

8.45.1.3 The appointment of a Receiver or Trustee for the  Contractor; 
or 

 
8.45.1.4 The execution by the Contractor of a general assignment for 

the benefit of creditors. 
 

8.45.2 The rights and remedies of the County provided in this subsection 8.45 
(Termination for Insolvency) will not be exclusive and are in addition to 
any other rights and remedies provided by law or under this Contract. 

 
8.46 Termination for Non-Adherence of County Lobbyist Ordinance 

 
The Contractor, and each County Lobbyist or County Lobbying firm as defined in 
County Code Section 2.160.010 retained by the Contractor, must fully comply with 
the County’s Lobbyist Ordinance, County Code Chapter 2.160. Failure on the part 
of the Contractor or any County Lobbyist or County Lobbying firm retained by the 
Contractor to fully comply with the County’s Lobbyist Ordinance will constitute a 
material breach of this Contract, upon which the County may in its sole discretion, 

http://fraud.lacounty.gov/
https://library.municode.com/ca/los_angeles_county/codes/code_of_ordinances?nodeId=TIT2AD_DIV4MIRE_CH2.160COLO_2.160.010DE
https://library.municode.com/ca/los_angeles_county/codes/code_of_ordinances?nodeId=TIT2AD_DIV4MIRE_CH2.160COLO_2.160.010DE
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immediately terminate or suspend this Contract. 
 

8.47 Termination for Non-Appropriation Funds 
 

Notwithstanding any other provision of this Contract, the County will not be 
obligated for the Contractor’s performance hereunder or by any provision of this 
Contract during any of the County’s future fiscal years unless and until the County’s 
Board of Supervisors appropriates funds for this Contract in the County’s Budget 
for each such future fiscal year. In the event that funds are not appropriated for this 
Contract, then this Contract will terminate as of June 30 of the last fiscal year for 
which funds were appropriated. The County will notify the Contractor in writing of 
any such non-allocation of funds at the earliest possible date. 

 
8.48 Validity 

 
If any provision of this Contract or the application thereof to any person or 
circumstance is held invalid, the remainder of this Contract and the application of 
such provision to other persons or circumstances will  not be affected thereby. 

 
8.49 Waiver 

 
No waiver by the County of any breach of any provision of this Contract will 
constitute a waiver of any other breach or of such provision. Failure of the County 
to enforce at any time, or from time to time, any provision of this Contract will not 
be construed as a waiver thereof. The rights and remedies set forth in this 
subsection 8.49 will not be exclusive and are in addition to any other rights and 
remedies provided by law or under this Contract. 

 
8.50 Warranty Against Contingent Fees 

 
8.50.1 The Contractor warrants that no person or selling agency has been 

employed or retained to solicit or secure this Contract upon any Contract 
or understanding for a commission, percentage, brokerage, or 
contingent fee, excepting bona fide employees or bona fide established 
commercial or selling agencies maintained by the Contractor for the 
purpose of securing business. 

 
8.50.2 For breach of this warranty, the County will have the right to terminate 

this Contract and, at its sole discretion, deduct from the Contract price 
or consideration, or otherwise recover, the full amount of such 
commission, percentage, brokerage, or contingent fee. 

 
 
 
 
 

8.51 Warranty of Compliance with County’s Defaulted Property Tax Reduction 
Program 
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Contractor acknowledges that County has established a goal of ensuring that all 
individuals and businesses that benefit financially from County through contract 
are current in paying their property tax obligations (secured and unsecured roll) in 
order to mitigate the economic burden otherwise imposed upon County and its 
taxpayers. 

 
Unless Contractor qualifies for an exemption or exclusion, Contractor warrants and 
certifies that to the best of its knowledge it is now in compliance, and during the 
term of this contract will maintain compliance, with Los Angeles County Code 
Chapter 2.206. 

 
8.52 Termination for Breach of Warranty to Maintain Compliance with County’s 

Defaulted Property Tax Reduction Program 
 

Failure of Contractor to maintain compliance with the requirements set forth in 
subsection 8.51 (Warranty of Compliance with County’s Defaulted Property Tax 
Reduction Program) will constitute default under this contract. Without limiting the 
rights and remedies available to County under any other provision of this contract, 
failure of Contractor to cure such default within 10 days of notice will be grounds 
upon which County may terminate this contract and/or pursue debarment of 
Contractor, pursuant to Los Angeles County Code Chapter 2.206. 

 
8.53 Time Off for Voting 

 
The contractor must notify its employees and must require each subcontractor to 
notify and provide to its employees, information regarding the time off for voting 
law (Elections Code Section 14000).   Not less than ten business days before every 
statewide election, every contractor and subcontractors must keep posted 
conspicuously at the place of work, if practicable, or elsewhere where it can be 
seen as employees come or go to their place of work, a notice setting forth the 
provisions of Section 14000. 

 
8.54 Compliance with County’s Zero Tolerance Policy on Human Trafficking 

 
Contractor acknowledges that the County has established a Zero Tolerance Policy 
on Human Trafficking prohibiting contractors from engaging in human trafficking. 

 
If a Contractor or member of Contractor’s staff is convicted of a human trafficking 
offense, the County will require that the Contractor or member of Contractor’s staff 
be removed immediately from performing services under the Contract. County will 
not be under any obligation to disclose confidential information regarding the 
offenses other than those required by law. 

 
Disqualification of any member of Contractor’s staff pursuant to this paragraph will 
not relieve Contractor of its obligation to complete all work in accordance with the 
terms and conditions of this Contract. 
 

8.55 Compliance with Fair Chance Employment Hiring Practices 

https://library.municode.com/ca/los_angeles_county/codes/code_of_ordinances?nodeId=TIT2AD_DIV4MIRE_CH2.206DEPRTAREPR
https://library.municode.com/ca/los_angeles_county/codes/code_of_ordinances?nodeId=TIT2AD_DIV4MIRE_CH2.206DEPRTAREPR
https://library.municode.com/ca/los_angeles_county/codes/code_of_ordinances?nodeId=TIT2AD_DIV4MIRE_CH2.206DEPRTAREPR
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=ELEC&sectionNum=14000.#:%7E:text=(a)%20If%20a%20voter%20does,enable%20the%20voter%20to%20vote.
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=ELEC&sectionNum=14000.#:%7E:text=(a)%20If%20a%20voter%20does,enable%20the%20voter%20to%20vote.
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Contractor and its subcontractors must comply with fair chance employment hiring 
practices set forth in California Government Code Section 12952. To the extent 
allowable under California Education Code Section 45125, Contractor shall comply 
with the hiring practices set forth in California Government Code Section 12952. 
Contractor’s violation of this paragraph of the Contract may constitute a material 
breach of the Contract.  In the event of such material breach, County may, in its 
sole discretion, terminate the Contract. 

 
8.56 Compliance with the County Policy of Equity 

 
The contractor acknowledges that the County takes its commitment to preserving 
the dignity and professionalism of the workplace very seriously, as set forth in the 
County Policy of Equity (CPOE) (https://ceop.lacounty.gov/). The contractor further 
acknowledges that the County strives to provide a workplace free from 
discrimination, harassment, retaliation, and inappropriate conduct based on a 
protected characteristic, and which may violate the CPOE. The contractor, its 
employees, and subcontractors acknowledge and certify receipt and 
understanding of the CPOE. Failure of the contractor, its employees or its 
subcontractors to uphold the County’s expectations of a workplace free from 
harassment and discrimination, including inappropriate conduct based on a 
protected characteristic, may subject the contractor to termination of contractual 
agreements as well as civil liability. 

 
8.57 Prohibition from Participation in Future Solicitation(s) 

 
A Proposer, or a Contractor or its subsidiary or Subcontractor 
(“Proposer/Contractor”), is prohibited from submitting a bid or proposal in a County 
solicitation if the Proposer/Contractor has provided advice or consultation for the 
solicitation. A Proposer/Contractor is also prohibited from submitting a bid or 
proposal in a County solicitation if the Proposer/Contractor has developed or 
prepared any of the solicitation materials on behalf of the County. A violation of 
this provision will result in the disqualification of the Contractor/Proposer from 
participation in the County solicitation or the termination or cancellation of any 
resultant County contract. This provision will survive the expiration, or other 
termination of this Agreement. 

 
8.58 Injury and Illness Prevention Program 
 

Contractor will be required to comply with the State of California’s Cal OSHA’s 
regulations. California Code of Regulations Title 8 Section 3203 requires all 
California employers to have a written, effective Injury and Illness Prevention 
Program (IIPP) that addresses hazards pertaining to the particular workplace 
covered by the program. 

  

https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?sectionNum=12952&lawCode=GOV
https://ceop.lacounty.gov/
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9 UNIQUE TERMS AND CONDITIONS 
 

9.1 Certification Regrading Debarment, Suspension, Ineligibility, and Voluntary 
Exclusion – Lower Tier Covered Transactions (45 C.F.R Part 76) 

 
Contractor hereby acknowledges that the County is prohibited from contracting 
with and making sub-awards to parties that are suspended, debarred, ineligible, or 
excluded or whose principals are suspended, debarred, ineligible, or excluded 
from securing federally funded contracts.  By executing this Contract, Contractor 
certifies that neither it nor any of its owners, officers, partners, directors, or other 
principals is currently suspended, debarred, ineligible, or excluded from securing 
federally funded contracts. Further by executing this Contract, Contractor certifies 
that, to its knowledge, none of its Subcontractors, at any tier, or any owner, officer, 
partner, director, or other principal of any Subcontractors is currently suspended, 
debarred, ineligible, or excluded from securing federally funded contracts. 
Contractor must immediately notify the County in writing, during the term of this 
Contract, should it or any of its Subcontractors or any principals of either be 
suspended, debarred, ineligible, or excluded from securing federally funded 
contracts. Failure of Contractor to comply with this provision will constitute a 
material breach of this Contract upon which the County may immediately terminate 
or suspend this Contract. 

 
9.2 Child/Elder Abuse/Fraud Reporting 

 
9.2.1 Contractor and County staff working under the terms of this Contract 

must comply with California Penal Code (hereinafter “PC”) Section 
11164 et seq. and must report all known and suspected instances of 
child abuse to an appropriate child protective agency, as mandated by 
these code sections. Child abuse reports must be made by telephone to 
the Department of Children and Family Services (DCFS) hotline at (800) 
540-4000 immediately and must submit all required information, in 
accordance with the PC Sections 11166 and  11167. 

 
9.2.2 Contractor and County staff working on this Contract must comply with 

California Welfare and Institutions Code (W&IC), Section 15600 et seq. 
and must report all known or suspected instances of physical or 
mental/emotional abuse of elders and dependent adults either to an 
appropriate County adult protective services agency or to a local law 
enforcement agency, as mandated by these code sections. Elder abuse 
reports must be made by telephone immediately to the Los Angeles 
County Aging and Disabilities Department hotline at (800) 477-3646 and 
must submit all required information, in accordance with the W&IC 
Sections 15630, 15633, and 15633.5. 

 
9.2.3 Contractor and County staff working on this Contract must also 

immediately report all suspected or actual welfare fraud situations to the 
County via the 24 hours Central DPSS Fraud Reporting Line (800) 349-
9970, or the Employee Fraud Hotline (800) 544-6861 or California State 
Fraud Hotline (800) 822-6222. 
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9.3 Contractor’s Charitable Activities Compliance 
 

The Supervision of Trustees and Fundraisers for Charitable Purposes Act 
regulates entities receiving or raising charitable contributions. The “Nonprofit 
Integrity Act of 2004” (SB 1262, Chapter 919) increased Charitable Purposes Act 
requirements. By requiring Contractors to complete Exhibit Q (Charitable 
Contributions Certification), the County seeks to ensure that all County contractors 
which receive or raise charitable contributions comply with California law in order 
to protect the County and its taxpayers. A Contractor which receives or raises 
charitable contributions without complying with its obligations under California law 
commits a material breach subjecting it to either contract termination or debarment 
proceedings or both. (County Code Chapter 2.202). 

 
9.4 Data Destruction 

 
9.4.1 Contractor(s) and Vendor(s) that have maintained, processed, or stored 

the County of Los Angeles’ (“County”) data and/or information, implied 
or expressed, have the sole responsibility to certify that the data and 
information have been appropriately destroyed consistent with the 
National Institute of Standards and Technology (NIST) Special 
Publication SP 800-88 titled Guidelines for Media Sanitization. Available 
at: 

 
 http ://csrc.nist.gov/publications/PubsDrafts.html#SP-800-88 

Rev.%201 
 

The data and/or information may be stored on purchased, leased, or 
rented electronic storage equipment (e.g., printers, hard drives) and 
electronic devices (e.g., servers, workstations) that are geographically 
located within the County, or external to the County’s boundaries. The 
County must receive within ten business days, a signed document from 
Contractor(s) and Vendor(s) that certifies and validates the data and 
information were placed in one or more of the following stored states: 
unusable, unreadable, and indecipherable. 

 
9.4.2 Vendor must certify that any County data stored on purchased, leased, 

or rented electronic storage equipment and electronic devices, 
including, but not limited to printers, hard drives, servers, and/or 
workstations are destroyed consistent with the current NIST Special 
Publication SP-800-88, Guidelines for Media Sanitization. Vendor must 
provide County with written certification, within ten business days of 
removal of any electronic storage equipment and devices that validates 
that any and all County data was destroyed and is unusable, 
unreadable, and/or undecipherable. 

  

https://library.municode.com/ca/los_angeles_county/codes/code_of_ordinances?nodeId=TIT2AD_DIV4MIRE_CH2.202DECONSPCODE
http://csrc.nist.gov/publications/PubsDrafts.html#SP-800-88%20Rev.%201
http://csrc.nist.gov/publications/PubsDrafts.html#SP-800-88%20Rev.%201
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9.5 Disabled Veteran Business Enterprise (DVBE) Preference Program 
 

9.5.1 This Contract is subject to the provisions of the County’s ordinance 
entitled DVBE Preference Program, as codified in   Chapter 2.211 of the 
Los Angeles County Code 

 
9.5.2 Contractor must not knowingly and with the intent to defraud, 

fraudulently obtain, retain, attempt to obtain or retain, or aid another in 
fraudulently obtaining or retaining or attempting to obtain or retain 
certification as a DVBE. 

 
9.5.3 Contractor must not willfully and knowingly make a false statement with 

the intent to defraud, whether by affidavit, report, or other representation, 
to a County official or employee for the purpose of influencing the 
certification or denial of certification of any entity as a DVBE. 

 
9.5.4 If Contractor has obtained certification as a DVBE by reason of having 

furnished incorrect support ting information or by reason of having 
withheld information, and which knew, or should have known, the 
information furnished was incorrect or the information withheld was 
relevant to its request for certification, and which by reason of such 
certification has been awarded this contract to which it would not 
otherwise have been entitled, Contractor will: 

 
9.5.4.1 Pay to the County any difference between the contract 

amount and what the County’s costs would have been if the 
contract had been properly awarded; 

 
9.5.4.2 In addition to the amount described in subdivision (1) above, 

the Contractor will be assessed a penalty in an amount of not 
more than ten percent of the amount of the contract; and 

 
9.5.4.3 Be subject to the provisions of Chapter 2.202 of the Los 

Angeles County Code (Determinations of Contractor 
Non-responsibility and Contractor Debarment). 

 
Notwithstanding any other remedies in this contract, the above penalties 
will also apply to any business that has previously obtained proper 
certification, however, as a result of a change in their status would no 
longer be eligible for certification, and fails to notify the State and the 
Department of Consumer and Business Affairs of this information prior 
to responding to a solicitation or accepting a contract award. 

  

https://library.municode.com/ca/los_angeles_county/codes/code_of_ordinances?nodeId=TIT2AD_DIV4MIRE_CH2.211DIVEBUENPRPR
https://library.municode.com/ca/los_angeles_county/codes/code_of_ordinances?nodeId=TIT2AD_DIV4MIRE_CH2.211DIVEBUENPRPR
https://library.municode.com/ca/los_angeles_county/codes/code_of_ordinances?nodeId=TIT2AD_DIV4MIRE_CH2.202DECONSPCODE
https://library.municode.com/ca/los_angeles_county/codes/code_of_ordinances?nodeId=TIT2AD_DIV4MIRE_CH2.202DECONSPCODE
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9.6 Fiscal Accountability 
 

Fiscal Policies/Procedures 
 
The Contractor will be required to adhere to strict fiscal and accounting standards 
and must comply with Title 2 of the Code of Federal Regulations Part 200 (2 CFR 
200 et seq.) and related OMB Guidance. 

 
9.7 Local Small Business Enterprise (LSBE) Preference Program 

 
9.7.1 This Contract is subject to the provisions of the County’s ordinance 

entitled LSBE Preference Program, as codified in  Chapter 2.204 of the 
Los Angeles County Code. 

 
9.7.2 The Contractor will not knowingly and with the intent to defraud, 

fraudulently obtain, retain, attempt to obtain or retain, or aid another in 
fraudulently obtaining or retaining or attempting to obtain or retain 
certification as a LSBE. 

 
9.7.3 The Contractor will not willfully and knowingly make a false statement 

with the intent to defraud, whether by affidavit, report, or other 
representation, to a County official or employee for the purpose of 
influencing the certification or denial of certification of any entity as a 
LSBE. 

 
9.7.4 If the Contractor has obtained certification as a LSBE by reason of 

having furnished incorrect supporting information or by reason of having 
withheld information, and which knew, or should have known, the 
information furnished was incorrect or the information withheld was 
relevant to its request for certification, and which by reason of such 
certification has been awarded this contract to which it would not 
otherwise have been entitled, will: 

 
9.7.4.1 Pay to the County any difference between the contract 

amount and what the County’s costs would have been if the 
contract had been properly awarded; 

 
9.7.4.2 In addition to the amount described in subdivision (1), be 

assessed a penalty in an amount of not more than ten  percent 
of the amount of the contract; and 

 
9.7.4.3 Be subject to the provisions of Chapter 2.202 of the Los 

Angeles County Code (Determinations of Contractor Non-
responsibility and Contractor Debarment). 

 
The above penalties will also apply to any business that has previously 
obtained proper certification, however, as a result of a change in their 
status would no longer be eligible for certification and fails to notify the 

https://library.municode.com/ca/los_angeles_county/codes/code_of_ordinances?nodeId=TIT2AD_DIV4MIRE_CH2.204LOBUENPRPR
https://library.municode.com/ca/los_angeles_county/codes/code_of_ordinances?nodeId=TIT2AD_DIV4MIRE_CH2.204LOBUENPRPR
https://library.municode.com/ca/los_angeles_county/codes/code_of_ordinances?nodeId=TIT2AD_DIV4MIRE_CH2.202DECONSPCODE
https://library.municode.com/ca/los_angeles_county/codes/code_of_ordinances?nodeId=TIT2AD_DIV4MIRE_CH2.202DECONSPCODE
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State and the Department of Consumer and Business Affairs of this 
information prior to responding to a solicitation or accepting a contract 
award. 

 
9.8 Ownership of Materials Software, and Copyright 

 
9.8.1 County will be the sole owner of all right, title and interest, including 

copyright, in and to all software, plans, diagrams, facilities, and tools 
(hereafter “materials”) which are originated or created through the 
Contractor’s work pursuant to this Contract. The Contractor, for valuable 
consideration herein provided, will execute all documents necessary to 
assign and transfer to, and vest in the County all of the Contractor’s right, 
title and interest in and to such original materials, including any 
copyright, patent and trade secret rights which arise pursuant to the 
Contractor’s work under this Contract. 

 
9.8.2 During the term of this Contract and for five years thereafter, the 

Contractor will maintain and provide security for all of the Contractor’s 
working papers prepared under this Contract. The County will have the 
right to inspect, copy and use at any time during and subsequent to the 
term of this Contract, any and all such working papers and all information 
contained therein. 

 
9.8.3 Any and all materials, software and tools which are developed or were 

originally acquired by the Contractor outside the scope of this Contract, 
which the Contractor desires to use hereunder, and which the Contractor 
considers to be proprietary or confidential, must be specifically identified 
by the Contractor to the County Contract Section Manager as proprietary 
or confidential, and must be plainly and prominently marked by the 
Contractor as “Proprietary” or “Confidential” on each appropriate page 
of any document containing such material. 

 
9.8.4 The County will use reasonable means to ensure that the Contractor’s 

proprietary and/or confidential items are safeguarded and held in 
confidence. The County agrees not to reproduce, distribute or disclose 
to non-County entities any such proprietary and/or confidential items 
without the prior written consent of the Contractor. 

 
9.8.5 Notwithstanding any other provision of this Contract, the County will not 

be obligated to the Contractor in any way under paragraph 9.8.4 for any 
of the Contractor’s proprietary and/or confidential items which are not 
plainly and prominently marked with restrictive legends as required by 
paragraph 9.8.3 or for any disclosure which the County is required to 
make under any state or federal law or order of court. 

 
9.8.6 All the rights and obligations of this subsection 9.8 will survive the 

expiration or termination of this Contract. 
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9.9 Patent Copyright and Trade Secret Indemnification 
 

9.9.1 The Contractor will indemnify, hold harmless, and defend County from 
and against any and all liability, damages, costs, and expenses, 
including, but not limited to, defense costs and attorneys’ fees, for or by 
reason of any actual or alleged infringement of any third party’s patent 
or copyright, or any actual or alleged unauthorized trade secret 
disclosure, arising from or related to the operation and u  utilization of 
the Contractor’s work under this Contract. The County will inform the 
Contractor as soon as practicable of any claim or action alleging such 
infringement or unauthorized disclosure and will support the 
Contractor’s defense and settlement thereof. 

 
9.9.2 In the event any equipment, part thereof, or software product becomes 

the subject of any complaint, claim, or proceeding alleging infringement 
or unauthorized disclosure, such that County’s continued use of such 
item is formally restrained, enjoined, or subjected to a risk of damages, 
the Contractor, at its sole expense, and providing that County’s 
continued use of the system is not materially impeded, will either: 

 
9.9.2.1 Procure for County all rights to continued use of the 

questioned equipment, part, or software product; or 
 

9.9.2.2 Replace the questioned equipment, part, or software product 
with a non-questioned item; or 

 
9.9.2.3 Modify the questioned equipment, part, or software so that it 

is free of claims. 
 

9.9.3 The Contractor will have no liability if the alleged infringement or 
unauthorized disclosure is based upon a use of the questioned product, 
either alone or in combination with other items not supplied by the 
Contractor, in a manner for which the questioned product was not 
designed nor intended. 

 
9.10 Shred Documents 

 
Contractor must ensure that all confidential documents/papers, as defined under 
State law (including but not limited to W&IC Sections 10850, 17006) relating to this 
Contract must be shredded and not put in trash containers when Contractor 
disposes of these documents/papers. All documents/papers to be shredded are to 
be placed in a locked or secured container/bin/box and labeled “shred” until they 
are destroyed. No confidential documents/papers are to be recycled.  Documents 
for record and retention purposes in accordance with subsection 8.38 – Record 
Retention & Inspection/Audit Settlement of this Contract are to be maintained for 
a period of five years. 
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9.11 Social Enterprise (SE) Preference Programs 
 

9.11.1 This Contract is subject to the provisions of the County’s ordinance 
entitled SE Preference Program, as codified in Chapter 2.205 of the Los 
Angeles County Code. 

 
9.11.2 Contractor must not knowingly and with the intent to defraud, 

fraudulently obtain, retain, attempt to obtain or retain, or aid another in 
fraudulently obtaining or retaining or attempting to obtain or retain 
certification as a SE. 

 
9.11.3 Contractor must not willfully and knowingly make a false statement with 

the intent to defraud, whether by affidavit, report, or other representation, 
to a County official or employee for the purpose of influencing the 
certification or denial of certification of any entity as a SE. 

 
9.11.4 If Contractor has obtained County certification as a SE by reason of 

having furnished incorrect supporting information or by reason of having 
withheld information, and which knew, or should have known, the 
information furnished was incorrect or the information withheld was 
relevant to its request for certification, and which by reason of such 
certification has been awarded this contract to which it would not 
otherwise have been entitled, Contractor will: 

 
9.11.4.1 Pay to the County any difference between the contract 

amount and what the County’s costs would have been if the 
contract had been properly awarded; 

 
9.11.4.2 In addition to the amount described in subdivision (1) above, 

the Contractor will be assessed a penalty in an amount of not 
more than ten percent of the amount of the contract; and 

 
9.11.4.3 Be subject to the provisions of Chapter 2.202 of the Los 

Angeles County Code (Determinations of Contractor 
Non-responsibility and Contractor Debarment). 

 
The above penalties will also apply to any entity that has previously obtained 
proper certification, however, as a result of a change in their status would no longer 
be eligible for certification and fails to notify the Department of Consumer and 
Business Affairs of this information prior to responding to a solicitation or accepting 
a contract award. 

 
9.12 Health Insurance Portability and Accountability Act of 1996 (HIPAA) 

 
Contractor will be required to comply with the Administrative Simplification 
requirements of the federal Health Insurance Portability and Accountability Act of 
1996 (HIPAA) as in effect and as may be amended, as contained in Exhibit X 
(Business Associate Agreement under the Health Insurance Portability and 
Accountability Act of 1996 (“HIPAA”). 

https://library.municode.com/ca/los_angeles_county/codes/code_of_ordinances?nodeId=TIT2AD_DIV4MIRE_CH2.205SOENPRPR
https://library.municode.com/ca/los_angeles_county/codes/code_of_ordinances?nodeId=TIT2AD_DIV4MIRE_CH2.205SOENPRPR
https://library.municode.com/ca/los_angeles_county/codes/code_of_ordinances?nodeId=TIT2AD_DIV4MIRE_CH2.202DECONSPCODE
https://library.municode.com/ca/los_angeles_county/codes/code_of_ordinances?nodeId=TIT2AD_DIV4MIRE_CH2.202DECONSPCODE
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9.12.1 Contractor expressly acknowledges and agrees that the provision of 
services under this Agreement does not require or permit access by 
Contractor or any of its officers, employees, or agents, to any patient 
medical records/patient information. Accordingly, Contractor will instruct 
its officers, employees, and agents that they are not to pursue, or gain 
access to, patient medical records/patient information for any reason 
whatsoever. 

 
9.12.2 Notwithstanding the forgoing, the parties acknowledge that in the course 

of the provision of services hereunder, Contractor or its officers, 
employees, and agents, may have inadvertent access to patient medical 
records/patient information. Contractor understands and agrees that 
neither it nor its officers, employees, or agents, are to take advantage of 
such access for any purpose whatsoever. 

 
9.12.3 Additionally, in the event of such inadvertent access, Contractor and its 

officers, employees, and agents, will maintain the confidentiality of any 
information obtained and must notify Director that such access has been 
gained immediately, or upon the first reasonable opportunity to do so. In 
the event of any access, whether inadvertent or intentional, Contractor 
must indemnify, defend, and hold harmless County, its officers, 
employees, and agents, from and against any and all liability, including 
but not limited to, actions, claims, costs, demands, expenses, and fees 
(including attorney and expert witness fees) arising from or connected 
with Contractor’s or its officers’, employees’, or agents’, access to 
patient medical records/patient information. Contractor agrees to 
provide appropriate training to its employees regarding their obligations 
as described hereinabove. 

 
9.13 Collective Bargaining Agreement 

 
The Contractor must comply with California Department of Social Services 
Regulations Section 23-610 © (22). The Contractor agrees to provide the County, 
upon request, a copy of any collective bargaining agreement covering employees 
providing services under the contracts. 

 
9.14 Compliance with Auditor-Controller Contract Accounting and 

Administration handbook 
 

The Los Angeles County Department of Auditor-Controller Contract Accounting 
and Administration Handbook is incorporated herein by reference for all LA County 
non-federally funded contracts and available at:  
 

https://auditor.lacounty.gov/wp-content/uploads/2022/05/A-C-Handbook-
Revised-June-2021.pdf  
 

Contractor must comply at a minimum with the requirements set forth in the 
Contract Accounting and Administration Handbook. 

https://auditor.lacounty.gov/wp-content/uploads/2022/05/A-C-Handbook-Revised-June-2021.pdf
https://auditor.lacounty.gov/wp-content/uploads/2022/05/A-C-Handbook-Revised-June-2021.pdf
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9.15 Privacy and Confidentiality 
 

The County and Contractor agree to review and comply with applicable privacy 
and security requirements Exhibit W-1, CDSS 2019 Data Privacy and Security 
Agreement (PSA), Exhibit W-2, DHCS 2019 Medi-Cal PSA and PSA, and the 
Exhibit W-3, Electronic Information Exchange Security Requirements and 
Procedures for State and Local Agencies Exchanging Electronic Information with 
the Social Security Administration (SSA) document titled TSSR in order to ensure 
the privacy and security of the CalSAWS, Social Security Administration (SSA), 
MEDS, Applicant Income, IEVS, and PII data that is covered by these agreements 
and accessed or provided through DPSS 

 
A. Contractor Staff may use or disclose PII only as permitted in this Contract and 

only to assist in the administration of programs in accordance with 45 C.F.R. § 
205.50 et seq. and W&IC section 10850 or as authorized or required by law. 
Disclosures required by law or that are made with the explicit written 
authorization of the client are allowable. Any other use or disclosure of Pll 
requires the express approval in writing of CDSS. No Staff will duplicate, 
disseminate or disclose Pll except as allowed in this Contract. 

 
B. Contractor Staff may use or disclose Medi-Cal Pll only as permitted in this 

Contract and only to assist in the administration of Medi-Cal in accordance with 
Section 14100.2 of the Welfare and Institutions Code, Section 431.300 et. Seq. 
of Title 42 Code of Federal Regulations, and as otherwise required by law. 
Disclosures required by law or that are made with the explicit written 
authorization of a Medi-Cal client are allowable. Any other use or disclosure of 
Medi-Cal Pll requires the express approval in writing of DHCS. No Staff will 
duplicate, disseminate or disclose Medi-Cal Pll except as allowed in this 
Contract. 

 
C. Pursuant to this Contract, Contractor Staff may only use Medi-Cal PII or PII to 

assist in administering their respective programs. 
 

D. Access to Medi-Cal PII or Pll will be restricted to Contractor Staff who need to 
perform their official duties to assist in the administration of their respective 
programs. 

 
E. Contractor Staff who access, disclose or use Medi-Cal PII or Pll in a manner or 

for a purpose not authorized by this Contract may be subject to civil and criminal 
sanctions contained in applicable federal and state statutes. 
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9.16 Personnel Controls 
 
Contractor agrees to advise employees who have access to Medi- Cal PII or Pll, 
of the confidentiality of the information, the safeguards required to protect the 
information, and the civil and criminal sanctions for non- compliance contained in 
applicable federal and State laws. For that purpose, the Contractor will implement 
the following personnel controls: 

 
A. Employee Training 

 
Train and use reasonable measures to ensure compliance with the 
requirements of this Contract by Staff, including, but not limited to: 

 
1. Provide initial privacy and security awareness training to each new 

employee within 30 days of employment; 
 

2. Thereafter, provide annual refresher training or reminders of the privacy and 
security safeguards in this Contract to all employees. 

 
3. Maintain records indicating each employee’s name and the date on which 

the privacy and security awareness training was completed and; 
 

4. Retain training records for a period of five years after termination of the 
Memorandum of Understanding (MOU). 

 
B. Employee Discipline 

 
1. Provide documented sanction policies and procedures for Contractor 

employees who fail to comply with privacy policies and procedures or any 
provisions of these requirements. 

 
2. Sanction policies and procedures will include termination of employment 

when appropriate. 
 

C. Confidentiality Statement 
 

Ensure that all employees sign a confidentiality statement. The statement will 
be signed by employees prior to accessing Medi-Cal PII or PII and annually 
thereafter. Signatures may be physical or electronic. The signed statement will 
be retained for a period of five years after the termination of the Contract if the 
signed statement is being used to comply with Section 5.10 of the SSA’s 
“Electronic Information Exchange Security Requirements and Procedures for 
State and Local Agencies Exchanging Electronic Information with SSA” 
document, an attachment of Exhibit W-3. 

 
The statement will include, at a minimum, a description of the following: 

 
1. General Use of Medi-Cal PII or PII; 
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2. Security and Privacy Safeguards for Medi-Cal PII or PII; 

 
3. Unacceptable Use of Medi-Cal PII or PII; and 

 
4. Enforcement Policies. 

 
D. Background Screening 

 
1. The background screening should be commensurate with the risk and 

magnitude of harm the employee could cause. More thorough screening will 
be done for those employees who are authorized to bypass significant 
technical and operational security controls. 

 
2. Contractor will retain each employees background screening 

documentation for a period of three years following conclusion of 
employment relationship or five years following termination of the Contract, 
whichever is later. 

 
9.17 Management Oversight and Monitoring 

 
To ensure compliance with the privacy and security safeguards in this Contract 
the Contractor will perform the following: 

 
A. Conduct periodic privacy and security reviews of work activity by employees, 

including random sampling of work product. Examples include, but are not 
limited to, access to case files or other activities related to the handling of Medi-
Cal PII or PII. 

 
B. The periodic privacy and security reviews will be performed or overseen by 

management level personnel who are knowledgeable and experienced in the 
areas of privacy and information security in the administration of their program, 
and the use or disclosure of Medi-Cal PII or PII. 

 
9.18 Information Security and Privacy Staffing 

 
Contractor agrees to: 
 
A. Designate information security and privacy officials who are accountable for 

compliance with these and all other applicable requirements stated in this 
Contract. 
 

B. Provide DPSS with applicable contact information for these designated 
individuals by emailing the County Contract Administrator (CCA) at 
margaretmuniz@dpss.lacounty.gov. Any changes to this information should be 
reported to CCA within ten days. 

 
C. Assign Staff to be responsible for administration and monitoring of all security 

mailto:margaretmuniz@dpss.lacounty.gov
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related controls stated in this Contract. 
 

9.19 Physical Security 
 
Contractor will ensure Medi-Cal PII or Pll is used and stored in an area that is 
physically safe from access by unauthorized persons at all times. The Contractor 
agrees to safeguard Medi-Cal PII or Pll from loss, theft, or inadvertent disclosure 
and, therefore, agrees to: 
 
A. Secure all areas of the Contractor facilities where employees assist in the 

administration of their program and use, disclose, or store Medi-Cal PII or Pll. 
 

B. These areas will be restricted to only allow access to authorized individuals by 
using a photo identification badge. 

 
C. Require employees to wear badges where Medi-Cal PII or Pll is used, 

disclosed, or stored. 
 

D. Ensure each physical location, where Medi-Cal PII or PII is used, disclosed, or 
stored, has procedures and controls that ensure an individual who is terminated 
from access to the facility is promptly escorted from the facility by an authorized 
employee and access is revoked. 

 
E. Ensure there are security guards or a monitored alarm system at all times at 

the Contractor facilities and leased facilities where 500 or more individually 
identifiable records of Medi-Cal PII or Pll is used, disclosed, or stored. Video 
surveillance systems are recommended. 

 
F. Ensure data centers with servers, data storage devices, and/or critical network 

infrastructure involved in the use, storage, and/or processing of Medi-Cal PII or 
PII have perimeter security and physical access controls that limit access to 
only authorized employees. Visitors to the data center area will be escorted at 
all times by authorized employees. 

 
G. Store paper records with Medi-Cal PII or PII in locked spaces, such as locked 

file cabinets, locked file rooms, locked desks, or locked offices in facilities which 
are multi-use meaning that there are Contractor and non-Contractor functions 
in one building in work areas that are not securely segregated from each other. 
It is recommended that all Medi-Cal PII or PII be locked up when unattended 
at any time, not just within multi-use facilities. 

 
H. Contractor will have policies based on applicable factors that include, at a 

minimum, a description of the circumstances under which the employee can 
transport Medi-Cal PII or PII, as well as the physical security requirements 
during transport. A Contractor that chooses to permit its employee to leave 
records unattended in vehicles will include provisions in its policies to ensure 
that the Medi-Cal PII or PII is stored in a non-visible area such as a trunk, that 
the vehicle is locked, and that under no circumstances permit Medi-Cal PII or 
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PII be left unattended in a vehicle overnight or for other extended periods of 
time. 

 
I. Contractor will have policies that indicate employees are not to leave records 

with Medi-Cal PII or PII unattended at any time in airplanes, buses, trains, etc., 
inclusive of baggage areas. This should be included in training due to the 
nature of the risk. 

 
J. Use all reasonable measures to prevent non-authorized personnel and visitors 

from having access to, control of, or viewing PII. 
 

9.20 Technical Security Controls 
 
A. Workstation/Laptop Encryption 

 
All workstations and laptops, which use, store and/or process Medi-Cal PII or 
PII, will be encrypted using a Federal Information Processing Standard (FIPS) 
140-2 certified algorithm 128 bit or higher, such as Advanced Encryption 
Standard (AES). The encryption solution will be full disk. It is encouraged, when 
available and when feasible, that the encryption be 256 bit. 

 
B. Server Security 

 
Servers containing unencrypted Medi-Cal PII or PII will have sufficient 
administrative, physical, and technical controls in place to protect that data, 
based upon a risk assessment/system security review. It is recommended to 
follow the guidelines documented in the latest revision of the NIST Special 
Publication (SP) 800- 53, Security and Privacy Controls for Federal Information 
Systems and Organizations. 

 
C. Minimum Necessary 

 
Only the minimum necessary amount of Medi-Cal PII or PII required to perform 
required business functions may be accessed, copied, downloaded, or 
exported. 

 
D. Mobile Device and Removable Media 

 
All electronic files, which contain Medi-Cal PII or PII, will be encrypted when 
stored on any mobile device or removable media (i.e. USB drives, CD/DVD, 
smartphones, tablets, backup tapes etc.). Encryption will be a FIPS 140-2 
certified algorithm 128 bit or higher, such as AES. It is encouraged, when 
available and when feasible, that the encryption be 256 bit. 

 
E. Antivirus Software 

 
All workstations, laptops and other systems, which process and/or store Medi-
Cal PII or PII, will install and actively use an antivirus software solution. 
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Antivirus software should have automatic updates for definitions scheduled at 
least daily. 
 

F. Patch Management 
 

1. All workstations, laptops and other systems, which process and/or store 
Medi-Cal PII or PII, will have critical security patches applied, with system 
reboot if necessary. 

 
2. There will be a documented patch management process that determines 

installation timeframe based on risk assessment and vendor 
recommendations. 

 
3. At a maximum, all applicable patches deemed as critical will be installed 

within 30 days of vendor release. It is recommended that critical patches 
which are high risk be installed within seven days. 

 
4. Applications and systems that cannot be patched within this time frame, due 

to significant operational reasons, will have compensatory controls 
implemented to minimize risk. 

 
G. User IDs and Password Controls 

 
1. All users will be issued a unique user name for accessing Medi-Cal PII or 

PII. 
 

2. Username will be promptly disabled, deleted, or the password changed 
within, at most, 24 hours of the transfer or termination of an employee. Note: 
24 hours is defined as one working day. 

 
3. Passwords are not to be shared. 

 
4. Passwords will be at least eight characters. 

 
5. Passwords will be a non-dictionary word. 

 
6. Passwords will not be stored in readable format on the computer or server. 

 
7. Passwords will be changed every 90 days or less. It is recommended that 

passwords be required to be changed every sixty 60 days or less. Non-
expiring passwords are permitted when in full compliance with NIST SP 
800-63B Authenticator Assurance Level (AAL) 2. 

 
8. Passwords will be changed if revealed or compromised. 

 
9. Passwords will be composed of characters from at least three of the four of 

the following groups from the standard keyboard: 
 
a. Upper case letters (A-Z) 
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b. Lower case letters (a-z) 
c. Arabic numerals (0-9) 
d. Special characters (!,@,#, etc.) 

 
H. User Access 

 
In conjunction with CDSS and DHCS, Contractor management should exercise 
control and oversight over the authorization of individual user access to SSA 
data via MEDS or IEVS, and over the process of issuing and maintaining 
access control numbers, IDs, and passwords. 

 
I. Data Destruction 

 
When no longer needed, all Medi-Cal PII or PII will be cleared, purged, or 
destroyed consistent with NIST SP 800-88, Guidelines for Media Sanitization, 
such that the Medi-Cal PII or PII cannot be retrieved. 

 
J. System Timeout 

 
The systems providing access to Medi-Cal PII or PII will provide an automatic 
timeout, requiring re-authentication of the user session after no more than 20 
minutes of inactivity. 

 
K. Warning Banners 

 
The systems providing access to Medi-Cal PII or PII will display a warning 
banner stating, at a minimum: 
 
1. Data is confidential; 

 
2. Systems are logged; 

 
3. System use is for business purposes only, by authorized users; and 

 
4. Users will log off the system immediately if they do not agree with these 

requirements. 
 

L. System Logging 
 

1. The systems that provide access to Medi-Cal PII or PII will maintain an 
automated audit trail that can identify the user or system process which 
initiates a request for Medi-Cal PII or PII, or alters Medi-Cal PII or PII. 

 
2. The audit trail will: 

 
a. Be date and time stamped; 

 
b. Log both successful and failed accesses; 
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c. Be read-access only; and 

 
d. Be restricted to authorized users of the audit trail. 

 
3. If Medi-Cal PII or PII is stored in a database, database logging functionality 

will be enabled. 
 

4. Audit trail data will be archived for at least three years from the occurrence. 
 

M. Access Controls 
 

The system providing access to Medi-Cal PII or PII will use role- based access 
controls for all user authentications, enforcing the principle of least privilege. 

 
N. Transmission Encryption 

 
1. All data transmissions of Medi-Cal PII or PII outside of a secure internal 

network will be encrypted using a FIPS 140-2 certified algorithm that is 128 
bit or higher, such as AES or Transport Layer Security (TLS). It is 
encouraged, when available and when feasible, that 256-bit encryption be 
used. 

 
2. Encryption can be end to end at the network level, or the data files 

containing Medi-Cal PII or PII can be encrypted. 
 

3. This requirement pertains to any type of Medi-Cal PII or PII in motion such 
as website access, file transfer, and email. 

 
O. Intrusion Prevention 

 
All systems involved in accessing, storing, transporting, and protecting Medi-
Cal PII or PII, which are accessible through the Internet, will be protected by an 
intrusion detection and prevention solution. 

 
9.21 Audit Controls 

 
A. System Security Review 

 
1. The Contractor will ensure audit control mechanisms are in place. 

 
2. All systems processing and/or storing Medi-Cal PII or PII will have at least 

an annual system risk assessment/security review that ensures 
administrative, physical, and technical controls are functioning effectively 
and provide an adequate level of protection. 

 
3. Reviews should include vulnerability scanning tools. 
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B. Log Reviews 
 

All systems processing and/or storing Medi-Cal PII or PII will have a process or 
automated procedure in place to review system logs for unauthorized access. 

 
C. Change Control 

 
All systems processing and/or storing Medi-Cal PII or PII will have a 
documented change control process that ensures separation of duties and 
protects the confidentiality, integrity and availability of data. 

 
D. Anomalies 

 
When the Contractor or DPSS suspects MEDS usage anomalies, the 
Contractor will work with DPSS to investigate the anomalies and report 
conclusions of such investigations and remediation to CDSS/DHCS. 
 

9.22 Business Continuity/Disaster Recovery Controls 
 
A. Emergency Mode Operation Plan 

 
Contractor will establish a documented plan to enable continuation of critical 
business processes and protection of the security of Medi-Cal PII or PII kept in 
an electronic format in the event of an emergency. Emergency means any 
circumstance or situation that causes normal computer operations to become 
unavailable for use in performing the work required under this Contract for more 
than 24 hours. It is recommended that Contractor conduct periodic disaster 
recovery testing, including connectivity exercises conducted with DPSS, if 
requested. 

 
B. Data Centers 

 
Data centers with servers, data storage devices, and critical network 
infrastructure involved in the use, storage and/or processing of Medi-Cal PII or 
PII, will include environmental protection such as cooling; power; and fire 
prevention, detection, and suppression; and appropriate protection from other 
threats, including but not limited to flood, earthquake, and terrorism. 

 
C. Data Backup and Recovery Plan 

 
1. Contractor will have established documented procedures to backup Medi-

Cal PII or PII to maintain retrievable exact copies of Medi-Cal PII or PII. 
 

2. The documented backup procedures will contain a schedule which includes 
incremental and full backups. 

 
3. The procedures will include storing backups containing Medi-Cal PII or PII 

offsite. 
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4. The procedures will ensure an inventory of backup media. 

 
5. Contractor will have established documented procedures to recover Medi-

Cal or PII data. 
 

6. The documented recovery procedures will include an estimate of the 
amount of time needed to restore the Medi-Cal or PII data. 

 
7. It is recommended that the Contractor periodically test the data recovery 

process. 
 

9.23 Paper Document Controls 
 
A. Supervision of Data 
 

Medi-Cal PII or PII in paper form will not be left unattended at any time, unless 
it is locked in a file cabinet, file room, desk or office. Unattended means that 
information may be observed by an individual not authorized to access the 
information. 

 
B. Data in Vehicles 

 
Contractor will have policies that include, based on applicable risk factors, a 
description of the circumstances under which the Staff can transport Medi-Cal 
PII or PII, as well as the physical security requirements during transport. A 
Contractor that chooses to permit its Staff to leave records unattended in 
vehicles, it will include provisions in its policies to provide that the Medi-Cal PII 
or PII is stored in a non-visible area such as a trunk, that the vehicle is locked, 
and that under no circumstances permit Medi- Cal PII or PII to be left 
unattended in a vehicle overnight or for other extended periods of time. 

 
C. Public Modes of Transportation 

 
Medi-Cal PII or PII in paper form will not be left unattended at any time in 
airplanes, buses, trains, etc., inclusive of baggage areas. This should be 
included in training due to the nature of the risk. 

 
D. Escorting Visitors 

 
Visitors to areas where Medi-Cal PII or PII is contained will be escorted, and 
Medi-Cal PII or PII will be kept out of sight while visitors are in the area. 

 
E. Confidential Destruction 

 
Medi-Cal PII or PII will be disposed of through confidential means, such as 
cross cut shredding or pulverizing. 
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F. Removal of Data 
 

Medi-Cal PII or PII will not be removed from the premises of Contractor except 
for justifiable/identified routine business purposes or with express written 
permission of DPSS. 

 
G. Faxing 

 
1. Faxes containing Medi-Cal PII or PII will not be left unattended and fax 

machines will be in secure areas. 
 

2. Faxes will contain a confidentiality statement notifying persons receiving 
faxes in error to destroy them and notify the sender. 

 
3. Fax numbers will be verified with the intended recipient before sending the 

fax. 
 
H. Mailing 

 
1. Mailings containing Medi-Cal PII or PII will be sealed and secured from 

damage or inappropriate viewing of PII to the extent possible. 
 

2. Mailings that include 500 or more individually identifiable records containing 
Medi-Cal PII or PII in a single package will be sent using a tracked mailing 
method that includes verification of delivery and receipt, unless the 
Contractor obtains prior written permission from DPSS to use another 
method. 

 
9.24 Notification and Investigation of Breaches and Security Incidents 

 
Contractor agrees to implement reasonable systems for the discovery and prompt 
reporting of any breach or security incident, and to take the following steps: 

 
A. Initial Notice to DPSS 

 
Contractor will provide initial notice to DPSS, by email, or alternatively, by 
telephone if email is unavailable, of any suspected security incident, intrusion, 
or unauthorized access, use, or disclosure of Medi-Cal PII or PII or potential 
loss of Medi-Cal PII or PII. DPSS is acting on behalf of CDSS/DHCS for 
purposes of receiving reports of privacy and information security incidents and 
breaches. Contractor agrees to perform the following incident reporting to 
DHCS: 

 
1. If a suspected security incident involves Medi-Cal PII or PII provided or 

verified by SSA, the Contractor will immediately notify DPSS upon 
discovery. For more information on SSA data, please see the Definition 
section of this Contract. 
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2. If a suspected security incident does not involve Medi-Cal PII or PII provided 
or verified by SSA, the Contractor will notify DHCS within one working day 
of discovery. 

 
If it is unclear if the security incident involves SSA data, the Contractor will 
immediately report the incident upon discovery. 
 
Contractor will notify DPSS of all personal information, as defined by 
California Civil Code Section 1798.3(a), that may have been accessed, 
used, or disclosed in any suspected security incident or breach, including 
but not limited to case numbers. 

 
Notice will be made using the DHCS Privacy Incident Report (PIR) form, 
including all information known at the time. The Contractor will use the most 
current version of this form, which is available on the DHCS Privacy Office 
website at: 

 
http://www.dhcs.ca.gov/formsandpubs/laws/priv/Pages/CountiesOnly.aspx 

 
All PIRs and supporting documentation are to be submitted to DPSS via 
email using the “DHCS Breach and Security Incidents Reporting” contact 
information found below in Subsection F. 
 
A breach will be treated as discovered by the Contractor as of the first day 
on which the breach is known, or by exercising reasonable diligence would 
have been known, to any person (other than the person committing the 
breach), who is an employee, officer or other agent of the Contractor. 

 
Upon discovery of a breach, security incident, intrusion, or unauthorized 
access, use, or disclosure of Medi-Cal PII or PII, the Contractor will take: 

 
1. Prompt action to mitigate any risks or damages involved with the 

occurrence and to protect the operating environment; and 
 

2. Any action pertaining to such occurrence required by applicable federal 
and State laws and regulations. 

 
B. Investigation and Investigative Report 

 
Contractor will immediately investigate breaches and security incidents 
involving Medi-Cal PII or PII. If the initial PIR was submitted incomplete and if 
new or updated information is available, submit an updated PIR to DPSS within 
72 hours of the discovery. The updated PIR will include any other applicable 
information related to the breach or security incident known at that time. 

 
C. Complete Report 

 
If all of the required information was not included in either the initial report or 

http://www.dhcs.ca.gov/formsandpubs/laws/priv/Pages/CountiesOnly.aspx
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the investigation PIR submission, then a separate complete report will be 
submitted within ten working days of the discovery. The Complete Report of 
the investigation will include an assessment of all known factors relevant to the 
determination of whether a breach occurred under applicable provisions of the 
HIPAA, the Health Information Technology for Economic and Clinical Health 
(HITECH) Act, the Information Protection Act, or other applicable law. The 
report will also include a Corrective Action Plan (CAP) that will include, at 
minimum, detailed information regarding the mitigation measures taken to halt 
and/or contain the improper use or disclosure. 

 
If DHCS requests additional information related to the incident, the Contractor 
will make reasonable efforts to provide DPSS with such information. If 
necessary, Contractor will submit an updated PIR with revisions and/or 
additional information after the Completed Report has been provided. DHCS 
will review and determine whether a breach occurred and whether individual 
notification is required. DHCS will maintain the final decision making over a 
breach determination. 

 
D. Notification of Individuals 

 
When applicable State or federal law requires notification to individuals of a 
breach or unauthorized disclosure of their Medi-Cal PII or PII, the Contractor 
will give the notice, subject to the following provisions: 

 
1. If the cause of the breach is attributable to the Contractor or its 

subcontractors, agents or vendors, the Contractor will pay any costs of such 
notifications, as well as any and all costs associated with the breach. If the 
cause of the breach is attributable to DPSS/CDSS/DHCS, 
DPSS/CDSS/DHCS will pay any costs associated with such notifications, 
as well as any costs associated with the breach. If there is any question as 
to whether DPSS/CDSS/DHCS or the Contractor is responsible for the 
breach, DPSS/CDSS/DHCS and the Contractor will jointly determine 
responsibility for purposes of allocating the costs; 

 
2. All notifications (regardless of breach status) regarding beneficiaries’ 

Medi-Cal PII or PII will comply with the requirements set forth in Section 
1798.29 of the California Civil Code and Section 17932 of Title 42 of United 
States Code, inclusive of its implementing regulations, including but not 
limited to the requirement that the notifications be made without 
unreasonable delay and in no event later than 60 calendar days from 
discovery; 

 
3. The CDSS Information Security and Privacy Bureau or DHCS Privacy Office 

will approve the time, manner and content of any such notifications and their 
review and approval will be obtained before notifications are made. If 
notifications are distributed without CDSS/DHCS review and approval, 
secondary follow-up notifications may be required; and 
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4. CDSS/DHCS may elect to assume responsibility for such notification from 
the Contractor. 
 

E. Responsibility for Reporting of Breaches when Required by State or 
Federal Law 

 
If the cause of a breach of Medi-Cal PII or PII is attributable to the Contractor 
or its agents, subcontractors or vendors, the Contractor is responsible for all 
required reporting of the breach. If the cause of the breach is attributable to 
DPSS, DPSS is responsible for all required reporting of the breach. When 
applicable law requires the breach be reported to a federal or state agency or 
that notice be given to media outlets, DHCS (if the breach involves MEDS or 
SSA data), CDSS, DPSS and the Contractor will coordinate to ensure such 
reporting is in compliance with applicable law and to prevent duplicate 
reporting, and to jointly determine responsibility for purposes of allocating the 
costs of such reports, if any. 

 
F. DPSS Contact Information 

 
Contractor will utilize the below contact information to direct all notifications of 
breach and security incidents to DPSS. DPSS reserves the right to make 
changes to the contact information by giving written notice to the Contractor. 
Said changes will not require an amendment to this Contract or any other 
agreement into which it is incorporated. 

 
DPSS 

Department Information Security Officer 
DPSS 

County Contract Administrator 

Department of Public Social Services  
Bureau of Contract and Technical Services 
 
12860 Crossroads Parkway South –  
City of Industry, CA 91746-3411 
 
 
Email:CISO@dpss.lacounty.gov  
Telephone: (562) 908-8496 
  
The preferred method of communication is 
email, when available. Do not include any 
PII unless requested by the Department 
Information Security Officer. 

Department of Public Social Services  
Contract Administration and Monitoring Division 
 
12900 Crossroads Parkway South –  
East Annex, 2nd Floor 
City of Industry, CA 91746-3411 
 
Email:margaretmuniz@dpss.lacounty.gov 
Telephone: (562) 908-8368 
 
The preferred method of communication is 
email, when available. Do not include any 
Medi-Cal PII unless requested by Contract 
Management Division. 

 
9.25 Compliance with SSA Agreement 

 
Contractor agrees to comply with applicable privacy and security requirements in 
the Computer Matching and Privacy Protection Act Agreement (CMPPA) between 
the SSA and the California Health and Human Services Agency (CHHS), in the 
Information Exchange Agreement (IEA) between SSA and CDSS/DHCS, and in 

mailto:CISO@dpss.lacounty.gov
mailto:margaretmuniz@dpss.lacounty.gov
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the Electronic Information Exchange Security Requirements and Procedures for 
State and Local Agencies Exchanging Electronic Information with SSA (TSSR), 
which are hereby incorporated into this Contract and available upon request. 
If there is any conflict between a privacy and security standard in the CMPPA, IEA 
or TSSR, and a standard in this Contract, the most stringent standard will apply. 
The most stringent standard means the standard which provides the greatest 
protection to Medi-Cal PII or PII. 

 
If SSA changes the terms of its agreement(s) with DPSS/CDSS/DHCS, 
DPSS/CDSS/DHCS will, as soon as reasonably possible after receipt, supply 
copies to the County Welfare Directors Association (CWDA) as well as the 
proposed target date for compliance. For a period of 30 days, DPSS/CDSS/DHCS 
will accept input from CWDA on the proposed target date and make adjustments, 
if appropriate. 

 
After the 30-day period, CDSS/DHCS will submit the proposed target date to SSA, 
which will be subject to adjustment by SSA. Once a target date for compliance is 
determined by SSA, DPSS will supply copies of the changed agreement to the 
CWDA and the Contractor, along with the compliance date expected by SSA. If 
the Contractor is not able to meet the SSA compliance date, it will submit a CAP 
to DPSS for review and approval at least 30 days prior to the SSA compliance 
date. Any potential Contractor resource issues may be discussed with 
DPSS/CDSS/DHCS through a collaborative process in developing their CAP. 

 
A copy of Exhibit W-3 can be requested by authorized Contractor individuals by 
emailing DPSS using the contact information listed in Section 9.15 Privacy and 
Confidentiality, 9.24, Notification and Investigation of Breaches and Security 
Incidents, (F), DPSS Contact Information, of this Contract. 

 
9.26 Compliance with Department of Homeland Security Agreement 

 
Contractor agrees to comply with substantive privacy and security requirements in 
the Computer Matching Agreement (CMA) between the Department/Agency of 
Homeland Security, United States Citizenship and Immigration Services 
(DHS-USCIS) and CDSS/DHCS, which is hereby incorporated into this Contract 
and available upon request. If there is any conflict between a privacy and security 
standard in the CMA and a standard in this Contract, the most stringent standard 
will apply. The most stringent standard means the standard which provides the 
greatest protection to Medi- Cal PII or PII. 

 
If DHS-USCIS changes the terms of its agreement(s) with CDSS/DHCS, 
CDSS/DHCS will, as soon as reasonably possible after receipt, supply copies to 
CWDA as well as the CDSS/DHCS proposed target date for compliance. For a 
period of 30 days, CDSS/DHCS will accept input from CWDA on the proposed 
target date and make adjustments, if appropriate. After the 30-day period, 
CDSS/DHCS will submit the proposed target date to DHS-USCIS, which will be 
subject to adjustment by DHS-USCIS. Once a target date for compliance is 
determined by DHS-USCIS, CDSS/DHCS will supply copies of the changed 
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agreement to the CWDA and the Contractor, along with the compliance date 
expected by DHS- USCIS. If the Contractor is not able to meet the DHS-USCIS 
compliance date, it will submit a CAP to CDSS/DHCS for review and approval at 
least 30 days prior to the DHS-USCIS compliance date. Any potential Contractor 
resource issues may be discussed with CDSS/DHCS through a collaborative 
process in developing their CAP. 

 
A copy of the CMA can be requested by authorized Contractor individuals by 
emailing DPSS using the contact information listed in Section 9.15 Privacy and 
Confidentiality, 9.24, Notification and Investigation of Breaches and Security 
Incidents, (F), DPSS Contact Information, of this Contract. 

 
9.27 Contractor’s/Agency’s Agents, Subcontractors, and Vendors 

 
Contractor agrees to enter into written agreements with all agents, subcontractors 
and vendors that have access to Contractor Medi-Cal PII or PII. These agreements 
will impose, at a minimum, the same restrictions and conditions that apply to the 
Contractor with respect to Medi-Cal PII or PII upon such agents, subcontractors, 
and vendors. These will include, (1) restrictions on disclosure of Medi- Cal PII or 
PII, (2) conditions regarding the use of appropriate administrative, physical, and 
technical safeguards to protect Medi-Cal PII or PII, and, where relevant, (3) the 
requirement that any breach, security incident, intrusion, or unauthorized access, 
use, or disclosure of Medi-Cal PII or PII be reported to the Contractor. If the agents, 
subcontractors, and vendors of Contractor access data provided to DHCS and/or 
CDSS by SSA or DHS-USCIS, the Contractor will also incorporate the Contract’s 
Exhibits into each subcontract or subaward with agents, subcontractors, and 
vendors. 

 
9.28 Assessments and Reviews 

 
In order to enforce this Contract and ensure compliance with its provisions and 
Exhibits, the Contractor agrees to assist DPSS (on behalf of CDSS and DHCS) in 
performing compliance assessments. These assessments may involve 
compliance review questionnaires, and/or review of the facilities, systems, books, 
and records of the Contractor, with reasonable notice from DPSS. Such reviews 
will be scheduled at times that take into account the operational and staffing 
demands. The Contractor agrees to promptly remedy all violations of any provision 
of this Contract and certify the same to the DPSS in writing, or to enter into a written 
CAP, subject to approval by DPSS containing deadlines for achieving compliance 
with specific provisions of this Contract. 

 
9.29 Assistance in Litigation or Administrative Proceedings 

 
In the event of litigation or administrative proceedings involving 
DPSS/CDSS/DHCS based upon claimed violations by the Contractor of the 
privacy or security of Medi-Cal PII or Pll or of federal or state laws or agreements 
concerning privacy or security of Medi- Cal PII or Pll, the Contractor will make all 
reasonable effort to make itself and Contractor Staff assisting in the administration 
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of their program and using or disclosing Medi-Cal PII or Pll available to 
DPSS/CDSS/DHCS at no cost to DPSS/CDSS/DHCS to testify as witnesses. 
DPSS/CDSS/DHCS will also make all reasonable efforts to make itself and any 
subcontractors, agents, and employees available to the Contractor at no cost to 
the Contractor to testify as witnesses, in the event of litigation or administrative 
proceedings involving the Contractor based upon claimed violations by 
DPSS/CDSS/DHCS of the privacy or security of Medi-Cal Pll or of state or federal 
laws or agreements concerning privacy or security of Medi-Cal PII. 

 
9.30 Amendment of Agreement 

 
DPSS and the Contractor acknowledge that federal and State laws relating to data 
security and privacy are rapidly evolving and that an amendment to this Contract 
may be required to provide for procedures to ensure compliance with such 
developments. Upon request by DPSS, the Contractor agrees to promptly enter 
into negotiations with DPSS concerning an amendment to this Contract as may be 
needed by developments in federal and State laws and regulations. In addition to 
any other lawful remedy, DPSS may terminate this Contract upon 30 days written 
notice if the Contractor does not promptly agree to enter into negotiations to amend 
this Contract when requested to do so, or does not enter into an amendment that 
DPSS deems necessary. 

 
9.31 Survival 

 
All provisions of this Contract that provide restrictions on disclosures of Medi-Cal 
PII or PII and that provide administrative, technical, and physical safeguards for 
the Medi-Cal PII or PII in the Contractor’s possession will continue in effect beyond 
the termination or expiration of this Contract and will continue until the Medi-Cal 
PII or PII is destroyed or returned to DPSS. 

 
9.32 Termination for Cause 

 
Upon DPSS knowledge of a material breach or violation of this Contract by the 
Contractor, DPSS may provide an opportunity for the Contractor to cure the breach 
or end the violation and may terminate this Contract if the Contractor does not cure 
the breach or end the violation within the time specified by DPSS. This Contract 
may be terminated immediately by DPSS if the Contractor has breached a material 
term and DPSS determines, in its sole discretion, that cure is not possible or 
available under the circumstances. Upon termination of this Contract, the 
Contractor will return or destroy all Medi-Cal PII or PII in accordance with Section 
VII, above. The provisions of this Contract governing the privacy and security of 
the Medi-Cal PII or PII will remain in effect until all Medi-Cal PII or PII is returned 
or destroyed and DPSS receives a certificate of destruction. 

 
// 

 
// 
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10 SURVIVAL 
 

In addition to any terms and conditions of this Agreement that expressly survive expiration 
or termination of this Agreement by their terms, the following provisions will survive the 
expiration or termination of this Agreement for any reason: 
 
Paragraph 1 (Applicable Documents) 
Paragraph 2   (Definitions) 
Paragraph 3 (Work) 
Paragraph 5.4 (No Payment for Services Provided Following  

Expiration/Termination of Agreement) 
Paragraph 7.6  (Confidentiality) 
Paragraph 8.1 (Amendments) 
Paragraph 8.2  (Assignment and Delegation/Mergers or Acquisitions) 
Paragraph 8.6.2 
Paragraph 8.19  (Fair Labor Standards) 
Paragraph 8.20 (Force Majeure) 
Paragraph 8.21 (Governing Law, Jurisdiction, and Venue) 
Paragraph 8.23 (Indemnification) 
Paragraph 8.24 (General Provisions for all Insurance Coverage) 
Paragraph 8.25  (Insurance Coverage) 
Paragraph 8.26 (Liquidated Damages) 
Paragraph 8.34 (Notices) 
Paragraph 8.38 (Record Retention and Inspection/Audit Settlement) 
Paragraph 8.42  (Termination for Convenience) 
Paragraph 8.43  (Termination for Default) 
Paragraph 8.48 (Validity) 
Paragraph 8.49  (Wavier) 
Paragraph 8.57  (Prohibition from Participation in Future Solicitation(s)) 
Paragraph 9.8  (Ownership of Materials, Software and Copyright) 
Paragraph 9.9  (Patent, Copyright and Trade Secret Indemnification) 
Paragraph 10  (Survival) 
 

// 
 

// 
 

// 
 

// 
 

// 
 

// 
 

// 
 

// 
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IN WITNESS WHEREOF, contractor has executed this Contract, or caused it to be duly 
executed and the County of Los Angeles, by order of its Board of Supervisors has caused this 
Contract to be executed on its behalf by the Director of the Department of Public Social Services 
thereof, on the dates indicated below. 
 
 
COUNTY OF LOS ANGELES 
 
 
 
 
 
By  ____________________________   Date: ____________________ 
       Jackie Contreras, Ph.D., Director 
       Department of Public Social Services 
 
 
 
 
CONTRACTOR NAME: 
 
 
 
 
 
 
By  ______________________________  Date: ______________________ 
       Karen Kimmel 
       Chief Financial Officer 
 
 
 
 
 
APPROVED AS TO FORM: 
DAWYN R. HARRISON 
County Counsel 
 
 
 
 
 
By ___________________________   Date: ________________________ 
 Melinda White-Svec 
 Principal Deputy County Counsel 
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EXHIBIT A-1, STATEMENT OF WORK 
 

JOB READINESS AND CAREER PLANNING 
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PREAMBLE 
 

The County of Los Angeles seeks to collaborate with its community partners to 
enhance the capacity of the health and human services system to improve the lives 
of children and families. These efforts require, as a fundamental expectation, that 
the County’s contracting partners share the County and community’s commitment 
to provide health and human services that support achievement of the County’s 
Strategic Plan Mission, Values, Goals and performance outcomes. 

 
The County’s vision is a value driven culture, characterized by extraordinary 
employee commitment to enrich lives through effective and caring service, and 
empower people through knowledge and information. This philosophy of service 
excellence is anchored in the County’s shared values of: 1) Integrity; 2) Inclusivity; 
3) Compassion, and 4) Customer Orientation. 

 
These shared values are encompassed in the County Strategic Plan’s three Goals: 
1) Make Investments that Transform Lives, 2) Foster Vibrant and Resilient 
Communities, and 3) Realize Tomorrow’s Government Today. These require 
coordination, collaboration and integration of services across functional and 
jurisdictional boundaries, by and between County departments/agencies and 
community and contracting partners. 
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STATEMENT OF WORK 
 

1 GENERAL 
 

1.1 Scope of Work 
 

1.1.1 Contractor will provide JRCP Services Countywide. 
 

1.1.2 Contractor will conduct Orientation and Focus 360 at approved 
Contractor sites in person or in a hybrid format. In addition, upon written 
approval from the County, Contractor will develop and conduct Focus 
360 sessions or other related activities remotely for participants who 
would benefit from attending virtually, this includes during a natural or 
manmade disaster or pandemic/epidemic. In such cases when the 
participant does not have an adequate electronic device, County will be 
responsible for providing ancillary supportive services (payments issued 
to cover the cost of items and/or services necessary for participation in 
an approved Welfare-to-Work activity) to each participant approved for 
Focus 360 sessions or other related activity. 

 
1.1.3 In the provision of all JRCP Services activities, Contractor will stress and 

reinforce the message that the purpose of the GAIN Program and the 
Refugee Employment Program (REP) is to focus on the whole person 
approach to career development. Adopting a 360 or “full circle” approach 
recognizes that actual professional development is also personal and for 
the GAIN/REP participant to go from welfare to work they must 
embrace/address the numerous roles they have both inside and outside 
of work.  

 
1.1.4 Except for those items listed in Section 2, County Furnished Items, 

hereunder, the Contractor will provide all personnel, materials, 
supervision, and other items or services necessary to provide the JRCP 
Services set forth hereunder for a population with economic, 
educational, and social barriers. 

 
The clientele for which Contractor will provide the services described 
hereunder consists of CalWORKs participants, who are eligible for WtW 
services, in the County’s GAIN Program, and REP program participants, 
as well as children/youth whose parents are in Family Stabilization (FS) 
and Exempt Volunteers, including CalWORKs eligible youth (Non FS) 
ages 16-18 who are in high school participating as Exempt Volunteers, 
contingent upon available funding. 

 
CalWORKs and RCA participants may have varying work history/skills, 
acculturation needs, learning disabilities, language barriers (limited 
English), educational levels, childcare needs, and may require 
specialized services, e.g., Domestic Violence, Substance Use Disorder, 
and Mental Health. 
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1.1.5 The Contractor will provide services to qualified participants that fall into 

the two major categories below. A flow chart, with the sequence of these 
activities, is contained in Exhibit A-1, Attachment 6, Job Readiness 
Career Planning Services Flow Chart. 

 
1.1.5.1 A one-day Orientation activity which will include the specific 

tasks outlined in Exhibit A-1, Subsection 4.6, Orientation 
Services. The Orientation activity is the first day of Focus 360, 
described below. 

 
1.1.5.2 A multi-week Focus 360 activity which will include, but is not 

limited to, the specific tasks outlined in Exhibit A-1, Subsection 
4.7, Focus 360 Services. Focus 360 for English, Spanish, and 
Non-English/Non-Spanish (NE/NS) speaking participants has 
a duration of four weeks. 

 
1.1.5.3 Additional curriculum topics will be considered for REP Focus 

360 multilingual participants to review acculturation 
information determined to be beneficial to NE/NS participants 
as determined by the County. 

 
1.1.6 The Contractor will comply with all CalWORKs laws and updates and 

the County of Los Angeles CalWORKs Plan, in the provision of the 
JRCP Services described above and as further detailed below. 

 
1.1.7 The Contractor may be required to have County staff collocate at its 

Focus 360 sites to facilitate communications/services with the case 
management staff. 

 
1.1.8 Contingent upon available funding Contractor will administer/reinstate 

an Incentive Program. The program would operate within the Fiscal Year 
of funding availability. 

 
1.1.9 Contractor will provide Tutoring services to children/youth whose 

parents are in Family Stabilization (FS) and Exempt Volunteers, 
including CalWORKs eligible youth (non-FS) ages 16-18 who are in high 
school participating as Exempt Volunteers. through subcontractor or 
contractor’s staff. 

 
1.1.10 Tutoring services will include an academic assessment of the child’s 

needs in order to develop an individualized learning plan, which will 
indicate the subject(s) in which tutoring will be provided, the goal/target, 
the range of number of hours of instruction needed, and the mode of 
delivery will be virtual or in person. Additional indicators may be added 
upon request by the County. 
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1.1.11 Contractor will inform CalWORKs GAIN participants that GAIN seeks to 

disrupt the cycle of poverty by simultaneously focusing, not only on the 
needs of the parents, but also on the needs of their school-age children 
by offering tutoring services if eligible and contingent upon available 
funding. 

 
1.1.12 Contingent upon available funding and regardless of the participation 

status of the parent in Focus 360 or other GAIN activity, Tutoring 
services will be made available virtually or in person to children/youth 
whose parents are in Family Stabilization (FS) and Exempt Volunteers, 
including CalWORKs eligible youth (non-FS) ages 16-18 who are in high 
school participating as Exempt Volunteers. The tutoring services may 
be provided by the Contractor, subcontractor, private and/or public firms. 

 
1.1.12.1 Contingent upon changes in State regulations and funding 

availability, Tutoring services will be provided to all 
CalWORKs children/youth. 

 
1.2 Quality Control 
 

The Contractor will establish and utilize a comprehensive Quality Control Plan 
(Plan) to assure the County a consistently high level of service throughout the term 
of this Contract. 

 
The Plan will include, but may not be limited to, the following: 

 
1.2.1 Method for assuring that professional staff rendering services under this 

Contract has qualifying experience, including qualified staff with an 
approved academic college education/and or academic tutoring 
certification/credentials related degree approved by LACOE, Live Scan, 
and/or other background clearances required for working with 
children/youth in Tutoring services. 

 
1.2.2 A method of monitoring to ensure that Contract requirements are being 

met; 
 

1.2.3 A method for identifying, preventing and correcting deficiencies in the 
quality of service before the level of performance becomes 
unacceptable; 

 
1.2.4 A record of all inspections conducted by the Contractor, the corrective 

action taken, the time a problem was first identified, a clear description 
of the problem, and the time elapsed between identification and 
completed corrective action, will be provided to the County upon 
request; 

 
1.2.5 A method for monitoring subcontractors for compliance and quality of 

services; and 
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1.2.6 Data Collection and Monitoring systems to ensure that services are 

equitable for all GAIN participants including those who are immigrants, 
refugees and limited-English proficient. 

 
1.3 Government Observations 
 

Federal, State, and/or County personnel, in addition to departmental contracting 
staff, may observe performance, activities, and documents under this Contract at 
any time during normal working hours. However, personnel may not unreasonably 
interfere with Contractor's performance. 

 
1.4 Attendance and Notice of Meetings 
 

The Contractor will have appropriate levels of staff attend all meetings requested 
by the County. The Contractor may request meetings with the County as needed 
with five business days’ advance notice. The advance notice requirement may be 
waived with the mutual consent of both the Contractor and the County. 

 
1.5 Communication 
 

The County will notify the Contractor verbally and with written confirmation upon 
County's identification of any problems in the Contractor's performance of this 
Contract. Contractor will respond in writing to the County's inquiries within five 
business days clarifying the stated problem(s) or confirming corrective action to 
the County's satisfaction. 

 
1.6 Hours of Operation 

 
1.6.1 The Contractor will be available to provide services to the County during 

normal business hours, Monday through Friday from 8:00 a.m. - 5:00 
p.m. To accommodate participants, the Contractor may also be required 
to conduct Job Readiness, Workforce Preparation, and Tutoring 
services as required by the County during outside business hours. 

 
1.6.2 The Contractor is not required to provide services on County-recognized 

holidays. The CCA will provide a list of County holidays to the Contractor 
within 30 calendar days of the Contract start date, and annually, at the 
beginning of the calendar year. 

 
1.6.3 Contractor Manager will provide a list of Contractor holidays to County 

when the Contract is approved and prior to subsequent calendar years. 
 

1.7 Telework  
 

Telework is an alternate work method which may be used to meet the needs of the 
Contractor. This can be either at a home or another work location which is less 
than fifty percent of the normal commute from home to work. Telework is an option 
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that Contractor may choose to make available to qualified staff when a mutually 
beneficial situation exists. It is not a universal staff benefit. Staff do not have a 
"right" to telework and this work option may be terminated by either the Contractor 
or the County at any time. 

 
2 COUNTY FURNISHED ITEMS 

 
2.1 Facilities 

 
The County will provide necessary space, furniture, utilities, internet access or 
Internet Service Provider (ISP), equipment, and telephones for the Contractor to 
conduct Orientation and Focus 360 at specified DPSS GAIN Regional Offices and 
Sub-Offices and other locations which may be identified by the County, as 
necessary. Exhibit A-1, Attachment 8, provides a listing of Regional GAIN Offices 
and Sub-Offices. Those Regional GAIN Offices and Sub-Offices at which DPSS 
provides facilities for Orientation and Focus 360 are indicated on Exhibit A-1, 
Attachment 8. 
 
Should there be a need for a change in locations for Contractor provided facility as 
listed on Exhibit A-1, Attachment 9, County shall work with the Contractor to 
identify facilities to ensure appropriate service continuity. 
 

2.2 Services 
 

The County will provide training in the following areas to appropriate contractor 
staff: 

 
2.2.1 GAIN Orientation; 

 
2.2.2 CalSAWS computer system; 

 
2.2.3 DPSS policy and procedures on language access, including how to work 

effectively with interpreters for Non-English (NE) Speaking and Limited 
English Proficient (LEP) GAIN/REP participants; 

 
2.2.4 DPSS GAIN Policy; 

 
2.2.5 Methods to access and use State and County-translated documents; 

 
2.2.6 Civil Rights issues affecting NE/LEP GAIN/REP participants; 

 
2.2.7 DPSS Civil Rights requirements and “refresher” training on these 

requirements; and 
 

2.2.8 Appropriate tools and methodology for appraising NE/LEP GAIN/REP 
participants. 

 
2.3 Security for Computer Data System Equipment 
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2.3.1 If the Contractor is utilizing any DPSS developed and approved 
computer data system, the Contractor will provide all security measures 
to ensure that the DPSS computer system data is secured and 
maintained. 

 
2.3.2 The Contractor may request access to the County Virtual Private 

Network (VPN) to access County designated and approved DPSS 
system data screens by submitting a request through the established 
procedure set by DPSS. 

 
2.3.3 The Contractor will provide their own equipment and internet in order to 

access County designated and approved DPSS computer system data 
screens via VPN. Contractor will safeguard the integrity of all County 
systems by ensuring that all Contractor employees abide by the 
County’s User policies and Employee Acknowledgment and 
Confidentiality Agreements. The Contractor will follow County policies 
by sharing the user policy with its employees, obtaining signed User 
Agreements, obtaining signed Employee Acknowledgment and 
Confidentiality Agreements, and by monitoring compliance. 

 
2.3.4 The Contractor will inform the County within one business day from the 

date the Contractor is notified that the Contractor staff is no longer 
working under this contract to ensure access to the County data system 
is removed and VPN access revoked. 

 
2.3.5 The Contractor will maintain the security and integrity of the DPSS 

computer systems by having up-to-date DPSS User Agreements on- file 
for each end-user and disallowing the sharing of access codes and 
passwords between staff. 

 
2.4 Materials 

 
The County will supply the following materials: 

 
2.4.1 GAIN plans and updates; 

 
2.4.2 CalSAWS instructional material and security information; 

 
2.4.3 Labor Market Information is at www.labormarketinfo.edd.ca.gov; 

 
2.4.4 State Workers’ Compensation Claim Forms: the Employer Report of 

Inquiry, SCIF 3067, and the Employee Claim Form, SCIF 3301; 
 

2.4.5 GAIN-related (GN series) forms at start-up and ongoing, as needed and 
as updated/revised; 

 
2.4.6 Listing of County-approved Domestic Violence, Substance Use 

Disorder, and Mental Health Service Providers; 

http://www.labormarketinfo.edd.ca.gov/
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2.4.7 All required posters; 

 
2.4.8 Literacy Screening Tool; 

 
2.4.9 The Gaining Opportunity and Living Skills (GOALS) materials in English, 

Spanish, Armenian, Cambodian, Cantonese, Mandarin, Korean, 
Russian, Vietnamese, Farsi and Tagalog; 

 
2.4.10 Targeted Job Tax Credit, Earned Income Tax Credit and Advanced 

Earned Income Tax Credit forms; and 
 

2.4.11 List of County-recognized holidays. 
 

3 CONTRACTOR FURNISHED ITEMS 
 

3.1 Facilities 
 

3.1.1 Other than those identified in Section 2 (County Furnished Items), 
Subsection 2.1 (Facilities), Contractor will provide all facilities for Focus 
360 and will include no-cost parking spaces for County-designated staff 
and GAIN participants at each facility through June 30, 2025.  Should 
there be a need for a change in locations, County shall work with the 
Contractor to identify facilities to ensure appropriate service continuity. 

 
3.1.2 Facilities will be in close proximity to Regional GAIN/REP offices and 

Sub-Offices and will be within one-hour travel time using public 
transportation from the Regional GAIN/REP Office/Sub-Office. The 
locations of the GAIN offices and Sub-Offices are contained in 
Statement of Work, Exhibit A-1, Attachment 8. Contractor will obtain 
DPSS approval prior to leasing any facility. 

 
3.2 Equipment/Supplies/Materials 

 
3.2.1 The Contractor will furnish all equipment and supplies necessary to 

perform all services required by this Contract which are not provided by 
the County, as needed and approved by County. In emergent situations, 
in which site closure(s) are required or there is a need to implement 
social distancing measures, this may include laptop computers required 
by participants who need to complete Focus 360 or other related 
activities remotely. 

 
3.2.2 The Contractor will furnish desks, tables, chairs, utilities, telephones, 

and internet access for LACOE Focus 360 facilities. 
 

3.2.3 With the exception of County-furnished items as stated in Section 2, 
County Furnished Items, the Contractor will obtain all equipment 
necessary to perform all services required by this Contract in 
accordance with Exhibit B (Contract Budget), hereunder. 
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3.2.4 The Contractor will establish and maintain an inventory of all equipment 

purchased by Contractor using County funds. The inventory will include 
the following after the start of this Contract: 

 
3.2.4.1 Name and phone number of Contractor’s contact person 

where equipment is located; 
 

3.2.4.2 Address where equipment is located; 
 

3.2.4.3 Type of equipment; 
 

3.2.4.4 Brand, model, and serial number of equipment; 
 

3.2.4.5 County bar-code number on equipment; 
 

3.2.4.6 Date of purchase and date of delivery; and 
 

3.2.4.7 Cost of equipment, funding source(s), and amount of County 
funds used in the purchase, as appropriate. 

 
3.2.5 The Contractor will establish and maintain an inventory of all 

County-furnished equipment, material, etc. purchased and utilized for 
this and any prior Contract between the Contractor and the County for 
services herein. 

 
3.2.6 The Contractor will update the equipment inventory no less than on a 

semi-annual basis and will provide the County an updated inventory list 
during the term of this Contract upon request. 

 
3.2.7 Unless applicable federal or State law requires otherwise, the County 

will be sole owner of all rights, title and interest in any and all equipment 
purchased by the Contractor with County funds and equipment 
furnished by the County to Contractor, pursuant to this Contract. 

 
3.2.8 Equipment/supplies with a current per-unit fair market value of $5,000 

or less may be retained, sold or otherwise disposed of by the contractor 
with no further obligation to the Federal awarding agency. The County 
will no longer retrieve equipment/supplies valued at $5,000 or less when 
a contract expires. 

 
3.2.9 Equipment/supplies with a current per-unit fair market value in excess 

of $5,000 may be retained by contractor or sold. The County is entitled 
to an amount calculated by multiplying the current market value or 
proceeds from sale by the County’s percentage of the original purchase 
price. If the equipment is sold, the County may permit the Contractor to 
deduct and retain $500 or ten percent of the proceeds, whichever is less, 
for its selling and handling expenses. 
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3.2.10 The Contractor will provide all Contractor-developed curricula approved 

by the County and the translations of the curricula in the languages 
required by the County. 

 
3.2.11 The Contractor will post all required posters as directed by the County. 

 
3.2.12 Contractor will provide and maintain a clothing closet of professional 

attire for men and women as part of Focus 360 services for the GAIN 
participants which enables them to have clothes to meet the dress code 
requirement for job interviews and to start employment. The maximum 
amount allocated per Fiscal Year is $125,000. 
 

3.3 Training 
 

3.3.1 The Contractor will provide training to all Contractor employees who 
work directly with GAIN/REP participants on all Contractor-developed 
curricula, and Contractor Orientation staff will be trained in the County’s 
GOALS motivational program or other motivational programs with the 
County’s approval prior to the Contract start date, and for future newly 
hired employees, prior to performing the Contract services. 

 
3.3.2 The Contractor will provide an orientation program for new employees 

who will work directly with GAIN/REP participants and children/youth 
participating in the Tutoring services within 30 calendar days after they 
start employment with Contractor. 

 
The Program will provide training at a minimum to include the following: 

 
a. Orientation to the GAIN Program; 

 
b. Cultural awareness, Civil Rights training and ADA Title II; 

 
c. Child and elder abuse awareness and reporting training; 

 
d. Training on how to identify and assist GAIN/REP participants in 

coping with and overcoming specific barriers to employment; and 
 

e. Training on identifying and reporting sexual harassment. 
 

3.3.3 The Contractor will provide a one-day orientation for new employees 
every ninety days. The Contractor will report the names of all new 
employees who attended the training on the Monthly Management 
Report (MMR). 

 
3.3.4 Throughout each Contract year, Contractor will provide training 

workshops for direct services management and non-management staff. 
Workshop topics will include employee relations, organization and 
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management orientation, building an effective working relationship with 
your manager, establishing performance expectations, taking corrective 
action, personal strategies for navigating change, speaking with 
confidence, moving from conflict to collaboration and what it takes to 
succeed at LACOE. 

 
3.3.5 The Contractor will ensure that training is scheduled so as not to 

interfere or adversely affect Contractor’s delivery of the Contract 
services. 

 
3.4 CalSAWS Inventory Maintenance 

 
Contractor will maintain a computerized Focus 360 inventory using CalSAWS. 
Inventory updates will be made within five business days after any change occurs 
in the data specified below. The following information and any other data that may 
be required will be included in the inventory: 

 
a. Name of Focus 360 site (Contractor facility); 

 
b. Focus 360 site address; 

 
c. Contact person and his/her telephone number; 

 
d. Language capabilities available; 

 
e. Focus 360 services offered, e.g., Focus 360 activity; and 

 
f. Specialized Services, if any. 

 
3.5 Security for Contractor’s Facilities 

 
The Contractor will provide on-site security personnel at Contractor-leased Focus 
360 facilities upon written notification by County. 

 
3.6 Civil Rights Complaint Procedures 

 
In addition to complying with Subsection 8.7 of the Contract, Compliance with Civil 
Rights Laws, Contractor will comply with the Civil Rights requirements as directed 
by DPSS, which include, but are not limited to the following: 

 
3.6.1 The Contractor will provide and assist CalWORKs Participants with 

completing a PA 607, Complaint of Discriminatory Treatment or GEN 
1179, Complaint of Discrimination (if the participant’s preferred 
language is a non-DPSS threshold language) in the participant’s primary 
language. In addition, Contractor will inform CalWORKs Participants of 
their right to file a verbal complaint through the Civil Rights Hotline and 
provide them the hotline telephone number, (562) 908-8501. 
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3.6.2 Contractor will maintain a log of Civil Rights complaints. 
 

3.6.3 Contractor Manager will act as the Civil Rights Liaison (CRL) between 
the Contractor and the CCA and DPSS’ Civil Rights Section (CRS). 
 

3.6.4 The Contractor Manager/CRLs will forward all PA 607s to the CCA 
within two business days. 

 
3.6.5 Contractor Manager/CRLs will not attempt to investigate Civil Rights 

complaints. Investigations are handled by CRS. 
 

3.6.6 Civil Rights Compliance 
 

Services must be provided without undue delay to non-English and 
limited English proficient participants using bilingual staff, the DPSS 
approved translation services. Participants must not be required to 
provide their own interpreter at any time. 

 
4 SPECIFIC TASKS 

 
4.1 Contractor Management Services 

 
Contractor will provide all management services necessary for provision of the 
JRCP Services which consists of Orientation, Focus 360, Short Term Training and 
Tutoring services for children/youth whose parents are in Family Stabilization (FS) 
and Exempt Volunteers, including CalWORKs eligible youth (non-FS) ages 16-18 
who are in high school participating as Exempt Volunteers, contingent upon 
available funding. Management services may include, but are not limited to: 

 
4.1.1 Planning, coordinating, implementing and monitoring of Orientation, 

Focus 360, Short Term Training and Tutoring service delivery; 
 

4.1.2 Ensuring that there are sufficient professional, experienced, bilingual, 
and competent staff to administer the Job Readiness and Workforce 
Preparation Segment to the County’s CalWORKs/RCA population in all 
languages. 

 
4.1.2.1 Contractor will provide County with standards used to certify 

fluency of staff providing services in languages other than 
English upon request. 

 
4.1.3 Contractor will also ensure that qualified and experienced staff 

administer tutoring services to the children/youth whose parents are in 
Family Stabilization (FS) and Exempt Volunteers, including CalWORKs 
eligible youth (non-FS) ages 16-18 who are in high school participating 
as Exempt Volunteers. 

 
4.1.4 Ensuring that NE/NS participants in both the threshold and non-
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threshold languages are provided similar Orientation and Focus 360 
Services. Cultural considerations should be considered for non-
threshold languages NE/NS participants. 

 
4.1.4.1 Threshold languages are: Chinese, Tagalog, Spanish, 

Korean, Farsi, Armenian, Russian, Cambodian, and 
Vietnamese. Threshold languages are re-evaluated by DPSS 
Civil Rights Section on a monthly basis. If there is a change in 
the threshold languages, DPSS will notify the Contractor who 
must adhere to the new threshold language policy. 

 
4.1.4.2 For the non-threshold NE/NS participants, Contractor will 

provide a facilitator or translator in the participant’s native 
language. In the event a language-specific translator is not 
available, a LACOE facilitator will deliver the NE/NS services 
with the aid of the telephone translation services. 

 
4.1.5 The Contractor will be responsive to the specific needs of the community 

it serves. This includes hard-to-serve populations, including homeless 
participants. 

 
4.1.6 The Contractor will create curriculum and motivational materials which 

will enhance the GOALS material and the overall Focus 360 outcomes 
and participant experience. The Contractor may experiment with 
different motivational and job search ideas with County approval. This 
may include implementing pilots at specific Focus 360 sites to test 
various innovative ideas including nontraditional Focus 360 such as time 
management, how to plan for unexpected personal and family 
emergencies, and building resiliency. This can include different 
approaches to meet the needs of the participants of the varying 
areas/communities/ethnicities of Los Angeles County, including hard-to-
serve populations. 

 
4.1.6.1 The Contractor will submit curriculum for County approval 

 within 60 days from the start of the contract. 
 

4.1.6.2 The County and Contractor will evaluate the success of the 
approaches and decide if County- wide implementation is 
appropriate. If appropriate, the Contractor will implement 
within 30 days at all sites. County-wide implementation can 
be made prior to the end of the first year if County so directs. 

 
4.1.6.3 Contractor, at the County’s sole direction, if funding is 

available, may create and provide motivational training for 
both County and Contractor staff with the purpose of 
increasing job placements. 

 
4.1.7 The Contractor may conduct and work with educational/training 

providers to develop classes for WtW participants which lead to 
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employment at the conclusion of these classes. Classes must be 
approved by the County, contingent upon the availability of funding. This 
may include classes for NE/NS participants. 

4.1.8 The Contractor will implement and provide specialized short-term 
training classes for WtW participants based on the demand occupations 
in the current labor market, as part of the Career Pathways program. 
The training programs are to be approved by the County. This may 
include classes for NE/NS/REP and current or former Cal- Learn 
participants. 

 
4.1.8.1 When developing and implementing training programs, the 

Contractor will consider the following: 
 

• Participants’ training and employment needs; 
 

• Labor market conditions and employment 
trends/projections.  

 
• In Demand occupations and staffing patterns as 

established by the California Department of Labor. 
 

• Impact of training on the individual’s marketable skills. 
 

4.1.9 The Contractor will identify, recommend and develop, if needed, 
supplemental education or training (e.g., math, computer literacy, 
English, boot camps, and high school completion/equivalency) to enable 
participants to succeed in these in demand occupations. 

 
4.1.10 The Contractor will develop partnerships with Adult Schools, Community 

Colleges, or other educational/ vocational entities that offer specialized 
training/ educational classes. 

 
4.1.11 The Contractor will develop, as appropriate, partnerships between 

multiple local agencies, consistent with the Workforce Innovation and 
Opportunity Act (WIOA) mandate, in an effort to help job seekers access 
employment, education, training, and support services to succeed in the 
labor market. 

 
4.1.11.1 As part of the WIOA mandate and at County’s request, the 

Contractor will facilitate the co-location of Focus 360 at an 
America’s Job Center of California (AJCC), formerly referred 
to as WorkSource Center, or other location as needed, in 
order to streamline services provided to participants. The 
Contractor will also facilitate the co-location of an AJCC to a 
Focus 360 site, as needed. In addition, at the County’s 
request/approval, Focus 360 sites will be added, removed or 
combined, as deemed necessary. 
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4.1.12 The Contractor will provide job development and employment 
opportunities tailored to training received by participants enrolled in the 
class. 

4.1.13 The Contractor will provide other specialized short-term 
trainings/educational classes as agreed upon by the Contractor and the 
County, as long as funds are available in the Contract budget. 

 
4.1.13.1 The Contractor will create a participant folder for each 

participant who starts a short-term training/educational 
program. The County and Contractor will mutually agree to 
documents that should be contained in the folder. 

 
4.1.13.2 The Contractor will provide County a 30-calendar day 

notification before starting the new training programs. 
 

4.1.13.3 The Contractor will maintain a database for all short-term 
training programs, with information including, but not limited 
to the following: 

 
• List of all participants enrolled in each short- term training 

program; 
 

• List of all participants who completed each program; 
 

• Completion rate in each program; 
 

• Percentage of participants who found unsubsidized 
employment; and 

 
• All pertinent information regarding participants in each 

short-term training program, such as names, addresses, 
case numbers, enrollment dates, completion dates, and if 
the participants found jobs, their employers’ names, 
earnings and types of jobs. 

 
4.1.14 The Contractor may develop programs designated as Bridging Activities 

as needed/directed and approved by the County for GAIN and REP 
participants. 

4.1.15 The Contractor will work with GAIN Regions, administering Cal-Learn to 
recruit participants. 

 
4.1.16 The Contractor will conduct career expositions, forums, and on-site 

recruitments with prospective employers and community agencies with 
emphasis on in-demand occupations. 

 
4.1.17 The Contractor will attend quarterly Job Development Cluster meetings 

and: 
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• Collaborate with organizing job fairs, recruitment events and job 

preparation workshops; 
• Share information on Contractor’s employer recruitment activities to 

avoid duplicating outreach to those same employers; 
 

• Maintain up-to-date information on resources, job leads and forecast 
on job opportunities and local industry growth for each cluster area; 
and 

 
• Share successful job placement strategies. 

 
4.1.18 The Contractor will consult with the County on program development, 

enhancements, demonstration projects, and their implementation. 
 

4.1.19 All Contractor personnel performing the services herein will at all times 
be employees of Contractor and Contractor will have the sole right to 
hire, suspend, discipline, or discharge that personnel. However, any 
employee of Contractor who, in the opinion of DPSS is unsatisfactory 
will be removed from the performance of required services immediately 
upon the written or oral request of the CCA. County will confirm any oral 
requests in writing. Contractor may request a conference with County 
before the removal is finalized. 

 
4.1.20 The Contractor will ensure direct service Contractor staff can write, 

speak, and understand English; are comfortable in a work environment 
that is complex, fast-paced, confidential, and high-pressured; are able 
to communicate effectively and use good judgment and diplomacy; 
present himself/ herself in a neat, business-like and professional 
manner; are bilingual when requested, and have passed a background 
check. 

 
4.1.21 The Contractor will ensure verbal instructions and Contractor-developed 

materials are in all languages requested by County. The Contractor will 
provide the County with its methodology to certify that the translated 
hand-out materials are accurately translated, upon request. 

 
4.1.22 The Contractor will ensure that Contractor employees who work directly 

with GAIN/REP participants in the GAIN Program are trained in 
Contractor-developed curriculum. 

 
4.1.23 The Contractor will ensure that Contractor Orientation staff is trained in 

the County’s GOALS motivational program or other motivational 
program with County’s approval by the Contract start date and for future 
newly hired employees, prior to performing the Contract services. 

 
4.1.24 Contractor will ensure that all Contractor employees who work directly 

with GAIN/REP participants and the sub-contracted employees who 
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work with the Tutoring Services children/youth are provided orientation 
training prior to performing services under this Contract. Orientation will 
at a minimum include: 

 
4.1.24.1 Orientation to the GAIN/REP Program; 

 
4.1.24.2 Cultural awareness, civil rights training and ADA Title II 

training; 
 

4.1.24.3 Child and elder abuse awareness and reporting training; 
 

4.1.24.4 Training on how to identify and assist GAIN/REP participants 
in coping with and overcoming specific barriers to 
employment; 

 
4.1.24.5 Training on identifying and reporting sexual harassment; and 

 
4.1.24.6 Training on the Learning Disability Program. 

 
4.1.25 Contractor will ensure that all required material is posted in County and 

Contractor sites, as directed by County, and is accessible to GAIN/REP 
participants. 

 
4.1.26 Contractor will ensure that Contractor staff meet with County GAIN 

Regional/REP Provider staff as requested or needed to discuss issues 
pertaining to individual GAIN/REP participants in each regional/REP 
office/sub office. 

 
4.1.27 Contractor will ensure that Contractor meets with County on a regular 

basis to discuss programmatic issues, general procedural issues, and 
general concerns as needed.  Either County or Contractor may request 
such a meeting. County will contact Contractor’s Contract Manager to 
request such a meeting. Contractor will contact CCA to request such a 
meeting. 

 
4.1.28 Contractor will ensure reasonable accommodations will be made to 

service participants and children/youth in Tutoring Services with 
disabilities following the Americans with Disability Act guidelines. 

 
4.2 Record Keeping 

 
4.2.1 Contractor will maintain retrievable records relating to each individual’s 

participation in JRCP Services. The records will be kept in a digital 
folder, identifiable by GAIN/REP participant’s name and case number.  
These records will include the following: 

 
4.2.1.1 Copies of Exhibit A-1, Attachment 11, the GN 6006, Service 

Provider Referral; 



 
EXHIBIT A-1  

 

 
Job Readiness, Career Planning and Vocational Assessment Services       124 
Contract #: JRCP-24-01                                      
            

 
4.2.1.2 Copies of Exhibit A-1, Attachment 12, the GN 6007, 

Notification of Change from Service Provider, need to be 
included for cases that declared a need for Specialized 
Supportive Services and for cases that found employment. 
Copies of the CalSAWS screens should also be included in 
cases that a GN 6007 was not completed; 

 
4.2.1.3 Copies of the GAIN/REP participant’s Job Search Progress 

Reports; 
 

4.2.1.4 Results of Contractor’s validation of GAIN/REP participant’s 
Job Search Progress Reports; 

 
4.2.1.5 Contractor documentation of GAIN/REP participant’s 

performance in the assigned Focus 360 activity; 
 

4.2.1.6 A copy of the GAIN/REP participant’s employment 
verification; 

 
4.2.1.7 A copy of the Contractor’s appraisal and assessment results 

of GAIN/REP participant’s interests, job preferences, 
job/career alternative, personality type, etc.; 

 
4.2.1.8 A copy of the Individualized Job Search Plan; 

 
4.2.1.9 A copy of the participant’s resume and practice application; 

and 
 

4.2.1.10 A copy of participant(s) complaints, if applicable. 
 

4.2.2 Exhibit A-1, Attachment 5, GAIN Participant’s Feedback Sheets, 
(regarding services they received from the Contractor) will be kept 
separately, by month, for easy retrieval for County review. 

 
4.2.3 The Contractor will maintain all records at a central facility for five years 

after the termination of this Contract or until all audits started during the 
Contract period, or within five years of termination of the Contract are 
completed and settled, whichever is later. 

 
4.3 Confidentiality of Records 

 
Contractor will maintain the confidentiality of individual GAIN/REP participants’ 
records by: 

 
4.3.1 Maintaining secure digital files at Contractor’s JRCP Services sites and 

at the Contractor’s headquarters and ensuring that documents relating 
to participants with a Domestic Violence Component or Domestic 
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Violence history on CalSAWS system are not faxed. 
 

4.3.2 Contractor will maintain the confidentiality of its employees’ records 
which includes the Employee Confidentiality Agreement, by maintaining 
secure digital files at the Contractor’s headquarters. Limit access to 
these files to Contractor’s designated staff. These files are subject to 
audit and will be accessible to County upon request during any business 
day. 

 
4.4 Use of Outside Resources 

 
Contractor, upon County approval, may use outside resources and/or services for 
providing Focus 360 to GAIN/REP participants and Tutoring Services to 
children/youth if: 

  
4.4.1 There is no charge to the County; 

 
4.4.2 Confidentiality rights are protected; 

 
4.4.3 Services are within allowable time frames; and 

 
4.4.4 GAIN/REP participant and Tutoring children/youth progress is 

monitored. 
 

4.5 Reporting Tasks 
 

The Contractor will make reports, as may be required by the County, concerning 
its activities as they affect the Contract duties and purposes contained herein. The 
Contractor will also perform the following: 

 
4.5.1 Submit the MMR on the 15th calendar day of the following month to GAIN 

Program, with a copy to the CCA.  If the 15th falls on a Saturday, Sunday, 
or Holiday, the MMR will be due the next business day.  The MMR 
should be detailed and be formatted, as required by the County, which 
may include but is not limited to the following: 

 
a. A monthly Focus 360 class listing showing the scheduled 

enrollment counts in each Focus 360 session at each of the Focus 
360 sites is due by the first Monday of each month. 

 
b. The Orientation MMR showing statistical information for regular 

GAIN, NE/NS and REP: 
 

i. Number of GAIN Orientation sessions held in each GAIN 
Region/REP Provider by language; 

 
ii. Number of GAIN/REP participant referrals and starts; 

 
iii. Number of GAIN/REP participant completes and “no shows”; 
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iv. Number of GAIN/REP participant incompletes and reasons for 
the incompletes; 

 
v. Number of participants referred back to GAIN due to self-

reported Mental Health, Substance Use Disorder, and 
Domestic Violence made by Contractor by GAIN Region; by 
REP Provider; 

 
vi. Number of GAIN participants who attended “Hot Jobs” 

session; and 
 

vii. Number of GAIN/REP participants who obtain clothing from 
the Clothes the Deal Program. 

 
c. Part I of the MMR consists of the following: 

 
i. Narrative Summary letter of the Contractor concerns; 

 
ii. Statistical Summary Report must show the number of 

GAIN/REP participants by GAIN Region/REP Provider and by 
language: 

 
• Referrals; 

 
• Starts in Focus 360; 

 
• Starts in Dual Track and Flex Focus 360; 

 
iii. Statistical Summary Report must show the number of 

GAIN/CalWORKs   eligible children/youth who received 
tutoring services by Region. The Report must contain the 
following: 

 
• Referrals, Starts, Number of tutoring sessions received; 

 
• Number of children receiving Tutoring Services 

 
• Delivery mode of the tutoring service- virtual; 

 
• Performance improvement, i.e., improved 

attitude/motivation as reported by the parent/teacher, test 
performance improvement (provided semi-annually), 
improved, and self- esteem/decreased alienation; 

 
iv. Performance improvement, i.e., grade improvement since 

entering the program, improved attitude/motivation as 
reported by the parent/teacher, test performance 
improvement, improved self-esteem/decreased alienation. 
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d. Part II of the Focus 360 MMR consists of the following: 

 
i. Narrative Summary letter (includes information regarding 

staffing changes, recommendations for Program 
improvements, etc.); 

 
ii. Statistical Summary Report must show the number of 

GAIN/REP participants by GAIN Region/REP Provider and by 
language who: 

 
• Dropped/transferred “outs” in Focus 360; 

 
• Became employed full-time and part- time; 

 
• Complete  Focus 360 without a job. 

 
iii. The following listings as documentation for the Statistical 

Summary Reports: 
 

• A listing by Region/REP Provider of GAIN/REP 
participants designated as Dual Track who opted to 
remain in Focus 360 and/or who were referred to a GSW 
or CCM for assignment to the next appropriate activity. 

 
• A listing of GAIN/REP participants by Region in Flex  

Focus 360. 
 

• A listing of GAIN/REP participants by Region/REP office 
and language employed full-time during the report month. 
The listings indicate the Focus 360 session start date, 
Region, site, participant’s name, case number, hourly 
wage, and total work hours. 

 
• A listing of GAIN/REP participants by Region/REP Office 

and language employed part- time during the report 
month. The listings indicate the Focus 360 session start 
date, Region, site, participant’s name, case number, 
hourly wage, and total work hours. 

 
iv. Number of Participants Referred Back to GAIN – provide the 

number of participants that were referred back to GAIN and 
by reason.  A list of reasons for referring back to GAIN: Limited 
English Proficient, Mental Health, Substance Use Disorder, 
Domestic Violence, Dual Track, Other Not Classified, Medical 
Issue, GSW Requested, Child Care Issue, Pending Job 
Verification, Personal Issues.; 
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v. List of Dual Track, 
 

vi. Participant’s Success Stories; 
 

• Report one success story each month from each Focus 
360 site which can include HSE or STT milestones and 
any reported employment or academic achievement.  
 

• Provide a bi-monthly success story on academic 
improvement for children who received Tutoring services. 

 
vii. Statistical Summary Report must show: 

 
• Number of presentations by Child Care, Domestic 

Violence, Substance Use Disorder, and Mental Health 
agencies in Focus 360, by GAIN Region/REP Office; 

 
• Number of GAIN/REP participants who attended the first 

day of Focus 360 and the names of the GAIN participants 
who were referred out of the Focus 360 session 
subsequently due to issues related to the aforementioned 
Supportive Services. 

 
viii. Vocational Assessment Report: 

 
• Number of participants by program and location, referred 

to Vocational Assessment in the service month and FY-to-
date; 

 
• Number of participants by program and location, who 

completed Vocational Assessment in the service month 
and year-to- date; 

 
e. Part III of the Focus 360 MMR that reports the full- time placement 

count must include placements made during the “placement 
window.” 

 
4.5.2 Contractor will obtain Feedback Sheets from each GAIN/REP 

participant concerning his/her evaluation and understanding of the 
training at the conclusion of both the Orientation, and Focus 360 
activities, including Tutoring services received by eligible children/youth. 
The completed Feedback Sheets will be retained in the Contractor’s 
records and tabulated monthly, with the results reported in the 
Contractor’s MMR. 

 
4.5.3 Contractor will submit a monthly invoice for Orientation, Focus 360, 

Short-Term Training, and tutoring services as specified in Exhibit K-1, 
Sample Monthly Invoice Format, by the 20th calendar day of the 
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following month in which the Contractor performed activities. 
 

4.5.4 The Contractor will complete and provide to the CCA reports/forms as 
required by the County, and by the due dates established by the County. 

 
4.5.5 The Contractor will report any systems problems and recommend 

solutions of problems to the County within five business days of 
discovery. 

 
4.5.6 The Contractor will provide County with records, documents, written 

statements, and assistance, as requested within three business days of 
County request, in order for the County to initiate GAIN participant 
compliance procedures. 

 
4.5.7 The Contractor will provide the County with a Focus 360 class schedule 

for every Focus 360 site every month; seven business days before the 
month begins. 

 
4.5.8 The Contractor will be available to meet/consult with DPSS and/or 

contracted GAIN case management staff as needed, in the event 
compliance procedures are initiated against a GAIN participant. 

 
4.5.9 The Contractor will work with GAIN Regions, REP Providers, and 

agencies administering Cal-Learn participants. 
 

4.5.10 The Contractor will maintain a database for all short-term training 
programs, with information including, but not limited to the following: 

 
• List of all participants enrolled in each short-term training program; 

 
• List of all participants who complete each short program; 

 
• Completion rate in each program; 

 
• Percentage of participants who found unsubsidized employment; 

and 
 

• All pertinent information regarding participants in each short-term 
training, such as names, addresses, case numbers, enrollment 
dates, completion dates, and if the participant found jobs, their 
employers’ names, earnings, and job title. 

 
The Contractor will provide the County reports on the outcomes of all 
short-term training programs 60 days after the completion of each 
training. 
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4.5.11 Ad Hoc Reports 
 

At various times, the County may request Data or other information from 
the Contract or an ad hoc basis, as needed by the Department, the 
county Board of Supervisors, the State, or other County agencies or 
entities for budgetary or other purposes. The Contractor will provide the 
requested data to the CCA, in a mutually agreeable time period. 

 
4.6 Orientation Services 

 
4.6.1 Contractor Required Services for GAIN/REP Participants 

 
4.6.1.1 The Contractor will conduct this one-day Orientation activity 

in a group and use a classroom format for all GAIN/REP 
participants including Non-English/Non- Spanish (NE/NS) 
participants. 

 
4.6.1.2 The Contractor will start and complete Orientation services of 

GAIN/REP participants on their scheduled appointment date. 
Orientation sessions will be scheduled on the first day of 
Focus 360 classes for all languages required by County 
based on the estimated number of sessions agreed upon by 
the County and the Contractor. 

 
Any additional cost as a result of an increase in the number of 
sessions will require a negotiated amendment approved by 
the County pursuant to paragraph 8.1.1 of this Contract. 
However, the frequency in the number of sessions from region 
to region can be changed as long as the total cost Countywide 
is not increased. 

 
4.6.1.3 The Contractor will permit Childcare Resource and 

Referral/Alternate Payment Program agencies to give a 
presentation on the childcare eligibility and reimbursement 
process during Orientation or the first week of Focus 360. The 
presentations may be provided in-person or virtual. 

 
4.6.1.4 The Contractor will permit Domestic Violence, Mental Health 

and Substance Use Disorder Service Providers to give a 
presentation on their services during Orientation or the first 
week of Focus 360.  Substance Use Disorder Service 
Providers will conduct presentations twice a month at one 
specific location for each of the Service Planning Areas. The 
presentations may be provided in-person or virtual. 

 
4.6.1.5 The Contractor will utilize training methods such as 

role-playing, small group discussions, games, group 
feedback, audio/visual images, on-line programs, etc. 
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4.6.1.6 The Contractor will display Contractor- provided motivational 

posters, banners, and pictures, and post the agenda of daily 
orientation activities in the classroom. 

 
4.6.1.7 The Contractor will provide verbal and written instructions and 

materials, as required by the County, to GAIN participants in 
English and Spanish and if requested in appropriate 
“threshold languages,” which may include but is not limited to: 
Chinese, Tagalog, Spanish, Korean, Farsi, Armenian, 
Russian, Cambodian, and Vietnamese. 

 
4.6.1.8 The Contractor will ensure that the GAIN participant/instructor 

ratio in each Orientation session is no more than 25 GAIN 
participants to one instructor (25:1), unless otherwise 
requested by the County. 

 
4.6.1.9 If participants self-declare a need for Domestic Violence, 

Mental Health and/or Substance Use Disorder services during 
Orientation, Contractor will allow the participants a 10-minute 
timeframe to meet with the Specialized Supportive Services 
(SSS) presenters or the Community Assessment Service 
Center (CASC) Advocate staff to discuss the availability of 
SSS. If the participant is unable to return to Orientation due to 
his/her SSS barriers, Contractor must excuse the participant 
from Orientation. 

 
4.6.2 Session Activities 

 
The Contractor will perform in each session, at a minimum, the following 
tasks: 

 
4.6.2.1 Provide a 45-minute overview that gives GAIN/REP 

participants information regarding: GAIN/REP Program flow, 
CalWORKs/TANF  60 month lifetime limit, RCA  12 month 
time limit, GAIN participants’ rights and responsibilities, 
Supportive Services, Specialized Supportive Services such 
as Mental Health, Substance Use Disorder, and Domestic 
Violence, transitional benefits, tax incentive programs for 
employers who hire GAIN participants, work incentive 
programs (Targeted Job Tax Credit), Earned Income Tax 
Credit (EITC) and Advanced Earned Income Tax Credit 
(AEITC), benefits of a working lifestyle, County’s work-first 
philosophy, and benefits of a working lifestyle. 

 
4.6.2.2 Give a brief presentation on the Learning Disabilities Program 

utilizing the script provided entitled, “Let’s Talk About Learning 
Experiences.” 
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NOTE: Contractor will avoid using the term “Learning 
Disabilities” with the participant. Instead, the term “Learning 
Challenge” will be used. 

 
4.6.2.3 Verify attendance for GAIN/REP participants who attend the 

Orientation session and inform County of GAIN participants 
who complete the session; 

 
4.6.2.4 Notify County staff via CalSAWS on the session date, if 

GAIN/REP participants do not attend a scheduled Orientation 
session; 

 
4.6.2.5 Inform GAIN/REP participants they have an opportunity to 

obtain a job early in the GAIN process and encourage them 
to accept early employment, if the employment is suitable and 
meets their need;  

 
4.6.2.6 Administer a 15-minute County-provided Literacy Screening 

Tool entitled “Practice Application” (Exhibit A-1, Attachment 
14) to GAIN/REP participants, and forward the completed 
tools to the collocated GSW for scoring in the morning 
segment of the session; 

 
4.6.2.7 Discuss the “Dual Track Screening” option with GAIN/REP 

participants, if appropriate. Dual Track Screening is for 
participants who fail the Literacy Screening Tool. Participants 
are then given option to continue searching for part-time 
employment concurrent with a WtW remedial course to 
improve literacy; i.e., reading, writing, math, English as a 
second language (ESL), and Vocational English as a second 
language (VESL); 

 
4.6.2.8 Discuss GOALS motivational program, which will include The 

Ten Keys of Success, The Simple Truths motivational movies, 
and/or additional motivational material and information which 
will enhance the Orientation experience. Additional 
motivational material will need to be approved by the County; 

 
4.6.2.9 Discuss the whole-person approach to career development. 

 
4.6.2.10 Give all GAIN/REP participants the Targeted Job Tax Credit, 

EITC, and AEITC forms; 
 

4.6.2.11 Inform GAIN/REP participants of the WtW weekly 
participation requirement of 20/30/35 hours in GAIN activities 
and 32 hours in REP activities for RCA REP participants; 
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4.6.2.12 Give a brief presentation on the benefits still available once 
GAIN/REP participants start working, e.g., continuing Medi-
Cal and CalFresh benefits, Housing Relocation Assistance 
Program, etc.; 

 
4.6.2.13 Provide GAIN/REP participants an overview of the resources 

available to them during the Workforce Preparation Segment; 
 

4.6.2.14 Inform GAIN/REP participants of the availability of 
Post-Employment services and the One-Time Employment 
Clothing Payment of $300 when verification of full-time 
subsidized/unsubsidized employment is provided; 

 
4.6.2.15 Remind GAIN/REP participants of the importance of accurate 

completion and timely submission of the SAR 7 form upon 
getting a job; 

 
4.6.2.16 Provide Orientation services, including written and verbal 

instructions, in English and Spanish; and upon request of 
County in other appropriate languages, which may include but 
is not limited to: Chinese, Tagalog, Spanish, Korean, Farsi, 
Armenian, Russian, Cambodian, and Vietnamese. Any 
additional cost of providing services in languages other than 
English and Spanish will require a negotiated amendment 
approved by the Los Angeles County Board of Supervisors; 

 
4.6.2.17 Provide a brief introduction of the availability of the advanced 

preparation referral for participants who are job ready. 
Participants must meet set criteria determined by the 
Contractor. The instructor will evaluate and determine the 
participants who are job ready and make appropriate 
referrals; and 

 
4.6.2.18 Provide a Feedback Sheet to each GAIN participant 

concerning his/her evaluation and understanding of 
Orientation. 

 
4.7 Focus 360 Services 

 
4.7.1 Contractor Required Services for Participants 

 
4.7.1.1 The Contractor will conduct Focus 360 sessions of four 

consecutive weeks in duration and provide these activities in 
a classroom or hybrid setting, or on an individual basis as 
needed. Contractor will ensure that participants can attend 
Focus 360 multiple times if requested by the participant or 
attend Re-FOCUS Job Search.  Focus 360 services will start 
at 9:00 a.m. for the first two days and 8:30 a.m. for the rest of 



 
EXHIBIT A-1  

 

 
Job Readiness, Career Planning and Vocational Assessment Services       134 
Contract #: JRCP-24-01                                      
            

Focus 360. In a hybrid setting, at least two days per week are 
conducted on site and the other three days are conducted 
virtually.  Focus 360 includes the following: A dual track 
system that will service participants based on their job 
readiness. Track A will service participants that are identified 
as “Advance Prep”, and Track B will service new participants 
to follow the regular Focus 360 flow. 

 
4.7.1.2 The Contractor will service Track A participants that are 

identified as “Advance Prep” via specific indicators and can 
bypass the regular Focus 360 flow and begin supervised Job 
Search activities in the Workforce Center/Computer Lab. 
Advance Prep indicators include: 

 
• Volunteering/accepting facilitator referral to “Advance 

Prep”; 
 

• Possessing documents required for Employment Eligibility 
Verification (I-9) form; 

 
• Dressing appropriately for job search; 

 
• Having a professional resume; 

 
• Demonstrating an urgency to obtain employment; 

 
• Effectively communicating skills and work experience; and 

 
• Exhibiting the ability to complete online applications and 

the ability to e-mail and upload resumes. 
 

Advance Prep participants who are assessed not to be Job 
Ready are referred back to the Workforce Preparation 
classroom flow. 

 
Week 1 

 
Track A participants (Advance Prep) will meet as a group in a 
classroom or a hybrid setting/Work source Development 
Center (WDC). The primary focus will be to create an 
Individualized Job Search Plan and focus on fine tuning 
pre-employment skills (e.g. customizing resume, mock 
interviews, as well as working independently to practice and 
update computer skills in the WDC). Participants will have 
daily one-on-one meetings with facilitators to identify and 
maximize job readiness and potential job leads. Job Search 
Documentation will be monitored and reviewed daily. 
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Participants will attend workshops, activities, and discussions 
to address the aspects of the “whole person” that promote 
and/or hinder career and personal development. The 
following are some areas of focus:  

 
• Learning coping skills and accessing needed support  
• Basic financial planning  
• Exploring career pathways 
• Learning work values/transferrable skills 

 
Weeks 2-4 

 
Focus 360 for Advanced Prep participants will consist of a 
group session followed by individualized job search activities 
in the WDC focusing on identifying job leads, identifying 
potential employers, and preparing for job interviews. 
Participants will participate in Job Placement session(s) and 
have daily one-on-one meetings with facilitators to receive 
individualized job search support and guidance. Job Search 
Documentation will be monitored and reviewed daily. During 
week four, Advanced Prep participants who have not obtained 
employment will complete Vocational Assessment. 

 
4.7.1.3 The Contractor will service Track B GAIN/REP participants 

who will follow the regular Focus 360 flow to include 
interviewing techniques, networking, on- line job searching, 
goal-setting, practicing on-line applications, completing 
resumes, online data storage, money management skills and 
soft skills leading to job retention and promotion. This 
four-week component focuses on essential pre-employment 
skills preparing participants to enter or re-enter the workforce, 
with the flexibility to pursue various WDC activities that are 
appropriate, meaningful, and productive; leading to financial 
independence. Additional curriculum topics will be considered 
for REP Focus 360 multilingual participants to review 
acculturation information determined to be beneficial to 
NE/NS participants as determined by the County. 

 
The Contractor will provide Track B GAIN/REP participants 
with information, resources, tools, and skills to enable them to 
overcome barriers, find work through their own efforts, and 
enhance their chances of finding a job while participating in 
classroom activities. GAIN/REP participants will be 
encouraged to actively participate in their learning process 
and will be provided learning aides such as: role-playing, 
simulation exercises, audio/visual technology, group 
feedback, games, participant assignments, etc. 
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Participants will attend workshops, activities, and discussions 
to address the aspects of the “whole person” that promote 
and/or hinder career and personal development. The 
following are some areas of focus:  

 
• Learning coping skills and accessing needed support  
• Basic financial planning  
• Exploring career pathways 
• Learning work values/transferrable skills 

 
4.7.1.4 The Contractor will stress to GAIN/REP participants 

throughout the Focus 360 services activities the whole person 
approach to career development. Adopting a 360 or “full 
circle” approach recognizes that actual professional 
development is personal and for the GAIN/REP participant to 
go from welfare to work they must embrace/address the 
numerous roles they have both inside and outside of work. 

 
4.7.1.5 The Contractor will provide verbal and written instructions and 

materials, as required by County, to GAIN/REP participants in 
English and Spanish and if requested by County in 
appropriate languages, which may include but are not limited 
to: Chinese, Tagalog, Spanish, Korean, Farsi, Armenian, 
Russian, Cambodian, and Vietnamese. 

 
4.7.1.6 The Contractor will ensure that the GAIN/REP 

participant/instructor ratio in the Focus 360 activities is no 
more than 25 GAIN/REP participants to one instructor (25:1), 
unless otherwise requested by County. 

 
4.7.1.7 The Contractor will ensure that GAIN/REP participants with 

three or more absences during the Focus 360 session are 
dropped or referred back. GAIN/REP participants can have no 
more than one absence during the first week of Focus 360, 
and no more than three absences throughout the program.  

 
4.7.1.8 The Contractor will collaborate and create partnerships with 

community-based organizations (CBO) and local schools, 
e.g., Education and Training Providers, Workforce 
Development Boards, AJCC, Community Colleges, Adult 
Schools, and Supportive Services Providers, etc., in order to 
coordinate their efforts for Focus 360 activities. Education and 
training providers/CBO staff who present information to GAIN 
participants who are non-English speaking or LEP will be 
bilingually competent. No educational/training providers, 
CBO, or AJCC AJCCs can conduct presentations in Focus 
360 without prior County approval. 
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4.7.1.9 The Contractor will ensure that GAIN/REP participants are 
involved in Focus 360 activities for the required number of 
weekly hours, which are 20 hours for a single parent with a 
child under six years old, 30 hours for a single parent with no 
child under six years old, 35 hours for a two-parent household, 
and 32 hours for a Non-CalWORKs and RCA REP participant. 
GAIN/REP participants may also volunteer to be involved in 
Focus 360 activities above the minimum required number of 
hours. 

 
The Contractor will ensure that GAIN/REP participants are 
involved in Focus 360 activities for the required number of 
weekly hours which are: 

 
• 20 hours for a single parent with a child under six years 

old; 
• 30 hours for a single parent with no child under six years 

old  
• 32 hours for a Non-CalWORKs and RCA REP 

participant, and 
• 35 hours for a two-parent household.  

 
GAIN/REP participants may also volunteer to be involved in 
Focus 360 activities above the minimum required number of 
hours. 

 
4.7.1.10 The Contractor will eliminate GAIN/REP participants’ barriers 

to employment by working with co-located GSWs/CCMs and 
partnering agencies. 

 
4.7.1.11 The Contractor will excuse GAIN/REP participants from 

Focus 360 activities to attend regional job 
fairs/expos/interviews with verification of attendance. 

 
4.7.1.12 The Contractor will obtain a Feedback Sheet from each 

GAIN/REP participant at the conclusion of the Focus 360 
services session concerning his/her understanding of  Focus 
360 services. 

 
4.7.1.13 The Contractor will, upon County’s instruction, provide a 

program of presentations on Financial Literacy that will be 
provided to participants during Focus 360 by the Los Angeles 
County Department of Consumer and Business Affairs 
(DCBA) or by the Contractor. 

 
4.7.1.14 The Contractor will assist DPSS and/or other contracted 

organizations in coordinating Financial Literacy presentations 
dates and times, and appropriate space to speak with 
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participants individually, to offer financial counseling, and/or 
to refer. 

 
4.7.1.15 Schedule of Focus 360 Sessions: Frequent Focus 360 

sessions are needed to meet the work participation 
requirements (WPR), as well as to provide improved services 
to GAIN participants. 

 
Contractor will provide English, Spanish, NE/NS, and REP 
Focus 360 sessions as follows: 

 
English Focus 360 sessions will start every Monday, and 
Spanish Focus 360 sessions every other week at all Focus 
360 sites except for the following: 

 
El Monte:  One Spanish session every three weeks. 

 
Lancaster:  One English session every week. 

 
Palmdale: Alternating weekly: English, English, 

Spanish sessions. 
 

Pomona:  One Spanish session every three weeks. 
 

Santa Clarita:   One English session every three weeks. 
 

Glendale:  One English session every other week. 
 

North Hollywood:  One English session every other week; 
and One Spanish session every other 
week. 

 
4.7.1.16 The Contractor will provide NE/NS- REP Focus 360 sessions 

as follows: 
 

One multilingual session per quarter, at locations to be 
determined, or as needed. 

 
El Monte: One Mandarin/Cantonese/Vietnamese 

session per quarter. 
 

Glendale: One Armenian session every month; One 
Armenian Flex session every month; and 
one multilingual session every month. 

 
North Hollywood:  One Farsi session every month; and One 

Russian session every other month; and 
one multilingual session every other 
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month. 
 

In addition, Contractor will increase NE/NS sessions if needed 
by County. Any additional cost as a result of an increase in 
the number of sessions will require a negotiated amendment 
approved by the County pursuant to paragraph 8.1.1 of this 
contract. The County will notify the Contractor should referrals 
to any or all Focus 360 sites pick up significantly in the future, 
thus requiring more sessions. The Contractor will have 120 
calendar days of Contract execution to resolve any space 
issues. If for any particular area/site, the 120-day requirement 
cannot be met, the Contractor will notify the CCA in writing no 
later than 30 calendar days from the end of the 120-day period 
and provide a new timeframe for those locations, which will 
then be subject to County review and approval (i.e., their plan 
for sites needing more time). 

 
4.7.1.17 With the approval of DPSS, Contractor may conduct modified 

Focus 360 sessions/schedule and/or other related activities 
remotely for participants who would benefit from attending 
virtually, this includes during a natural or manmade disaster 
or pandemic/epidemic. 

 
4.7.1.18 Tech Prep 

 
Contractor will ensure that participants can enroll in this 
activity before Focus 360 or prior to attending school and/or 
employment. This activity is a five-day technology preparation 
course for building basic computer and internet skills to 
ensure success in Focus 360, school, and employment. In 
addition to basic skills, workshops will also cover key software 
such as Email, MS Word, Adobe PDF, and Learning 
Management System (LMS). Each day will include hands-on 
activities to boost comprehension and to provide opportunity 
for practical use.   

 
4.8 Focus 360 Services Segments 

 
4.8.1 Workforce Preparation (1st Week) 

 
4.8.1.1 Contractor Required Services for Participants 

 
a. The first segment of Focus 360 services will be Workforce 

Preparation which is provided the first week and follows 
the one-day Orientation activity. During Orientation the 
Contractor will assess and identify participants who will be 
referred to Track A (“Advanced Prep” participants), by 
providing them with an Advanced Preparation Referral 
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form. Workforce Preparation will be conducted as a group 
activity and use a classroom format. Curriculum will 
include pre-employment skills, interviewing, networking, 
job search, tools such as completing a master application, 
resumes, goal setting, and soft skills leading to job 
retention and promotion. The Contractor will continue to 
provide participants the best practices in these areas 
along with an emphasis on technology-based job seeking 
skills and trends in the various employment fields. Group 
discussion, team activities, role play, use of computer lab, 
and daily follow-up on assignments requiring additional 
information will be training techniques used. 

 
Track A (Advanced Prep) participants will already begin 
supervised Job Search activities in the Workforce 
Center/Computer Lab. 

 
b. The Contractor will permit the Resource and 

Referral/Alternate Payment Program (R&R/APP) 
agencies to conduct childcare presentations to inform 
participant of the parental choice in selecting a child care 
provider and   child care eligibility, during Orientation or the 
first week of Focus 360. The presentations may be 
provided in-person or virtually or be pre-recorded when 
approved by County and DPSS Child Care Program 
determines the circumstances for pre-recorded 
presentations, as well as the time period allowing it.  

 
c. The Contractor will permit Domestic Violence, Mental 

Health and Substance Use Disorder Service Providers to 
give a presentation on their services during Orientation or 
the first week of Focus 360. Substance Use Disorder 
Service Providers will conduct presentations twice a 
month at one specific location for each of the Service 
Planning Areas. The presentations may be provided 
in-person or virtually. 

 
d. The Contractor will give special consideration for any 

Specialized Supportive Services referrals such as 
Domestic Violence, Mental Health or substance use 
disorder services, and will allow the GAIN/REP participant 
to be referred back to GAIN/REP to access such services. 

 
e. Ensure that an Individualized Job Search Plan is 

completed for each GAIN/REP participant and a copy of 
the Plan is provided to the participant. 
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f. Work with County and contracted GAIN/REP case 
management staff to share employment opportunities and 
develop employment placements. 

 
4.8.1.2 Activities (First Week) 

 
The Contractor will conduct the Workforce Preparation 
segment including, but not limited to, the following tasks: 

 
a. Conduct an inventory of GAIN/REP participants’ skills and 

work experience to help them develop an Individualized 
Job Search Plan. 

 
b. Inform GAIN/REP participants that the Individualized Job 

Search Plan is to guide them through their path to 
employment, assist in the identification and development 
of a short-term and/or long-term employment goals, and to 
help direct their job search. 

 
c. Contractor’s assessment findings will be considered 

during development of the participant’s Individualized Job 
Search Plan. 

 
d. Factors to consider when conducting the assessment of 

self-declared LEP participants, which may include but will 
not be limited to: 

 
(1) Oral proficiency in English (speaking and listening); 

 
(2) Functional literacy (English and native language); 

 
(3) Work experience (other Countries and the U.S.); 

 
(4) Transferable vocational/technical skills (other 

Countries and the U.S.); 
 

(5) Socio-cultural factors that may impede employability 
based on the Focus 360 service area being served, 
such as: social cultural factors that affect religious 
beliefs, education, and marital status, etc.; and 

 
(6) Work-related abilities, aptitudes and interests 

determined both independently of language and 
literacy proficiency and in conjunction with such 
proficiency. 

 
e. Provide a detailed presentation on how working 

GAIN/REP participants are to complete their SAR 7 to 
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ensure continued accurate benefits (County will provide 
Contractor a script prior to the Contract start date). 

 
f. Explain the Contractor’s Focus 360 expectations to 

GAIN/REP participants. 
 

g. Introduce Contractor’s “Job Preparation Guide” and give a 
copy of the booklet to each GAIN/REP participant. 

 
h. Review and obtain GAIN/REP participants’ signature on 

Contractor’s “Dress for Success Agreement” and provide 
GAIN participants a presentation on “Clothes the Deal”. 

 
i. Review Contractor-selected GOALS Program keys with 

GAIN/REP participants. 
 

j. Teach and assist GAIN/REP participants to access current 
labor market information through the use of the internet, 
including navigation of the U.S. Department of Labor 
websites, e.g., ONET Center, My Skills/My Future, My 
Next Move, CareerExplorationLA.org, etc. 

 
k. Presentations at Focus 360 sites from training/education 

providers, including Workforce Development Agencies, 
AJCC AJCCs, Community Colleges, other County 
Departments, and/or private agencies must demonstrate a 
potential for placing participants into employment and 
require prior County approval. 

 
l. Provide a WDC that will be equipped with Labor Market 

Information and resources. The WDC will bring together 
service providers and resources for GAIN participants. 

 
4.8.1.3 LEP/Non-Citizen Provision 

 
The Contractor will consider factors when conducting the 
assessment of self-declared LEP non-citizen participants 
which may include but will not be limited to: 

 
(1) Oral proficiency in English (speaking and listening); 

 
(2) Functional literacy (English and native language); 

 
(3) Work experience (other Countries and the U.S.); 

 
(4) Transferable vocational/technical skills (other Countries 

and the U.S.); 
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(5) Socio-cultural factors that may impede employability 
based on the Focus 360 service area being served, such 
as: religious beliefs, education and marital status, etc.; 

 
(6) Work-related abilities, aptitudes, and interests determined 

both independently of language and literacy proficiency 
and in conjunction with such proficiency; and 

 
(7) Refer LEP GAIN/REP participants to the GSW/CCM when 

a determination is made by Contractor that participation in 
Focus 360 is not beneficial as it would not prepare them 
for and/or lead to their employment. Language barrier will 
not be a deciding factor when determining if Job Services 
is beneficial. 

 
NOTE: The Contractor is to indicate on the GN 6007, 
Notification of Change from Service Provider, that the 
GAIN/REP participant is a LEP and will not benefit from 
Focus 360 activities. 

 
4.8.2 Job Search (Second through Fourth Weeks) 

 
4.8.2.1 Contractor Requirements 

 
a. The second through fourth weeks of Focus 360 services 

consist of classroom activities combined with Job Search 
activities. The goal of this activity is to teach GAIN 
participants various job finding skills to enable them to find 
work through their own efforts and enhance their chances 
of finding employment. 

 
b. Contractor will conduct the Workshop segment of this 

activity in a group and use a classroom format. Job finding 
skills training will be provided with the classroom activities. 

 
(1) On the second week of Focus 360 (Job Search), 

GAIN/REP participants conduct a supervised or 
unsupervised job search for a job in their Individualized 
Job Search Plan and spend part of the day in a 
classroom setting learning job preparation skills. 

 
(2) On the third week of Focus 360 (Job Search), the 

GAIN/REP participants participate in a classroom 
setting discussing the obstacles they may have 
encountered in their job searches and methods to 
strengthen job preparation skills, e.g., interviewing 
techniques, calls to employers, securing job leads, 
responding and engaging with employers in a 
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professional manner, etc., to have a successful job 
search. 

 
GAIN/REP participants are assisted in overcoming 
hidden employment barriers and are provided 
individualized instruction and support if needed to 
secure employment and overcome obstacles 
encountered in a job search. Additional curriculum 
topics will be considered for REP Focus 360 
multilingual participants to review acculturation 
information determined to be beneficial to NE/NS 
participants as determined by the County. 

 
Following the daily classroom activities, GAIN/REP 
participants resume their supervised or unsupervised 
initial job search for a job identified in their 
Individualized Job Search Plan. 

 
(3) Participants will also participate in Job Placement 

sessions as they become available, which includes a 
variable range of job leads called “Hot Jobs”. During 
this session, job leads are reviewed by the facilitator to 
provide step by step information and to allow for 
questions. Participants may also have the opportunity 
to meet with employers on site seeking to readily hire. 

 
(4) On the last day of the third week of Focus 360 (Job 

Search), GAIN and REP participants will be advised 
that Vocational Assessment will be initiated on the last 
week of Job Search for those participants who have not 
found full-time employment.  The Focus 360 Facilitator 
will provide a list of GAIN/REP participants who have 
not found full-time employment and are participating in 
the fourth week of Focus 360 (Job Search) so they can 
be referred for Vocational Assessment. 

 
(5) During week four of Focus 360 (Job Search), 

GAIN/REP participants will meet each day in a group 
setting to receive individualized instruction support in 
their continued job search efforts. Contractor will 
conduct a career exploration workshop prior to 
Vocational Assessment. 

 
Vocational Assessment services will be initiated for 
GAIN/REP participants who have not been able to find 
full- time employment. On the morning of the 
assessment, the Focus 360 Facilitator will meet with 
the other team members of the Focus 360/Vocational 
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Assessment Team to develop the GAIN/REP 
participants’ Proposed Employment Plans while the 
GAIN/REP participants are being tested. 

 
Contractor will contact the CCM (via telephone, e-mail 
or other means) for those REP participants 
participating in Vocational Assessment. (Contractor will 
not refer REP participants to the GAIN co-located staff 
for this component.) The CCM will complete the GN 
6006 and provide it to the Contractor (via fax, e-mail or 
other means). The Contractor will have the REP 
participant sign the GN 6006 and provide it to the REP 
participant. 

 
Following the Vocational Assessment, GAIN/ REP 
participants will be informed that the Employment Plan 
can assist them to identify future trainings. Participants 
may pursue an education and/or training to increase 
their employability. Participants are expected to 
continue seeking employment until the end of the 
Focus 360 assignment. The Focus 360 Facilitator will 
meet with the other team members of the Vocational 
Assessment Team and the Job Developer to discuss 
the course of action to support the recommended 
employment plan.  

 
(6) Contractor will collaborate with entities such as 

Workforce Investment Boards/ Workforce 
Development Boards/ America’s Job Centers of 
California, and local employers to coordinate their 
efforts for Focus 360 services. 

 
(7) Contractor will work with County and contracted GAIN 

case management staff to share employment 
opportunities and develop employment placements. 

 
4.8.2.2 Workshop Content 

 
The Contractor will ensure that the Focus 360 Workshop 
classroom activities will cover the topics below: 

 
a. Completion of employment application/on-line 

applications; 
 

b. Resume writing; cover letters; 
 

c. Telephone calls to employers; 
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d. In-person visits to employers; 
 

e. Employment interviewing techniques; 
 

f. Proper interview and work attire; 
 

g. Job interview follow-up activities; 
 

h. Job development skills; 
 

i. Understanding work ethics; 
 

j. How to enhance one’s self-esteem, self- image, and 
confidence; 

 
k. How to cope with life stresses; 

 
l. How to recognize and handle sex discrimination and 

sexual harassment; 
 

m. Work incentive programs (Targeted Job Tax Credit), EITC 
and AEITC, and the premise that GAIN is a Welfare-to-
Work program; 
 

n. The effects and advantages of employment, e.g., 
self-determination; self-worth, positive role model for 
children, etc.; 
 

o. Basic Financial/Budget Planning 
 

p. Strategies to overcome barriers to employment and 
employment-related fears, resentment of mandatory 
participation in GAIN and supportive services concerns, 
e.g., transportation and childcare problems; 

 
q. How to identify transferable, job-specific skills, and 

self-management skills; 
 

r. Job retention and advancement skills; 
 

s. Online job search techniques; 
 

t. “Hot Jobs” job placement session; 
 

u. How religious beliefs or practices (e.g., the belief that only 
men are responsible for family financial support or no work 
should be done on Saturdays) may become barriers to 
becoming employed, and how to deal with and overcome 
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these situations; 
 

v. Appropriate use of e-mail and social media as a job search 
tool; and 

 
w. Registration as a job seeker on the Employment 

Development Department (EDD) CalJOBS website. 
 

4.8.2.3 Activities 
 

The Contractor will perform in the Focus 360 segment, at 
minimum, the following tasks: 

 
a. Inform GAIN/REP participants that they are expected to 

maintain acceptable behavior, which includes regular 
attendance and cooperation and participation in the 
required activities; 

 
b. Discuss and illustrate the County’s Work-Pays concept; 

 
c. Teach employer requirements and expectations; 

 
d. Refer GAIN/REP participants to the GSW/CCM to repeat 

the session beginning at the week from which they were 
dropped when they miss two days of Focus 360 services, 
with the exception of the attendance at an approved visit 
to a job fair/expo; 

 
e. Initiate referrals to the AJCCs, when appropriate. 

 
f. Inform Orientation/ Focus 360 participants of the 

availability of tutoring services for children/youth whose 
parents are in Family Stabilization (FS) and Exempt 
Volunteers, including CalWORKs eligible youth (non- FS) 
ages 16-18 who are in high school participating as Exempt 
Volunteers, contingent upon available funding; 

 
g. Ensure that GAIN/REP participants maintain their WtW 

weekly participation requirement, which is 20 hours for 
parents with a child under six years old, 30 hours for a 
single household with a child six years of age or older, 35 
hours for a two-parent household, and 32 hours for 
REP/RCA participants; 

 
h. Refer GAIN/REP participants to the GSW/CCM when a 

determination is made by Contractor that participation in 
Focus 360 is not beneficial as it would not prepare them 
for and/or lead to their employment; 
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i. Ensure that GAIN/REP participants complete a Job 

Search questionnaire; 
 

j. Encourage participants to register as a job seeker on the 
EDD website. 

 
k. Review GAIN/REP participant’s “Individualized Job 

Search Plan” to ensure the employment choices are 
appropriate; 

 
l. Introduce participants to the Career Exploration website; 

 
m. Provide GAIN/REP participants’ instruction and access to 

the Department of Labor O*NET self-assessment or other 
appropriate tools prior to vocational assessment; 

 
n. Ensure “Job Preparation Guide” classroom exercises are 

completed by GAIN/REP participants; 
 

o. Review Contractor-selected GOALS Program keys with 
GAIN/REP participants; 

 
p. Present a Certificate of Completion to each GAIN/REP 

participant at the conclusion of the Focus 360 activity; 
 

q. Ensure GAIN/REP participants develop an individualized 
Job Search plan; 

 
r. Teach GAIN/REP participants Job Search related 

computer skills building exercises; 
 

s. Obtain Feedback Sheets from each GAIN/REP participant 
concerning his/her evaluation and understanding of Focus 
360 activities. 

 
t. Update all participant attendance and no shows within one 

workday in CalSAWS. 
 

4.8.3 Supervised Job Search 
 

Contractor Required Services for Participants 
 

a. Job Search can be a stand-alone activity for two to four week 
durations depending on when the Vocational Assessor recommends 
it as part of the GAIN/REP participant’s employment plan. The 
sessions will be provided in-person, or a hybrid.   In the event of an 
emergency situation, Contractor may be required to provide these 
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sessions in a virtual setting.  An emergency situation includes, but 
may not be limited to, fire, flood, earthquake, pandemic, epidemic, 
and other natural or manmade disasters. 
 

b. Contractor conduct Re-FOCUS Job Search sessions of four weeks 
duration for participants who completed Focus 360 without finding 
employment. Contractor will ensure that participants can attend Re-
Focus Job Search for as many sessions as needed or wanted until 
employment is obtained. This builds on job preparation and search 
strategies established during traditional Focus 360. Re-FOCUS Job 
Search reexamines customers' previous job search efforts to identify 
strengths and highlight areas of improvement, encouraging research 
of alternative educational options that will increase employability in 
the labor market. The session may be provided in-person. In the 
event of an emergency situation, Contractor may be required to 
provide these sessions in a virtual or hybrid setting.  An emergency 
situation includes, but may not be limited to, fire, flood, earthquake, 
pandemic, epidemic, and other natural or manmade disasters. 
 

c. Contractor will verify GAIN/REP participants’ job interview efforts, 
when suspicious. 

 
d. Contractor will provide staff to regularly meet with GAIN/REP 

participants during their job search to plan follow-up job search 
strategies. 

 
e. Contractor will document each GAIN/REP participant’s job search 

progress and performance. 
 

f. Contractor will post job listings for GAIN/REP participants to access. 
 

g. Contractor will routinely hold job fairs and Job Placement sessions 
ensuring that GAIN/REP participants attend. 

 
h. Contractor will develop/maintain Workforce Development Center and 

resources. 
 

4.9 Scheduling/Enrolling GAIN/REP Participants into Focus 360 
 

4.9.1 Scheduling 
 

Contractor will perform the following tasks when scheduling GAIN/REP 
participants into Focus 360 services. The requirements below are 
applicable when scheduling participants to the four-week Focus 360. 

 
4.9.1.1 Contractor will schedule GAIN/REP participants to begin their 

initial Focus 360 services activity on the next available 
Monday from the date the telephone scheduling request is 
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made by the GSW/CCM. At no time will Contractor deny a 
scheduling request by the GSW/CCM without first consulting 
with GAIN Program when clarification is needed. 

 
4.9.1.2 Contractor will notify the County if the number of participants 

increases which results in Contractor having to provide 
additional classes. Any additional cost as a result of the 
additional classes would require a negotiated amendment 
approved by the County as provided in Subsection 8.1 of this 
Contract. 

 
4.9.2 Enrolling 

 
4.9.2.1 Contractor will perform the tasks listed in this SOW when 

enrolling GAIN/REP participants into Focus 360 services as 
referred by the GSW/CCM on Exhibit A-1, Attachment 11, the 
GN 6006, Service Provider Referral. The requirements below 
are applicable when enrolling GAIN participants into 
Orientation/ Focus 360. 

 
NOTE:  When the time frame is shortened, at the request of 

the GSW/CCM and/or Contractor, the reason will be 
recorded by the Contractor’s Reservation Clerk. 

 
 

4.9.2.2 Contractor will assure there is a minimum of four GAIN/REP 
participants attending each Focus 360 session by over-
booking. The initial Focus 360 session will not be canceled for 
any reason, even if less than four GAIN/REP participants 
show up. 

 
4.9.2.3 Contractor will collect the Exhibit A-1, Attachment 11, the GN 

6006, Service Provider Referral, from the GAIN/REP 
participant upon his/her arrival to the scheduled Focus 360 
session. 

 
4.9.2.4 Contractor will review the Exhibit A-1, Attachment 11, the GN 

6006, to confirm the duration of the required Focus 360 
session. Contact the GSW/CCM immediately for any needed 
clarification. 

 
4.9.2.5 As determined by the County, the Contractor will report to 

GSW/CCM the participant’s start date by: 
 

a. Completing the portion on the Exhibit A-1, Attachment 11, 
the GN 6006, retaining the original for Contractor’s 
records, and returning a copy to the GSW/CCM within 
three workdays from the date the GAIN/REP participant 
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starts a Focus 360 services activity. 
 

b. Updating CalSAWS as directed by the County. 
 

4.10 Notification of Changes 
 

4.10.1 The following applies to GAIN/REP participants in Focus 360: 
 

Contractor will update CalSAWS within one workday of any change in 
circumstances that will affect the participants and/or their status in GAIN 
and update the appropriate screens as directed by the County. Changes 
may include, but are not limited to, the following: 

 
4.10.1.1 GAIN/REP participant has completed his/her Focus 360 

services assignment. 
 

4.10.1.2 GAIN/REP participant accepts or refuses a job offer. 
 

4.10.1.3 GSW/CCM reschedules the initial Focus 360 start date. 
 

4.10.1.4 GAIN/REP participant fails to appear for the start of 
Orientation or a Focus 360 session. 

 
4.10.1.5 The Focus 360 services assignment is terminated by 

Contractor because GAIN/REP participant fails to attend or 
make satisfactory progress in his/her Focus 360 activity. 

 
4.10.1.6 Contractor drops GAIN/REP participant from Focus 360 

session due to two or more days of unexcused absences from  
Focus 360. 

 
4.10.1.7 GAIN/REP participant requires Welfare-to-Work expenses, 

and additional support services, i.e., books, clothing, tools, 
etc., to obtain employment. 

 
4.10.1.8 GAIN/REP participant needs Specialized Supportive 

Services, including support for health issues in the home 
(family members that need care; Domestic Violence; Mental 
Health; drugs and alcohol) or needs a change in supportive 
services. 

 
4.10.1.9 GAIN/REP participant did not complete the Orientation/ Focus 

360 session activities due to being referred to a Specialized 
Supportive Service, such as Domestic Violence, Mental 
Health, or Substance Use Disorder services. 

 
4.10.1.10 Contractor recommends a change in the duration of the Focus 

360 activity. 
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4.10.1.11 GAIN/REP participant opts for Dual Track. 

 
4.10.1.12 Any other change relevant to GAIN/REP participant’s GAIN, 

RCA and/or CalWORKs case. 
 

4.10.1.13 GAIN/REP participant is LEP and would not benefit from 
Focus 360 activities as the first WtW Activity. 

 
4.10.1.14 GAIN/REP participant and Contractor agree that continuance 

of Focus 360 will not be beneficial as the first WtW activity. 
 

4.10.2 CalSAWS Procedures 
 

Contractor will be allowed limited access to CalSAWS to increase the 
effectiveness of the exchange of information on the participation of 
GAIN/REP participants. 

 
Contractor will access CalSAWS to expedite the notice to the 
GSW/CCM that a participant has completed or was dropped from Focus 
360. The Contractor will complete the GN 6007 for participants that 
report employment or when a need for Supportive Services such as 
Mental Health, Substance Use Disorder, or Domestic Violence is 
discovered. 

 
Contractor is to update CalSAWS to indicate if the participants who were 
referred to Orientation/ Focus 360 showed, did not show, completed 
Focus 360 with employment, completed Focus 360 with no employment, 
or were dropped from Focus 360. CalSAWS must be updated within one 
workday. 

 
Contractor will update CalSAWS to input the information that used to be 
updated by LRS. Additional information may be requested to be updated 
to include the scheduling of participants for Focus 360 via CalSAWS. 

 
4.10.2.1 To close Orientation/ Focus 360 Component from CalSAWS 

home page: 
 

• Select the Orientation/ Focus 360 Component to be closed 
from the Customer Activities List Page. 

 
• Click the edit button and the add button. 

 
• The Customer Activity Status Detail page displays. This is 

where a new status for the activity may be added. 
 

• Enter a Status, a Status Reason, and the Status Begin 
Date. Select Closed from the Status drop list. Select a 
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reason from the Status Reason drop list. Enter a date 
under the Begin Date field. Click Save. 

 
NOTE: Confirm the status update on the Customer 

Activities Status Detail page. Click the Save and 
Return button. 

 
4.10.2.2 If the Participant is a No Show for Focus 360: 

 
• Select the Orientation/ Focus 360 Component to be 

updated from the Customer Activities List Page. 
 

• Click the edit button and the add button. 
 

• The Customer Activity Status Detail page displays. This is 
where a new status for the activity may be added. 

 
• Enter a Status, a Status Reason, and the Status Begin 

Date. Select Closed from the Status drop list. Select No 
Show from the Status Reason drop list. Enter a date under 
the Begin Date field. Click Save. 

 
NOTE: Confirm the status update on the Customer 

Activities Status Detail page. Click the Save and 
Return button. 

 
4.10.2.3 When CalSAWS and other systems are used by case 

managers, Contractor will comply with necessary training to 
access the system, as necessary. 
 

4.11 Job Development 
 

Contractor Requirements 
 

4.11.1 The Contractor will work with employers to identify and create a pool of 
job opportunities for GAIN/REP participants. Job Development efforts 
will target large, stable, and/or expanding occupations. 

 
4.11.2 The Contractor will maintain a referral system in which the needs and 

interests of GAIN/REP participants are matched with the needs and 
interests of employers; 

 
4.11.3 The Contractor will meet periodically and also attend quarterly Job 

Development Cluster meetings with County/contracted GAIN/REP case 
management staffs’ job developers and AJCC staff to network, share 
employment opportunities, develop employment placements, review 
effective job development processes, and promote the common goal of 
GAIN/REP, which is participant employment and employment retention 
and advancement; 
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4.11.4 Contractor will support non-traditional jobs for GAIN/REP participants; 

 
4.11.5 Contractor will screen referrals to match employer needs; 

 
4.11.6 Contractor will post job openings in Contractor and Regional GAIN 

offices; and 
 

4.11.7 Contractor will hire GAIN/REP participants. 
 

4.12 Flex (Concurrent) Focus 360/Search 
 

This activity is for GAIN/REP participants assigned to the Orientation/ Focus 360 
who need a flexible Focus 360/search due to attending another WtW activity, e.g., 
school or part-time work. Participants must be available to participate in Flex Job 
Services for a minimum of 10 hours per week. At no time will Contractor deny a 
scheduling request by the GSW/CCM without first consulting with GAIN Program 
when clarification is needed. 

 
Contractor Requirements 

 
Contractor will provide flexible part-time Focus 360 activities for GAIN/REP 
participants identified on the GN 6006, Service Provider Referral, in a Self-Initiated 
Program/or another school program, working part-time or who have accepted Dual 
Track, if such services are compatible with participants’ work/school schedule. 

 
4.13 Job Opening Information 

 
Contractor Requirements 

 
Contractor will include primarily County-wide job openings that are appropriate to 
the needs and skill level of GAIN participants. 

 
4.14 Job Placement 

 
Contractor Requirements 

 
Contractor will provide job placement services, i.e., direct job referrals, to all 
GAIN/REP participants as part of the overall Focus 360 activity. Job referrals will 
be provided to GAIN participants on an individualized basis. Job placement 
activities may include, but are not limited to, referring GAIN/REP participants to 
jobs that are: 

 
a. Listed by employers with the State Employment Development Department; 

 
b. Developed independently by Contractor; and 

 
c. Developed by partnering agencies. 
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4.15 Training Classes 
 

4.15.1 Contractor will implement and provide specialized short- term training 
classes for WtW participants based on the demand occupations in the 
current labor market. The training programs are to be approved by the 
County. This may include classes for NE/NS REP participants. 

 
4.15.2 When developing and implementing training programs, the Contractor 

will consider the following: 
 

• Participants’ training and employment needs; 
 

• Labor market conditions and employment trends/projections; 
 

• Demand occupations and staffing patterns as established by the 
California Department of Labor; and 

 
• Impact of training on the individual’s marketable skills. 

 
4.15.3 Contractor will identify, recommend, and implement supplemental 

education or training e.g., math, computer literacy, English boot camps, 
high school completion/equivalency to enable participants to succeed in 
these in demand occupations. 

 
4.15.4 Contractor will develop partnerships with the Community Colleges, adult 

schools or other educational/vocational entities that offer specialized 
training/educational classes. 

 
4.15.5 Contractor will provide job development and employment opportunities 

tailored to training received by participants enrolled in the class. 
 

4.15.6 Contractor will provide other specialized short-term 
trainings/educational classes as agreed upon by Contractor and County, 
as long as funds are available in Contract budget. 

 
4.15.7 Contractor will create a participant folder for each participant who starts 

a short-term training/educational program. County and Contractor will 
mutually agree to documents that should be contained in the folder. 

 
5 PERFORMANCE MEASURES 

 
5.1 Job Placement Rate 

 
5.1.1 Contractor will maintain an annual Job Placement Rate of 30 percent for 

FY 2024-2025, 35 percent for FY 2025-2026 and 40 percent for 
FY 2026-2027 for GAIN and REP, consisting of full-time and part-time 
jobs. Two part-time placement jobs will be equal to one-full-time 
placement. 



 
EXHIBIT A-1  

 

 
Job Readiness, Career Planning and Vocational Assessment Services       156 
Contract #: JRCP-24-01                                      
            

 
5.1.2 If the annual Job Placement Rate falls below the required percentage 

for a particular GAIN/REP Region/Office, a Contract Discrepancy Report 
will be issued to the Contractor. 

 
5.1.3 The Job Placement Rate is the annual Countywide Ratio of Job 

Placement Count to the Net Start Count (Focus 360 Session Count). 
 

5.1.4 For the four-week Focus 360, Contractor’s “placement window” will 
begin on regular GAIN/REP participants’ first day in the four-week Focus 
360 session and end 12 weeks following the end date of the four-week 
Focus 360 session. 

 
5.1.5 Contractor will count part-time employments of Flex or Dual Track 

participants acquired during the Focus 360 placement window as 
equivalent to a full-time placement. 

 
5.1.6 Contractor will count a 20-hour job as a full-time placement for 

participants who have a child under six years old, are single parents, 
and are only required to participate 20 hours in a WtW activity. 

 
5.1.7 Persons removed from Focus 360 at the request of the GAIN/RCM 

Services Worker will not be included in calculating the Job Placement 
Rate. 

 
5.1.8 Participants who are referred to short-term training or short-term 

vocational during or right after Focus 360 will not be included in 
calculating the Net Start Count. 

 
5.1.9 The Net Start Count will not include duplicated cases. 

 
5.1.10 Contractor will include in the calculation of full-time placement rate all 

full-time placements into subsidized employment if within the placement 
window. 

 
5.1.11 If the unemployment rates decline or increase significantly at any time 

after July 2024, at County’s discretion, the placement target rate will be 
adjusted accordingly. 

 
5.1.12 Contractor is expected to maintain an annual Job Placement Rate of 40 

percent for Short-Term Training program participants who have 
completed their approved training program and have been placed into 
unsubsidized employment. Job Placement Rate for short-term training 
programs is calculated 60 calendar days from completion of short-term 
training program. 

 
5.1.13 Contractor will count placements in the month they occur resulting from 

GAIN/REP participant’s completion of an approved short-term training 
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program. Placement will occur within 60 calendar days from the 
completion of the short-term training. 

 
5.1.14 Contractor will not count placement from a short-term training 

completion towards the Focus 360 employment placement rate, unless 
the participant completes and finds employment during the Contractor’s 
Focus 360 placement window. 

 
5.1.15 One participant placed into both a part-time school activity and part-time 

employment during the placement window will be counted as one 
full-time placement. 

 
5.2 Participation Rate 

 
5.2.1 The Contractor will maintain an annual overall acceptable Focus 360 

Start Rate of 50 percent of all participants scheduled for Focus 360. 
 

5.2.2 The Contractor will maintain an annual overall acceptable Focus 360 
Completion Rate of 75 percent of all participants who start Focus 360. 

 
5.2.3 The Contractor will maintain an annual overall Short-Term Training 

completion rate of 65 percent of all participants who start an approved 
short-term training program. 

 
5.2.4 Tutoring Services 

 
5.2.4.1 Contractor will ensure the subcontractor creates a personal 

Student Learning Plan (SLP) for 100 percent of the students 
who attend/complete their first tutoring appointment based on 
current grade level determined through testing and input from 
the student’s school and parent as appropriate; the SLP will 
include one to three learning goals. 

 
5.2.4.2 The Contractor will measure and provide the students’ 

academic progress semi-annually for students who attend at 
least 50 percent of their tutoring sessions. For the report 
period of August through December, the report is due on the 
15th of February. For the report period of January through 
June, the report is due on the 15th of July.  

 
5.2.4.3 The Contractor will ensure that follow up is conducted with the 

students’ parent/care giver and with school input when 
possible for students who attend at least 50 percent of their 
tutoring session and obtain feedback to measure ongoing 
academic progress and/or to expand/modify the students’ 
SLP as appropriate based on the feedback provided. 
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5.2.4.4 The Contractor will ensure that 65 percent of the students who 
attend 50 percent of their tutoring sessions attain at least one 
goal of their SLP goals. 

 
5.2.4.5 The Contractor will provide final attendance/progress reports 

on each student who received at least 50 percent of tutoring 
sessions, indicating the child’s number of tutoring sessions 
attended and academic improvement since entering the 
program. The final attendance/progress report is due on the 
15th of July.  

 
5.2.4.6 The contractor will ensure a survey is provided to the parent 

for the eligible children/youth. 
 

5.3 Fiscal Deduction 
 

5.3.1 To the extent that the annual Focus 360 Start Rate falls below the 
required percentage, a fiscal deduction of $6,000 per FY may be 
assessed. 

 
5.3.2 To the extent that the Contractor’s annual Focus 360 Completion Rate 

falls below the required percentage, a fiscal deduction of $6,000 per FY 
may be assessed. 

 
 

5.3.3 To the extent that the Contractor’s annual Job Placement Rate for Focus 
360 falls below the required percentage, a fiscal deduction of $6,000 per 
FY may be assessed. 

 
5.3.4 To the extent that the Contractor’s annual Job Placement Rate for Short 

Term Training program falls below the required percentage, a fiscal 
deduction of $3,000 per FY may be assessed. 

 
5.3.5 To the extent that the Contractor’s annual Completion Rate for the 

Short-Term Training program falls below the required percentage, a 
fiscal deduction of $3,000 per FY may be assessed. 

 
// 
 

// 
 

// 
 

// 
 

// 
 

//
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PERFORMANCE REQUIREMENT SUMMARY FOR GAIN JOB READINESS CAREER PLANNING SERVICES  
 

REQUIRED SERVICES 
 

STANDARD 
 

AQL 
 

METHOD OF 
MONITORING 

 
LIQUIDATED 

DAMAGES 
 

1. Provide GAIN Program orientation training 
to public contact employees. 

 
100% of Contract staff receives GAIN Program 
orientation within 30 calendar days of starting 

None 

 
On-site Observation 
Random Sampling 

$500 per occurrence (Exhibit A-1 - Statement of Work) employment. Review of MMR 
Section 3.0 - Contractor Furnished Items  Review of Employee 
Subsection 3.3 – Training (3.3.2)  Training Folder 

 
2. Ensure all direct service employees are 

trained on County-approved and/or 
Contractor-developed curriculum. 
(Exhibit A-1 - Statement of Work) 
Section 3.0 - Contractor Furnished Items 
Subsection 3.3 Training (3.3.2) 

 
100% of Contractor staff is trained on approved 
curriculum prior to Contract start date or within 30 
calendar days of starting employment. None 

 
On-site Observation 
Random Sampling 
Review of MMR 
Review of Employee 
Training Folder 

$500 per occurrence 

 
3. Ensure all direct service employees are 

trained on County’s GOALS Program. 
(Exhibit A-1 - Statement of Work) 
Section 3.0 - Contractor Furnished Items 
Subsection 3.3 – Training (3.3.1) 

 
100% of Contractor staff is trained on GOALS 
Program prior to the Contract start date, and for 
newly hired employees, prior to performing the 
Contract services. 

None 

 
On-site Observation 
Random Sampling 
Review of MMR 
Review of Employee 
Training Folder 

$500 per occurrence 

 
4. Provide One-Day Orientation to all new 

Contract employees on a quarterly basis. 
(Exhibit A-1 - Statement of Work) 
Section 3.0 - Contractor Furnished Items 
Subsection 3.3-Training (3.3.3) 

 
100% of new Contractor staff receive One-Day 
Orientation within 90 days of starting employment. 

None 

 
On-site Observation 
Random Sampling 
Review of MMR 
Review of Employee 
Training Folder 

$500 per occurrence 

 
5. Provide a two-week quarterly in-service 

training for all new staff on the new Focus 
360 model and report results on 
Contractor’s MMR. 
(Exhibit A-1 - Statement of Work) 
Section 3.0 - Contractor Furnished Items 

 
100% of new Contractor staff is provided a two- 
week quarterly in-service on the new Focus 360 
model and training results are reported on the 
MMR. None 

 
On-site Observation 
Random Sampling 
Review of MMR 
Review of Employee 
Training Folder 

$500 per occurrence 

Subsection 3.3 

 
 
 
 
 
 
 
 
 
  
 
 
 
 



EXHIBIT A-1 
 ATTACHMENT 1 

 

 
Job Readiness, Career Planning and Vocational Assessment Services          160 
Contract #: JRCP-24-01                                               

 
 

 
REQUIRED SERVICES 

 
STANDARD 

 
AQL 

 
METHOD OF 
MONITORING 

 
LIQUIDATED 
DAMAGES 

 
6.  Provide a one-day orientation for new 

employees quarterly and report attendee names 
on MMR. 
(Exhibit A-1 - Statement of Work) 
Section 3.0 - Contractor Furnished 
Items Subsection 3.3 - Training 
(3.3.3) 

 
100% of new Contractor staff is 
provided a one-day orientation and 
all the attendee names are reported 
on the MMR. None 

 
On-site Observation Random 
Sampling Review of MMR 
Review of Employee Training 
Folder $500 per occurrence 

 
7.  Provide training workshops for direct services 

management and non- management staff 
during each Contract year. 
(Exhibit A-1 - Statement of Work) 
Section 3.0 - Contractor Furnished 
Items 
Subsection 3.3 - Training (3.3.4) 

 
100% of all direct services 
management and non- management 
staff receive training workshops during 
each Contract year. None 

 
On-site Observation Random 
Sampling Review of MMR 
Review of Employee Training 
Folder $500 per occurrence 

 
8. Resolve systems problems (Exhibit A-

1 - Statement of Work) Section 4.0 - 
Specific Tasks Subsection 4.5 - 
Reporting Tasks 
(4.5.5) 

 
Resolve any Contractor’s system 
problem within five 
business days of discovery. None 

 
User Complaint Review of QC 
Plan Random Sampling 
Review of MMR 
On-site Observation 

2% of Contractor’s monthly flat 
fee per occurrence 

 
9.  Ensure that Confidentiality Agreements for 

all employees are on file. Contract: 
Section 7.0 - Administration of Contract 
Contractor 
Subsection 7.5 - Confidentiality 

 
100% of all Contractor’s staff has 
Confidentiality Agreements on file prior 
to employment start date. None 

 
Review of Employee’s Folder 

$500 per occurrence 

 
10. Invoices are submitted to County timely. 

Contract: 
Section 5.0 - Contract Sum, 
Subsection 5.5 - Invoices and 
Payments 

 
All monthly invoices are timely 
submitted within 15th calendar 
days after the service month. One business day. 

 
Management Review of Reports $500 per occurrence for late 

submission up to 29 days and 
additional 

$500 for each additional month 
late 
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REQUIRED SERVICES 

 
STANDARD 

 
AQL 

 
METHOD OF 
MONITORING 

 
LIQUIDATED 
DAMAGES 

 
11. Reports are submitted to County timely 

(Exhibit A-1 - Statement of Work) 
Section 4.0 - Specific Tasks 
Subsection 4.5 - Reporting Tasks 
(4.5.1) 

 
All reports are timely submitted by the 15th 
calendar day of the following month, or next 
business day if it falls on a County recognized 
holiday, in which the Contractor performed the 
activities as required by County. 

One business day 

 
Management Review of Reports 

$500 per occurrence 

 
12. Ensure that invoices and reports are 

complete and accurate. 
Contract: 
Part 4.0 - Specific Tasks 
Subsection 4.5 - Reporting Tasks 
(4.5.1) 

 
All invoices and reports are complete and 

accurate. 
None 

 
Management Review of Reports 
and Invoices 
On site observation $500 per occurrence 

 
13. Investigate user complaints. 

Contract: 
Section 8.0 - Standard Terms and 
Conditions 
Subsection 8.5 - Complaints 

 
Complaints are investigated per the County- 
approved plan for investigating complaints. 

None 

 
User Complaint Management 
Review of Responses to 
Complaints $500 per occurrence 

 
14. Maintain a quality control system. 

(Exhibit A-1 - Statement of 
Work) Section 1.0 - General 
Subsection 1.2 - Quality Control 

 
Contractor complies with County-approved quality 
control plan. 

None 

 
User Complaint Review of 
QC Plan Random 
Sampling Review of 
MMR 
On-Site Observation 

2% of Contractor’s monthly 
flat fee per occurrence 

 
15. Provide staff to discuss problems, attend 

meetings and provide participant records 
as requested by County. 
Contract: 
Section 7.0 - Administration of 
Contract – Contractor 
Subsection 7.1- Contractor Manager 

 
Staff is available 100% of the time, as requested 
by County. 

None 

 
User Complaint 

$500 per occurrence 
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REQUIRED SERVICES 

 
STANDARD 

 
AQL 

 
METHOD OF 
MONITORING 

 
LIQUIDATED 
DAMAGES 

 
16.   Comply with equal employment 

opportunity, nondiscrimination, and civil 
rights requirements. 

  Contract: Section 8.0 - Standard Terms 
and Conditions 
Subsection 8.7 - Civil Rights 
Subsection 8.29 - Nondiscrimination 

 
Contractor is in compliance with equal employment 
opportunity, nondiscrimination, and civil rights 
requirements 100% of the time. 

None 

 
User Complaint 
On-Site Observation 

$500 per occurrence 

 
17. Report all suspected child abuse, elder abuse 

and welfare fraud. 
Contract: 

9.0   Unique Terms and Conditions  
9.1  Child/Elder Abuse/Fraud Reporting 

 
100% of the time suspected child abuse; elder abuse 
and welfare fraud is reported within the required 
timeframe specified in the California Penal Code and 
California Welfare and Institution Code. 

None 

 
User Complaint 
Random 
Sampling 

$50 per occurrence 
per day 

 
18. Update and maintain CalSAWS inventory. 

(Exhibit A-1 - Statement of Work) 
Subsection 3.4 Contractor Furnished Items 

 
Inventory is updated and maintained according to 
County standard. Inventory updates will be made within 
five workdays after any change occurs in the data. None 

 
User Complaint 

$500 per occurrence 

 
19. Provide the required Orientation direct and 

related services that are specifically outlined 
in the Statement of Work to GAIN/REP 
participants in a timely manner and for the 
appropriate duration covering all 
curriculums, as required by County. 
(Exhibit A-1 - Statement of Work) 
Section 4.0 - Specific Tasks Subsection 
4.6 - Orientation Services 

 
100% of the time required Orientation services are 
performed and are provided timely. 

None 

 
User Complaint 
Random 
Sampling On-
Site Observation 
Review of MMR 

 
2% of 

Contractor’s 
monthly flat 

fee per 
occurrence 
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REQUIRED SERVICES 

 
STANDARD 

 
AQL 

METHOD OF 
MONITORING 

LIQUIDATED 
DAMAGES 

 
20. Provide the required  Focus 360 direct and 

related services that are specifically 
outlined in the Statement of Work to 
GAIN/REP participants in a timely manner 
and for the appropriate duration covering all 
curriculums, as required by County. 
(Exhibit A-1 - Statement of Work) 
Section 4.0 - Specific Tasks Subsection 
4.7 - Focus 360 Services 

 
100% of the time required Focus 360 services are 
performed and are provided timely. 

None 

 
User Complaint 
Random Sampling 
On-Site 
Observation 
Review of MMR 

2% of 
Contractor’s 
monthly flat fee 
per occurrence 

 
21. Maintain participant records as required. 

 
(Exhibit A-1 - Statement of Work) 
Section 4.0 - Specific Tasks Subsection 
4.2 – Record Keeping 

 
Participant records are maintained in accordance 
with County requirements. 

None 

 
User Complaint 
Random Sampling 

$500 per occurrence 

 
22. Perform all management tasks outlined in the 

Statement of Work and as requested by 
County. 
(Exhibit A-1 - Statement of Work) Section 
4.0 - Specific Tasks Subsection 4.1 - 
Contractor Management Services 
Contract: 
Section 7.0 - Administration of Contract - 
Contractor 
Subsection 7.1 - Contractor Manager 

 
100% of all management tasks are performed by 
Contractor as required. 

None 

 
User Complaint 
Random Sampling 
On-Site 
Observation 
Review of MMR 

$500 per occurrence 
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REQUIRED SERVICES 

 
STANDARD 

 
AQL METHOD OF 

MONITORING 
LIQUIDATED 

DAMAGES 

 
23.  Ensure key management staff (Contract 

Manager/Alternate Contract Manager) are 
staffed as agreed upon and replaced when 
there is a vacancy. 
(Exhibit A-1 - Statement of Work) 
Section 4.0 - Specific Tasks 
Subsection 4.1 - Contractor 
Management Services Subsection 
4.2 - Record Keeping Contract: 
Section 7.0 - Administration of 
Contract - Contractor 
Subsection 7.1 - Contractor Manager 

 
100% of the time key management staff are provided as agreed and replaced 
within 30 calendar days of a vacancy. 

 
None 

 
User 
Complaint On-
Site 
Observation 

 
2% of 

Contractor’s 
monthly flat 

fee 

24. Provide staff levels as agreed upon for 
delivery of Orientation and Focus 360  
services and ensure that vacancies are filled 
and do not negatively impact service delivery. 

 
(Exhibit A-1 - Statement of Work) 
Section 4.0 - Specific Tasks Subsection 
4.1 - Contractor Management Services 
Contract: Section 7.0 - Administration of 
Contract – Contractor 
Subsection 7.1 - Contractor Manager 

100% of the time services are staffed at agreed upon levels. In cases where 
staffing levels fall below the agreed upon level, staffing levels at the agreed 
upon level will be resumed within 30 calendar days, and there is no adverse 
impact on service delivery due to the reduction in staffing. 

 

None 

User Complaint 

On-Site 
Observation 

2% of 
Contractor’s 
monthly flat 

fee 

25. Provide all direct services outlined in the 
Statement of Work during County’s normal 
business hours, Monday through Friday, 
and Saturday as required by County. 
(Exhibit A-1 - Statement of Work) 

100% of direct services are performed by Contractor during the required 
hours of operation. 

 

None 

User 
Complaint 
Random 
Sampling 
On-Site 
Observation 
Review of MMR 

2% of 
Contractor ‘s 
monthly flat 

fee 

Section 1.0 - General, 
Subsection 1.64 - Hours of Operation 
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REQUIRED SERVICES STANDARD AQL 
METHOD OF 
MONITORING 

LIQUIDATED 
DAMAGES 

 
26. Provide insurance verification to the 

County Contract Administrator (CCA) 
Contract: 
Section 8.0 - Standard Terms and 
Conditions 
Subsection 8.22 and 8.26 – Insurance 
Coverage Requirements. 

All insurance policies are current and meet insurance requirements.  
 

None 

Annual review of 
documents 

User Complaint 
Random 
Sampling 
On-Site Observation 

2% of 
Contractor ‘s 
monthly flat 

fee 

27. Provide County with an inventory list of 
all County-furnished equipment, 
materials, etc. Maintains and updates list 
regularly throughout term of contract. 
(Exhibit A-1 - Statement of Work) 
Subsection 3.2 - Contractor Furnished 
Items. 

Inventory list is provided to County as required and updated regularly.  
 

None 

User Complaint 
Random 
Sampling 
On-Site Observation 
Review of MMR 

2% of 
Contractor’s 
monthly flat 

fee 

28. Ensure that participants participate in 
Focus 360 sessions. 

(Exhibit A-1 - Statement of Work) 
Section 5.0 - Performance Measures 
(5.2.1) 

Contractor maintains an annual Focus 360 Show Rate of 50% of the total 
referred (scheduled) participants. 

 
 

None 

Review of MMR $6,000 
annually 

29. Ensure that participants complete Focus 
360 classes. 

(Exhibit A-1 - Statement of Work) 
Section 5.0 - Performance Measures 
(5.2.2) 

Contractor maintains an annual Focus 360 Completion Rate of 75% of the total 
participants who start Focus 360. 

 
 

None 

Review of MMR $6,000 
annually 

30. Place participants into full-time 
employment that is expected to last for 
more than 30 days. 

(Exhibit A-1 – Statement of Work) 
Section 5.0 - Performance Measures 

Contractor maintains an annual Full-Time Placement Rate, as described in 
Paragraph 5.1.1, of 25% of the net total participants who start Focus 360 will 
be placed into full-time employment. 

 
 

None 
County will reconcile 
Contractor’s job 
placements to its job 
sessions and 
against County 
data. 

$6,000 
annually 
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REQUIRED SERVICES 

 
 

STANDARD 

 
 

AQL 

 
METHOD OF 
MONITORING 

 
LIQUIDATED 
DAMAGES 

31. Ensure that participants complete their 
short-term training 

      (Exhibit A-1 - Statement of Work) 
Section 5.0 – Performance Measures 
Subsection 5.2 – Participation Rate 

Contractor maintains an annual Completion Rate of 65% of short-term training 
participants who start their training. 

None County will 
reconcile 
Contractor’s job 
placements to its 
job sessions and 
against County 
data. 

None 

32. Ensure that short-term training 
participants are placed in unsubsidized 
employment 

(Exhibit A-1 - Statement of Work) 
Section 5.0 – Performance Measures 

Contractor maintains an annual Job Placement Rate of 40% of short-term 
training participants who complete their training. 

 

None 

County will 
reconcile 
Contractor’s job 
placements to its 
job sessions and 
against County 
data. 

$3,000 annually 
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CONTRACT DISCREPANCY REPORT 
SAMPLE 

CONTRACTOR RESPONSE DUE BY ________ (enter date and time) 
 

Date: Click or tap here to enter text. Contractor Response Received: Click or tap here to enter text. 
Contractor: Click or tap here 
to enter text. 
 

Contract No. Click or tap 
here to enter text. 

County’s Contract Administrator: Click or tap here to enter text. 

Contact Person: Click or tap 
here to enter text. 

Telephone: Click or tap 
here to enter text. County’s Contract Administrator Signature: 

Email: Click or tap here to enter text. Email: Click or tap here to enter text. 

A contract discrepancy(s) is specified below.  The Contractor will take corrective action and respond back to the County personnel identified above by the date required.  
Failure to take corrective action or respond to this Contract Discrepancy Report by the date specified may result in the deduction of damages. 

No. Contract Discrepancy Contractor’s 
Response* 

County Use Only 
Date 

Correction Due 
Date 

Completed Approved 

1 Click or tap here to enter 
text. 
 

Click or tap here to 
enter text. 
 

Click or tap here to 
enter text. 

 

Click or tap here to 
enter text. 

 

Click or tap here 
to enter text. 

 

2 Click or tap here to enter 
text. 
 

Click or tap here to 
enter text. 
 

Click or tap here to 
enter text. 

 

Click or tap here to 
enter text. 

 

Click or tap here 
to enter text. 

 

3 Click or tap here to enter 
text. 
 

Click or tap here to 
enter text. 
 

Click or tap here to 
enter text. 

 

Click or tap here to 
enter text. 

 

Click or tap here 
to enter text. 

 
*Use additional sheets if necessary  
  

Click or tap here to 
enter text. 

 

Contractor’s Representative Signature  Date Signed  
 

Additional Comments: 
 
Click or tap here to enter text. 
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GAIN/START/REP CONTRACTOR 
CIVIL RIGHTS COMPLAINT ACTIVITY REPORT  

 
MONTH:   

 

I. IDENTIFYING INFORMATION 
 
 
 

Name of Contractor Contractor ID Number 
 
 
 
 

Address Contact Person 
 
 
 
 

Telephone Number 
II. SOURCE OF NEW COMPLAINTS 
 

DPSS 
  

GAIN/START/REP 
Participant    
   

Other:  Total Received   
 

III. INVESTIGATION ACTIVITY   Number 

Carried over from prior month     

Received during the month      

Total on hand during month    
 

Finalized during the month 
(For Disposition, refer to Section IV)    

Total on hand at the end of month:    
 

Distribution: Original three copies to DPSS, fourth copy kept on file by Contractor for five years 
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IV. INVESTIGATION/COMPLAINT DISPOSITION 
 

Date 
Received 

 
Case Name 

 
Case Number 

 
Alleged Basis of Discrimination 

 
Subcontractor Name 

 
Disposition 
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MONTHLY MANAGEMENT REPORT LIST 

 
I. Orientation MMR:  

• Summary Letter GAIN/REP 
• Orientation Summary (Starts, Shows, Completes) 
• Orientation Services/Sessions for all sites individually and collectively  
• Orientation - Overall Evaluation Rating  
• Orientation - Participant Evaluation Summary  
• Orientation - Services Report for REP  
• Orientation Services Summary 
• NE/NS-REP Orientation Services-Session Summary  
• NE/NS-REP Summary (Starts, Shows, Completes)  
• NE/NS-REP Participant Evaluation Summary  
• NE/NS-REP Orientation - Overall Evaluation Rating 

 
II. Focus 360 MMR: 

• Summary Letter (Narrative)  
• Success Stories 
• Supportive Services Presentation Summary  
• List of Dual Track Participants 
• Summary of Participant Evaluation Replies  
• Combined MMR Summary (EJC/VA and NENS/REP) 
• Combined Referred Back to GAIN Summary (EJC/VA and NENS and REP 

Breakdown 
• NENS/REP MMR Summary 
• NENS/REP Referred Back to GAIN by Site and NENS and REP Breakdown 
• NENS/REP Starts by Site 
• NENS/REP Full Time Placements  
• NENS/REP Part Time Placements  
• NENS/REP Wage Summary 
• NENS/REP Below Living Wage, Living Wage With and Without Benefits  
• NENS/REP Vocational Assessment Summary 
• NENS/REP Vocational Assessment List of Scheduled/Showed and Placed  
• EJC/VA MMR Summary 
• EJC/VA Referred Back to GAIN Summary and List Sorted by Site 
• EJC/VA List of Starts (English and Spanish Combined) 
•  EJC/VA List of English Starts Sorted by Site 
• EJC/VA List of Spanish Starts Sorted by Site  
• EJC/VA Full Time Placements Sorted by Site 
• EJC/VA Part Time Placements Sorted by Site  
• EJC/VA Full Time English Placements Sorted by Site  
• EJC/VA Part Time English Placements Sorted by Site  
• EJC/VA Full Time Spanish Placements Sorted by Site  
• EJC/VA Part Time Spanish Placements Sorted by Site  
• EJC/VA Average Wage Summary 
• EJC/VA Below Living Wage, Living Wage with and Without Benefits  
• EJC/VA Vocational Assessment Summary 
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III.  CalWORKs Tutoring MMR 

• Monthly Statistical Summary  
• Program Hours Spent 

 
IV.  Short Term Training MMR 

• GAIN Cohort Starts 
• GAIN Cohort Completions 
• GAIN Cohort Placements 
• GAIN HSE Starts 
• GAIN HSE Completions 

 
V.  Tech Prep MMR 

• Referrals 
• Starts 
• Completes
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GAIN PARTICIPANT FEEDBACK SHEETS 
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GAIN Job Services Evaluation 
 

TODAY’S DATE:  
 (The above date must be the second Friday of each class) 

Job Services Site _________________________     Facilitator ________________________  
 

Class Start Date _________________________________     Hybrid ________     In-Person ________  
FACILITATORS (INSTRUCTORS) Yes      No 

• I thought the LACOE staff was professional and helpful 
 

• I thought the staff was well prepared and organized. 
 

MATERIALS 
• I thought the classroom materials, and the 

manner in which they were presented, were 
effective. 

 
• The Individualized Job Search Plan has helped 

me to organize and plan my job search. 
 

OVERALL PROCESS 
• The first two weeks of FOCUS 360 has 

helped me develop the necessary skills 
to find a job. 

 
• I was able to identify barriers to 

employment and learn about available 
resources to overcome those barriers. 

 
• Listening to the DCBA presentations was of great benefit. 

 
• Overall FOCUS 360 has been a positive experience. 

 
FACILITY 

• I thought the Job Services facility was well organized 
and found the classroom environment motivating 
and conducive to learning. 

LACOE      Subject to Change      SD 1/16/2024 

The Los Angeles County Office of Education (LACOE) is contracted by the Department of Public Social Services (DPSS) 
to provide Orientation/Motivation and Job Services for the GAIN Program. Your comments will be forwarded to DPSS 
in an effort to evaluate if contract requirements are being met by LACOE. 
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GAIN Job Services Evaluation 

 

 

ADDITIONAL INFORMATION 
 

If you missed any days or time from the first two weeks of FOCUS 360, what prevented you from 
attending?   

 

 
 
 

Were you treated with courtesy and was your input valued?  
 
 

 
Did the staff serve as positive role models for the program’s requirement of dressing professionally and 
being on time?  

 

 

 
How did the Individualized Job Search Plan assist you in developing your job search plan?  

 
 

 
What did you like best about the first week of FOCUS 360?   

 

 
How can the first week be improved?  

 
 

 
What did you like best about the second week of FOCUS 360?   

 
 

 
How can the second week be improved?   

 
 

The Los Angeles County Office of Education (LACOE) is always seeking ways to deliver services more creatively and 
efficiently. In an effort to continue to improve our program, your comments will provide valuable feedback as to 
whether or not we are meeting our goals. These additional comments will be forwarded to the LAOCE GAIN 
Program supervisors and managers. 
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JOB READINESS CAREER PLANNING SERVICES FLOW CHART 
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BREAKDOWN OF GAIN REGIONAL SERVICE AREAS 
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REGIONAL GAIN OFFICES AND SUB-OFFICES 
 

GAIN REGION I West County* 
5200 W. Century Blvd. 
Los Angeles, CA 90045 

 
GAIN REGION II West San Fernando Valley*  

21415 Plummer Street  
Chatsworth, CA 91311 

 
Palmdale GAIN Sub-Office  Santa Clarita GAIN Sub-Office      
1050 E. Palmdale Blvd., Suite 204 27233 Camp Plenty Road      
Palmdale, CA 93550   Canyon Country, CA 91351 

 
GAIN REGION III San Gabriel Valley    Pomona GAIN Sub-Office 

588 Atlas Ave. Suite 102   2255 N. Garey Avenue 
Monterey Park, CA 91755   Pomona, CA 91767 

 
GAIN REGION IV Central County 

3833 S. Vermont Ave., 3rd Fl. 
Los Angeles, CA 90037 

 
GAIN REGION V South County 

2959 E. Victoria St.  
Rancho Dominguez, CA 90221 

 
Region V - Compton Sub-Office           Region V - South Central Sub-Office          
211 E. Alondra Blvd.                                10728 S. Central Ave.                  
Compton, CA 90220                                 Los Angeles, CA 90059 

 
Region V - South Family Sub-Office                                                             
17600 Santa Fe Ave.                                                                                    
East Rancho Dominguez, CA 90221 

 
GAIN REGION VI Southeast County    Southeast GAIN Sub-Office 

5460 Bandini Blvd.    5445 Whittier Blvd. 
Bell, CA 90201                                  Los Angeles, CA 90022 

 
GAIN REGION VII East San Fernando Valley 

3307 N. Glenoaks Blvd.  
Burbank, CA 91504 

 
 

* Indicates DPSS facility where space is provided for Contractor to provide Orientation and 
Focus 360 Services. 
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LACOE (GAIN) CALWORKS JOB SERVICES SITES 

 

 
LACOE GAIN DIVISION 

9525 Imperial Highway, ECE-400, Downey, CA  90242 
 

Neha Patel, Director 
(562) 922-8675 

LACOE GAIN Job Services Sites (CalWORKS) 
 

Airport 
5200 Century Blvd. 
Suite 100 
Los Angeles 90045 
(424) 414-5055 
Supervisor 
Sharon Beard  

Carson  
649 Albertoni St. 
Carson 90746 
(310) 538-6861 
Supervisor 
Sharon Beard 

Chatsworth  
21415 Plummer Street 
Suite B 
Chatsworth 91311 
(818) 718-4342 
Supervisor 
Vendon Smith 

Downey  
Ed Center East 
9525 Imperial Highway, ECE 201 
Downey 90242 
(562) 922-8700 
Supervisor 
Nathan Auzenne 
 

Downtown  
1625 W. Olympic Blvd. 
Suite 900 
Los Angeles 90015 
(213) 908-0831 
Supervisor 
Irma Lopez 
 

East Los Angeles  
5400 E. Olympic Boulevard 
Suite 245 
Los Angeles 90022 
(323) 728-1246 
Supervisor 
Nathan Auzenne 

El Monte 
11411 Valley Boulevard 
El Monte 91731 
(626) 579-1224 
Supervisor 
Lisa Chan 

Glendale 
143. S. Glendale Ave. #300 
Glendale 91205 
(818)265-5003 
Supervisor 
TBD 

Lancaster  
1817 W. Avenue K 
Suite 309 
Lancaster 93534 
(661) 729-1239 
Supervisor 
Leticia Bustamante 

North Hollywood  
6736 Laurel Canyon Blvd. Suite 300 
North Hollywood 91606 
(818) 764-8312 
Supervisor 
TBD 

Palmdale  
1050 E. Palmdale Blvd. 
Suite 207B 
Palmdale 93550 
(661) 265-0124 
Supervisor 
Leticia Bustamante 

Pomona 
2249 Garey Ave.  
Pomona 91767 
(909) 392-8070 
Supervisor 
Lisa Chan 

Santa Clarita  
20730 Soledad Street 
Santa Clarita 91351 
(661) 298-0152 
Supervisor 
Vendon Smith 

Revised 10/25/23 jgv
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REP PROGRAM OFFICES AND SUB-OFFICES 
 

REP CONTRACTOR OFFICES AND SUB OFFICES - JVS SoCal 
 

1. REP 1 MAIN 
315 Arden Ave., Suite 18 
Glendale, CA 91203 

 
2. REP 2 

1180 Durfee Ave., Suite #200 
El Monte, CA 91733 
 

3. REP 3 
5446 Sepulveda Blvd. 
Culver City, CA 90230 
 

4. REP 4 
4954 Van Nuys Blvd., Suite #201 
Sherman Oaks, CA 91403 
 

5. REP 5 Sub Office South Bay One-Stop 
110 South La Brea Ave. (3rd Floor) Inglewood, CA 90301 
 

6. REP 6 Sub Office 
6505 Wilshire Blvd., Suite 200 Los Angeles, CA 90048 
 

7. REP 7 Sub Office 
625 North San Vicente Blvd. (1st Floor) West Hollywood, CA 90069 
 

8. REP 8 Sub Office 
Los Angeles Southwest College 1600 West Imperial Hwy. 
Los Angeles, CA 90047 SoCTE Building, Room 115 
 

9. REP 9 Sub Office 
38510 Sierra Hwy 
Palmdale, CA 93550 
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SERVICE PROVIDER REFERRAL  
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CONTRACTOR MANAGER AND MANAGEMENT COORDINATOR 
JOB DESCRIPTIONS 

 

LOS ANGELES COUNTY OFFICE OF EDUCATION DIRECTOR, GREATER 
AVENUES FOR INDEPENDENCE (GAIN) 

 
DEFINITION 

 
Under administrative direction, plans, organizes, directs and manages the GAIN division; 
formulates programs, operational policies, guidelines and procedures; directs the 
preparation and administration of the budget; coordinates, monitors and reviews program 
services and goals; and provides interpretation and guidance to ensure program 
compliance. 
 

DISTINGUISHING CHARACTERISTICS 
 

This class is distinguished from other classes in that it requires specialized subject matter 
expertise in the planning, development and administration of workforce development 
programs, activities and services for Welfare-to-Work participants. This class is 
distinguished from other director positions in that it is responsible and accountable for the 
program services provided by the division of GAIN. 
 

SUPERVISION RECEIVED AND EXERCISED 
 

Administrative direction is provided by the Assistant Superintendent of Educational 
Services. Responsibilities include direct and indirect supervision of professional, technical 
and clerical personnel. 
 
EXAMPLES OF DUTIES – Duties may include, but are not limited to the following: 
• Plans, organizes, directs and supervises the staff and activities related to the day-to-

day program management and operations of the GAIN division including both GAIN 
and START (formerly known as General Relief Opportunities for Work (GROW)) 
contractual program guidelines. 

• Works with the Los Angeles County Department of Public Social Services (DPSS) to 
plan and direct activities, implement, justify and defend decisions and arrive at 
alternative solutions to program issues and concerns. 

• Provides leadership and direction in the development and administration of needs 
assessments to determine program requirements and contractual compliance. 

• Plans, organizes, directs and administers the human and monetary resources of the 
GAIN and START programs to ensure that goals and objectives are accomplished 
within prescribed priorities, time limitations and contractual funding. 

• Plans, coordinates and collaborates with DPSS in the development and 
implementation of data collection and data analysis to measure the impact of Welfare-
to-Work programs. 

• Develops, implements, monitors and interprets the application and administration of 
program policies, goals and objectives based on contractual guidelines. 

• Negotiates, executes, monitors and review contract requirements and program funding 
budgets with DPSS. 

• Monitors staff and activities for meeting program requirements. 
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• Develops, plans, organizes and implements staff development training and programs. 
• Reviews, monitors and audits program evaluation reports. 
• Plans, organizes and directs research and development activities in the design and 

implementation of new and innovative support service networks and infrastructure 
program concepts. 

• Guides and directs the preparation and administration of the budgets and maintains 
appropriate budgetary controls. 

• Attends county-wide meetings relative to Welfare-to-Work subcommittee issues. 
• Performs related duties as assigned. 

 
JOB REQUIREMENTS 

 
Knowledge of: 
Laws, codes, regulations, and requirements pertaining to GAIN and START 
Welfare-to-Work programs; evaluation strategies and techniques of determining program 
services and staff operational effectiveness; human relations and conflict resolution 
strategies and team building principles and techniques; principles and practices of human 
resources, budgeting, and organizational management; contract negotiation and 
administration; and laws and regulations pertaining to managing a diverse workforce. 
 
Ability to: 
Create a positive work environment and motivate staff to meet program requirements; 
enable constructive and productive group interaction and maintain group commitment to 
goals and objectives; analyze, assess, and interpret statistical and programmatic data; 
analyze complex problems, develop solutions, and make effective decisions; prioritize 
and plan work activities; set expectation and performance standards; handle disputes and 
diffuse tension; understand and manage organizational change; make, evaluate and 
revise long-range plans and goals; adapt well to changes in work environment; stay 
informed and share information with others; establish and maintain effective working 
relationships with others regardless of their interest, perspectives, background and 
organizational level; identify and satisfy customer needs; communicate effectively, both 
orally and in writing; and model communication and interaction that respect and include 
all individuals and their languages, abilities, religions, and cultures 
 

MINIMUM QUALIFICATIONS 
 
Experience: Five years of management experience in a public or private non-profit 
organization responsible for coordinating delivery of adult education or employment 
training/retraining programs, including three years of experience managing a unit of at 
least 20 employees. 
 
Education: A bachelor’s degree with college course work in management and/or 
administration, from an institution of higher learning accredited by a regional accrediting 
organization recognized by the Council of Higher Education Accreditation. Master degree 
in a related field is preferred. 
 

SPECIAL REQUIREMENTS: 
A valid California driver’s license, proof of insurability and the availability of private 
transportation or the ability to provide transportation between job sites is required. 
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LOS ANGELES COUNTY OFFICE OF EDUCATION CAREER DEVELOPMENT 

PROGRAM MANAGER 
 
DEFINITION 
Under administrative direction, plans, organizes, develops, and manages the program 
operations of participant-oriented career development and other employment-related 
services; and ensures contract compliance and monitoring of various employment-related 
services. 
. 

SUPERVISION RECEIVED AND EXERCISED 
 
Administrative direction is provided by the Director, GAIN or higher-level 
administrator.  Responsibilities include supervision of professional, technical and clerical 
staff. 
 
EXAMPLES OF DUTIES  
The classification specification provides a summary of typical job duties performed, along 
with the general nature and level of work performed by employees in this classification. 
Duties may include, but are not limited to, the following:  

• Researches, prepares, and negotiates delivery of program services, scope of 
work, and contracts with employers and agencies. 

• Researches, plans, develops, and manages goals and objectives, activities, 
procedures and policies of career development-related programs to meet 
contractual obligations. 

• Provides consultation and makes recommendations to Department of Public 
Social Services (DPSS) regarding best practices for program services. 

• Develops and implements a marketing strategy to promote the educational 
services of the program. 

• Develops, implements, and trains others to use program-wide management 
systems to track and monitor program activities and increase process efficiency. 

• Develops master schedule proposal of workforce readiness and career 
development activities for the program year to ensure contract compliance and to 
meet the career development or employment-related needs of the program and 
participants.  

• Leads and coordinates the development and revision of program services 
materials, curriculum, and course modules for presentation in the classroom, 
workshops, seminars, and conferences. 

• Researches, establishes, and maintains strategic partnerships with potential 
employers and community-based agencies to promote and develop job training 
and placement opportunities and other program goals.  

• Oversees, generates, and writes various narrative and statistical reports, 
proposals, letters, memos, and other correspondence to report progress in 
meeting program and contract goals. 

• Reviews and interprets program policies and procedures and proposes 
recommendations for improvement. 

• Evaluates delivery of programs, implementation of instructions, and other program 
services and develops recommendations to improve effectiveness. 
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• Manages input of program and participant data and establishes a system to identify 
and correct any errors.  

• Serves on advisory committees and attends special conferences on the local, state 
and national level to evaluate new developments and strategies affecting program 
objectives and results. 

• Prepares and monitors the budget for assigned programs. 
• Performs related duties as assigned. 

JOB REQUIREMENTS 
Knowledge:  

• Applicable state and federal laws and regulations, and LACOE policies 
• Principles and techniques of employee selection, hiring practices, job search and 

placement  
• Principles of program budget preparation, monitoring and reporting 
• Career development assessment and counseling techniques  
• Economic and labor market conditions and trends  
• Principles and methods of training, instruction, and behavior modification  
• Contract development, contract compliance, and negotiations 
• Fundamental concepts of employment laws, codes, and regulations, including 

EEO, FLSA, FMLA, and Cal/OSHA and applicable provisions of collective 
bargaining agreements 

CORE COMPETENCIES: 
• Analyzing & Interpreting Data – Drawing meaning and conclusions from 

quantitative and/or qualitative data 
• Critical Thinking – Analytically and logically evaluating information, propositions, 

and claims 
• Decision Making – Choosing optimal courses of action in a timely manner 
• Industry Monitoring – Grasping the external political, economic, competitive, and 

social factors affecting the industry 
• Legal & Regulatory Navigation – Understanding, interpreting, and ensuring 

compliance with laws and regulations 
• Professional & Technical Expertise – Applying technical subject matter to the job 
• Oral Communication – Engaging effectively in dialogue 
• Presentation Skill – Formally delivering information to groups 
• Writing – Communicating effectively in writing 
• Customer Focus – Attending to the needs and expectation of customers 
• Handling Conflict – Managing interpersonally strained situations 
• Negotiating – Reaching mutually satisfying agreements and compromises  
• Relationship Building – Establishing rapport and maintaining mutually productive 

relationships 
• Assessing Talent – Identifying performance capabilities and potential of others 
• Developing Others – Supporting others in stretching and expanding their 

capabilities 
• Managing Performance – Ensuring superior individual and group performance 
• Project Management – Planning and tracking projects to ensure they are on-time, 

on-budget, and achieve their objectives 
• Cultural Proficiency – Modeling communication and interaction that respect and 

include all individuals and their languages, abilities, religions and cultures 
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PHYSICAL DEMANDS AND WORK ENVIRONMENT 
This summary provides examples of the typical physical demands and work 
environment of this classification. 
 
Physical Demands:  
Work is sedentary. 

• Moves between areas of a work site to meet with staff, employers, and 
stakeholders 

• Remains in a stationary position to perform desk work 
• Lifts items such as screens and equipment weighing less than 20 pounds without 

assistance 
• Carries items such as screens and equipment weighing less than 20 pounds 

without assistance 
• Uses hands, wrists, and fingers repetitively to type and operate office equipment 
• Rotates the head right or left from a neutral position to review work materials 
• Exchanges information with co-workers and customers regarding work-related 

matters 
• Uses near visual acuity at 20 inches or less to operate desktop or laptop 

computer 

Work Environment:  
The work environment involves everyday risks or discomforts that require normal safety 
precautions. 

• Exposed to outdoor weather conditions when moving between buildings and 
sites 

• Requires frequent travel by car 
• Works in an indoor environment 

MINIMUM QUALIFICATIONS: 
Experience: Five years of experience in administering or coordinating personnel, 
placement employment, career or job development, including two years of experience in 
a supervisory or management capacity. 

Education: A Bachelor's degree in public or business administration, psychology, 
sociology, political science, economics or other fields closely related to the job 
requirements of this classification, from an institution of higher learning recognized by the 
Council of Higher Education Accreditation. Foreign degrees and credit units require 
translation and equivalency established by an agency recognized by the Commission on 
Teacher Credentialing. 

Additional Requirements: A valid California driver’s license and availability of private 
transportation or ability to provide transportation between job sites is required. 

CLASSIFICATION APPROVED 
 
CLASSIFICATION APPROVED BY PERSONNEL COMMISSION
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LITERACY SCREENING TOOLS 
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EXHIBIT A-2, STATEMENT OF WORK 
 

VOCATIONAL ASSESSMENT 
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PREAMBLE 
 

The County of Los Angeles seeks to collaborate with its community partners to 
enhance the capacity of the health and human services system to improve the lives 
of children and families. These efforts require, as a fundamental expectation, that 
the County’s contracting partners share the County and community’s commitment 
to provide health and human services that support achievement of the County’s 
Strategic Plan Mission, Values, Goals, and performance outcomes. 
 
The County’s vision is a value driven culture, characterized by extraordinary 
employee commitment to enrich lives through effective and caring service, and 
empower people through knowledge and information. This philosophy of service 
excellence is anchored in the County’s shared values of: 1) Integrity; 2) Inclusivity; 
3) Compassion, and 4) Customer Orientation. 

 
These shared values are encompassed in the County Strategic Plan’s three Goals: 
1) Make Investments that Transform Lives, 2) Foster Vibrant and Resilient 
Communities, and 3) Realize Tomorrow’s Government Today. These require 
coordination, collaboration, and integration of services across functional and 
jurisdictional boundaries, by and between County departments/agencies and 
community and contracting partners. 
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STATEMENT OF WORK 
 
1 GENERAL 
 

1.1 Scope of Work 
 

Contractor will provide all management/administrative services necessary for 
provision of vocational/career assessments for GAIN, REP, START, and CalFresh 
Able Bodied Adults Without Dependents (ABAWD) participants and Learning 
Disabilities Services for GAIN and CalWORKs REP participants. Learning 
Disabilities Services will be structured according to a two-tier system consisting of: 
a) TIER I: Evaluations With and Without Accommodations and b) TIER II: Learning 
Disabilities Diagnosis. 

 
These services will include, but are not limited to, continuous development and 
maintenance of a current inventory of individual assessors, evaluators, and 
diagnosticians (direct service providers) via subcontracts with private and/or public 
firms/agencies, training and monitoring of Contractor and/or subcontractor 
personnel, submission of required reports, invoicing, support resolution of 
subcontractor invoice problems, and provision of a liaison to work with the County 
and direct service providers. 

 
1.2 Quality Control 

 
Contractor will establish and maintain a County-approved Quality Control system, 
which is Contractor's internal inspection and review of Intermediary Contractor's 
services, as specified in Exhibit A-2, Attachment 15 - Performance Requirement 
Summary. Under this system, Contractor, at a minimum, will do the following: 

 
1.2.1 Ensure that all Contractor reports provide acceptable data as required 

by this Agreement. 
 

1.2.2 Provide assurance that Contractor is in compliance with the provisions 
of this Contract. 

 
1.2.3 Maintain a file of the results of all quality control efforts and all corrective 

actions. 
 

1.2.4 Use a Participant Questionnaire in a format approved by the County to 
obtain feedback on the GAIN/START/REP Assessment, Learning 
Disability Evaluation, and Diagnosis process. Contractor will send a 
summary of the responses to the Participant Questionnaire to County as 
part of the monthly management report. Contractor will also resolve any 
problems reported on the Participant Questionnaire. 

 
1.3 Subcontract Monitoring 

 
Contractor will monitor assessment and learning disabilities evaluations and 
learning disabilities diagnosis service providers for contract compliance and quality 



 
EXHIBIT A-2 

 
Job Readiness, Career Planning, and Vocational Assessment Services 198 
Contract #: JRCP-24-01                                        

of services. All changes to the approved monitoring plan will be submitted to 
County for approval before such changes are implemented by Contractor. 
Contractor will also be responsible for notifying any subcontracted learning 
disabilities specialists that they must be available to attend any State hearings 
requested by participants, if necessary. 

 
1.3.1 Contractor will utilize the following monitoring methods on a quarterly 

basis: 
 
• Random sampling;  
• 100% review;  
• User complaints; 
• Review of participant service reports (File Review);  
• On-site observation of Focus 360 and Community Sites;  
• Participant surveys; and/or 
• Information, reports, or data which may be provided by County. 

 
1.3.2 At minimum, Contractor will monitor all subcontractors at all Focus 360 

and Community Sites at least once each quarter. All new subcontractors 
will be monitored on a monthly basis for the first six months. After that, 
if subcontractors’ performances are acceptable, monitoring can be 
reduced to a quarterly basis. subcontractors who have exceeded the 
allowable error rate set forth in the approved monitoring plan will be 
monitored monthly until their performance is within the allowable error 
rate for three consecutive months, after which, monitoring may be 
reduced to a quarterly basis. 

 
1.3.3 Contractor will maintain the results of all monitoring efforts and all 

corrective actions taken. 
 
1.3.3.1 Contractor will provide a quarterly report of monitoring results 

to the County Contract Administrator (CCA), for all 
subcontractors. 

 
1.3.3.2 Contractor will submit a quarterly monitoring report for 

GAIN/START/REP to the CCA by the 25th calendar day 
following each quarter. If the 25th falls on a Saturday, Sunday, 
or County recognized holiday, the report will be due on the 
next business day after the 25th.The report will include a 
summary of all monitoring findings for subcontractors and will 
include a summary of all corrective actions planned and/or 
taken to correct substandard performances identified during 
the monitoring process. 

 
1.4 Quality Assurance 

 
1.4.1 County will monitor the Contractor's performance under this Contract 

using the quality assurance procedures specified in the Performance 
Requirement Summary, or any other such procedures as may be 
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necessary to ascertain that the Contractor is in compliance with this 
Contract. 

 
1.4.2 Performance evaluation meetings will be held jointly by County and the 

Contractor Manager as often as deemed necessary by the CCA. 
However, if a Contract Discrepancy Report is issued, a meeting will be 
held within five business days, or sooner, at the discretion of the CCA. 

 
1.4.3 Contract Discrepancy Reports 

 
Verbal notification of a Contract Discrepancy will be made to the 
Contractor Manager, or alternate, as soon as possible whenever a 
Contract Discrepancy is identified. When possible, the problem will be 
immediately resolved by the Contractor Manager or within a period of 
time mutually agreed upon by the County and the Contractor. The CCA 
will issue a written CDR to the Contractor Manager or alternate. Upon 
receipt of this document, the Contractor is required to respond in writing 
to the CCA within five business days acknowledging the reported 
discrepancies or presenting contrary evidence and ten business days to 
provide a Corrective Action Plan. A Corrective Action Plan, including a 
timetable for correction of all deficiencies identified in the CDR, will be 
submitted to the CCA. See Exhibit A-1, Attachment 2. 

 
1.4.4 The minutes of all Performance Evaluation Meetings will be prepared by 

the CCA and signed by the Contractor Manager and the CCA. Should 
the Contractor Manager not concur with the minutes, he/she will submit 
a written statement to the CCA, within ten business days from the date 
of receipt of the signed minutes. Failure to do so will result in the 
acceptance of the minutes as written. Should the CCA disagree with the 
Contractor Manager's timely written response, any disagreement will be 
taken up to the next level in the chain of command. 

 
1.5 Government Observations 

 
Federal, State and/or County personnel, in addition to departmental contracting 
staff, may observe performance, activities, and review documents relevant to this 
Contract at any time during normal business hours. However, personnel may not 
unreasonably interfere with the Contractor's performance. 

 
1.6 Attendance at and Notice of Meetings 

 
Contractor will have appropriate levels of staff attend all meetings requested by 
County. County will notify Contractor of the need to attend such meetings five 
business days in advance of each meeting. Contractor may request meetings with 
County as needed with five business days’ advance notice. The advance notice 
requirement may be waived with the mutual consent of both Contractor and 
County. 
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1.7 Communication 
 

County will notify Contractor orally and with written confirmation upon County's 
identification of any problems in Contractor's performance of this Contract. 
Contractor will respond in writing to County's inquiries within five business days 
clarifying the stated problem(s) or confirming corrective action to County's 
satisfaction. 

 
1.8 Hours of Operation 

 
Contractor will be available to provide services to County during normal business 
hours, Monday through Friday, from 8:00 a.m.- 5:00 p.m. To accommodate 
participants, vocational/career assessments, learning disabilities evaluations, and 
learning disabilities diagnoses may be conducted in evening hours from 5:00 p.m. 
to 9:00 p.m., Monday through Friday, or on Saturday from 8:00 a.m. to 5:00 p.m. 

 
Contractor is not required to provide services on County recognized holidays. The 
CCA will provide a list of County holidays to Contractor when this Contract is 
approved and prior to subsequent calendar years. 

 
2 COUNTY FURNISHED ITEMS 
 

2.1 Equipment 
 

All County furnished items are provided by the County for the duration of the 
Vocational Assessment Services Contract only, and solely for the performance of 
this Contract. The County will provide no materials, equipment, and/or services 
necessary to perform vocational assessment services, except as identified below. 

 
2.1.1 Information Technology (IT) 

 
2.1.1.1 The County will provide; or cause to be provided, at no cost 

to the Contractor(s), the following Information Technology: 
 

2.1.1.2 Corresponding User Policy and Agreement forms to ensure 
the systems are safeguarded against misuse. 

 
2.1.1.3 Any additional IT resources deemed necessary by the  
  County. 

 
2.1.1.4 Contractor will maintain the security and integrity of CalSAWS 

by having up-to-date User Agreements (provided by the 
County) on-file for each end-user and disallowing the sharing 
of access codes and passwords between staff. Contractor will 
ensure that only authorized Contractor personnel are 
permitted Web access to CalSAWS and any replacement 
computer systems. 
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2.1.1.5 The County will evaluate and approve all software or tools 
used in the operation or support of the Vocational Assessment 
process. All approved software must be compatible with 
County hardware and software standards. 

 
2.1.2 Virtual Private Network (VPN) 
 

2.1.2.1 County will issue token-less authentication with the VPN 
access to be used for remote access to County eligibility 
system for a limited number of staff per site on hardware 
provided by Contractor and each subcontractor upon request 
through the established procedure set by DPSS. 

 
2.1.2.2 Contractor will provide their own equipment and internet in 

order to access County designated and approved DPSS 
computer system data screens via VPN. 

 
2.1.2.3 Contractor will inform the County within one business day 

from the date the Contractor is notified that Contractor staff is 
no longer working under this contract to ensure access to the 
County data system is removed and VPN access revoked. 

 
2.1.2.4 Upon termination of this Contract or at County’s request, 

Contractor and each subcontractor will terminate VPN 
access. 

 
2.2 Material 

 
2.2.1 County will furnish Contractor with necessary, updated departmental 

computer system instructional material and security information. 
 

2.2.2 When requested by Contractor, County will provide training classes to 
Contractor in a format deemed appropriate by DPSS. 

 
2.2.3 When requested by Contractor, County will furnish any updates to and 

California Department of Social Services (CDSS) Manual of Policies and 
Procedures Division 21-203.2 on Civil Rights Investigations, State 
Manual Section 23-600 on Purchase of Service, State Manual Chapter 
20-000 on Welfare Fraud, Los Angeles Penal Code 11167.5 on Child 
Abuse, and DPSS Administrative Directive 2898, dated 10/14/87 on 
Elder Abuse. 

 
2.2.4 County will furnish Contractor with nondiscrimination in services posters. 

 
2.2.5 County will furnish Contractor the updates to the GAIN County plan as 

approved by County. 
 

2.2.6 When requested by Contractor, County will furnish Contractor with a 
listing of persons/firms identified by County as interested in providing 
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GAIN/START vocational assessment services. 
 

2.2.7 When requested by Contractor, County will provide Contractor forms on 
which to document assessment results to return to the County. The need 
for these forms from County will be minimal as assessors adapt the 
forms to their computer systems. 

 
2.2.7.1 For GAIN: GN 6013, GN 6014, and GN 6007. 

 
2.2.7.2 For START: ABP 1607 and ABP 1608. 

 
2.2.8 When requested by Contractor, County will provide Contractor with 

Barriers to Employment Screening forms. 
 

2.3 Service 
 

2.3.1 County will furnish GAIN "train the trainer" training as appropriate for 
new Contractor staff only if there is no one on Contractor's staff that was 
previously trained. 

 
2.3.2 County will provide the following training for Contractor and direct 

service staff via "train the trainer" on a continuing basis: Barriers 
Screening, Civil Rights, Cultural Awareness, Child and Elder/Dependent 
Adult Abuse Awareness, and CalSAWS 

 
3 CONTRACTOR FURNISHED ITEMS 
 

3.1 Facilities 
 

3.1.1 Contractor and subcontractor will furnish all facilities necessary to 
perform all services required by this Contract. 

 
3.1.2 Subcontractors will request permission in writing from Contractor and 

County to move their direct service assessment sites from approved 
original locations. 

 
3.1.3 Requests to move locations will be submitted by subcontractors to 

Contractor and County at least 60 calendar days prior to the move date. 
 

3.1.4 Permission for subcontractors to move will be granted contingent upon 
submitting an acceptable justification for the move which demonstrates 
the need to move, adequate access to public transportation, square 
footage equivalent to the original site, and layout of office space 
conducive to providing quality assessments. 

 
3.2 Equipment/Supplies/Materials 

 
3.2.1 Contractor will furnish all equipment and supplies necessary to perform 

all services required by this Contract which is not provided by County, 
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as needed and approved by County. 
 

3.2.2 Contractor will furnish desks, tables, chairs, utilities, telephones, and 
internet access for Community site facilities. 

 
3.2.3 With the exception of County-furnished items as stated in this SOW, 

Section 2.0 County Furnished Items, Contractor will obtain all equipment 
necessary to perform all services required by this Contract in 
accordance with Exhibit B (Contractor’s Budgets), hereunder. 

 
3.2.4 Contractor will establish and maintain an inventory of all equipment 

purchased by Contractor using County funds. The inventory will include 
the following after the start of this Contract: 

 
3.2.4.1 Name and phone number of Contractor’s contact person 

where equipment is located; 
 

3.2.4.2 Address where equipment is located; 
 

3.2.4.3 Type of equipment; 
 

3.2.4.4 Brand, model number, and serial number of equipment; 
 

3.2.4.5 County bar-code number on equipment, if applicable; 
 

3.2.4.6 Date of purchase or delivery; and 
 

3.2.4.7 Cost of equipment, funding source(s), and amount of County 
funds used in the purchase, as appropriate. 

 
3.2.5 Contractor will establish and maintain an inventory of all County-

furnished equipment, material, etc. purchased and utilized for this and 
any prior Contract between Contractor and County for services herein. 

 
3.2.6 Contractor will update the equipment inventory on no less than a 

semi-annual basis and will provide County and updated inventory list 
during the term of this Contract upon request. 

 
3.2.7 Unless applicable federal or State law requires otherwise, the County 

will be sole owner of all rights, title, and interest in any and all equipment 
purchased by the Contractor with County funds and equipment 
furnished by the County to Contractor, pursuant to this Contract. 

 
3.2.8 Equipment/supplies with a current per unit fair market value of $5,000 or 

less may be retained, sold, or otherwise disposed of by the contractor 
with no further obligation to the federal awarding agency. The County 
will no longer retrieve equipment/supplies valued at $5,000 or less when 
a contract expires. 
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3.2.9 Equipment with a current per-unit fair-market value in excess of $5,000 
may be retained by contractor or sold. The County is entitled to an 
amount calculated by multiplying the current market value or proceeds 
from sale by the County’s percentage of the original purchase price. If 
the equipment is sold, the County may permit the Contractor to deduct 
and retain $500 or 10% of the proceeds, whichever is less, for its selling 
and handling expenses. 

 
3.2.10 Contractor will post all required posters as directed by the County. 
 

3.3 Services 
 

3.3.1 Contractor will provide all security for CalSAWS computer terminal and 
computer access, to ensure that the equipment is secure, and 
confidentiality is maintained. Security measures must be approved by 
County computer services staff. 

 
3.3.2 Contractor will furnish orientation training and GAIN/START update 

training for staff who have direct contact with the GAIN/START 
participants. 

 
3.3.3 Contractor will provide translation services for participants in threshold 

and non-threshold languages. 
 
4 SPECIFIC TASKS 
 

4.1 Management Services 
 
Contractor will subcontract with service providers, who will provide direct 
Vocational/Career Assessment Services to GAIN, START, and REP participants 
and Learning Disabilities Evaluation/Diagnosis Services to GAIN and CalWORKs 
REP participants. Contractor will comply with the Los Angeles County Plan and 
updates, as approved by the Board of Supervisors and the California Department 
of Social Services. 

 
Contractor will incorporate the need for compliance with “social distancing,” if 
needed. This includes staggered testing, virtual interviews, participants accessing 
the testing from home through laptops/computer access, and any other means 
needed. This also may be instituted for participants who would benefit from being 
able to participate in this activity from a remote location. 

 
4.1.1 Management Services will also include the following: 

 
Contractor will retain a qualified Consultant to train the subcontracted 
Evaluators as needed on different aspects of Learning Disability 
identification, recognition, determination, and evaluation and to perform 
the Learning Disabilities Diagnoses. 

 
Diagnosis under this agreement, will consist of conformance to a set of 
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subjective criteria to be analyzed, identified, and interpreted by the 
Diagnostician, including, but not limited to, the following guidelines: 

 
a) Under-achievement of an individual relative to their perceived or 

estimated ability to achieve. 
 

b) Under-achievement of an individual relative to their participation in 
an activity. 

 
c) Identification of specific cognitive weaknesses. 

 
d) Under-achievement not due to any other factors, 

 
e) e.g. clinical depression, limited education, or any such other 

designated “rule outs.” 
 

f) Participant’s test scores, including cognitive test scores. 
 

g) Review of participant’s Learning Disability Evaluation report, 
educational background, and language background. 

 
4.2 Intermediary Functions 

 
Contractor will act as intermediary between Vocational Assessment Service 
Providers, Learning Disabilities Evaluation Service Providers, Learning Disabilities 
Diagnosis Service Providers, and County. 

 
4.2.1 Contractor will recruit and maintain sufficient subcontractors for ongoing 

provision of assessment services to GAIN, START, and REP 
participants and learning disabilities evaluation/diagnosis services 
directly to GAIN and CalWORKs REP participants. subcontractors must 
be acceptable to the DPSS Director, and subcontracts will include the 
direct service provider requirements as specified in Subsections 4.3, 
4.4, and 4.5. 
 
4.2.1.1 Contractor will solicit bids for subcontracted direct services 

through the open-competitive bid process. The Request for 
Proposals will be reviewed and approved by the County prior 
to its release to the public. 

 
4.2.1.2 In awarding subcontracts, Contractor will give a higher 

evaluation to service providers who offer the following: 
  

4.2.1.2.1 Special support systems offered to help 
GAIN/START/REP participants. 
 

4.2.1.2.2 Assessment sites that are easily accessible by 
public transportation or in mobile units at County 
approved facilities, if feasible. 



 
EXHIBIT A-2 

 
Job Readiness, Career Planning, and Vocational Assessment Services 206 
Contract #: JRCP-24-01                                        

 
4.2.1.2.3 Availability of assessment administration between 

8:00 a.m. and 9:00 p.m., Monday through Friday, 
and 8:00 a.m. and 5:00 p.m. on Saturdays with the 
flexibility to meet the participants' childcare needs. 
 

4.2.1.2.4 Service providers should also receive additional 
points for the times they have been conducting 
GAIN/START/REP assessments. 

 
4.2.2 The Contractor, using County materials provided by GAIN/START/REP 

Program, will ensure that all contract employees who work directly with 
GAIN/START and REP participants receive an orientation program 
within 30 business days after they start employment. The program will, at a 
minimum, include: 

 
4.2.2.1 Introduction to the GAIN/START and REP Programs; 

 
4.2.2.2 Cultural Awareness training; 

 
4.2.2.3 Civil Rights training; 

 
4.2.2.4 Child/Elder Abuse Awareness and Reporting training; and 

 
4.2.2.5 Training on how to screen, identify, and assist participants in 

coping with and overcoming specific barriers to employment 
by recommending Mental Health, Substance Abuse and 
Domestic Violence supportive services and Learning 
Disabilities activities and how to refer participants back to the 
GAIN/START/REP Case Managers for a clinical assessment 
referral/domestic violence services. 

 
4.2.3 Contractor will develop, continuously update, and maintain County's 

Inventory of Vocational/Career Assessment and Learning Disabilities 
Evaluation/ Diagnosis Service Providers in Los Angeles County, using 
CalSAWS. The following information, and any other data that may be 
required, will be included in the inventory: 

 
4.2.3.1 Name of institution where assessments will be conducted; 

 
4.2.3.2 Address of institution where assessments will be conducted; 

 
4.2.3.3 Contact person and telephone number; 

 
4.2.3.4 Language capabilities available through each institution; 

 
4.2.3.5 Location of assessment services sessions; 

 
4.2.3.6 Additions, deletions or other changes to the above information 
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will be entered into the CalSAWS provider inventory within five 
business days of the change; and 

 
4.2.3.7 Contractor will notify County of any changes pertaining to 

subcontractors within 24 hours of change. 
 

4.2.4 Contractor will monitor assessment service providers for contract 
compliance and quality of services, as determined by Contractor and 
approved by County Findings will be documented in Contractor’s 
monitoring report to County. The report will include a summary of all 
corrective actions planned and/or taken to correct substandard 
performances identified during the monitoring process. 

 
4.2.5 Contractor will determine assessor qualifications with County approval. 

 
4.2.6 Contractor will provide sufficient service providers to provide 

vocational/career assessments in all languages requested by County. 
The primary languages are: English, Spanish, Armenian, Vietnamese, 
Chinese, Cambodian, Russian, Tagalog, Farsi, and Korean; but other 
languages may be needed on occasion. 

 
4.2.7 Contractor will provide a liaison available to assessment providers 

during County business hours. Contractor is not required to provide this 
service on County recognized holidays. 

 
4.2.8 Contractor will ensure that assessment providers have a liaison at the 

assessment service providers’ locations. Liaison will be available to 
Contractor and County, between 8:00 a.m. and 5:00 p.m. during the 
regular County business days of Monday through Friday. The only 
exception to this is for assessment providers located at school sites 
which have to abide by school holidays and assessment providers that 
are religious institutions and not available due to observance of religious 
holidays. 

 
4.2.9 Contractor will resolve problems and complaints identified by County 

which may affect the provision of services to GAIN/START and REP 
participants. If immediate resolution by the assessment service 
providers is not possible, a plan to resolve problems or complaints will 
be implemented by the Contractor and County notified, within five 
business days from notice of problem. A copy of resolutions should be 
sent to the CCA. 

 
4.2.10 Contractor will resolve procedural problems identified by assessment 

service providers, which may affect the provision of services to 
GAIN/START and REP participants. If immediate resolution is not 
possible, a plan to resolve problems will be implemented and service 
providers notified within five business days. 
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4.2.11 Contractor will ensure that Equal Employment Opportunity and 
Nondiscrimination in Services notices are posted in all Contractor and 
Service Provider facilities, where they are easily accessible to contract 
employees and GAIN/START and REP participants. Nondiscrimination 
in Services notices will be furnished by County. 
 

4.2.12 Contractor will ensure that all contract employees and assessment 
providers receive Civil Rights training and ADA Title II training provided 
by County via "train the trainer". As a follow-up to the Civil Rights 
training, Contractor will submit a report to the CCA indicating the number 
of staff who attended the training and the date of the training. 

 
The Contract will also contain a provision that Contractor develops and 
operates procedures for receiving and responding to Civil Rights 
complaints. Exhibit P-1 (Civil Rights Complaint Flowchart Contractor 
Process) is to be used by Contractor. Additionally, the following 
requirements must be met regarding the complaint process: 

 
A) Contractor will provide and, if requested, assist participants with 

completing a Complaint of Discriminatory Treatment form (PA 607, 
Exhibit P-2 or GEN 1179, Exhibit P-3) in the participant’s 
designated/preferred language; 

 
B) Contractor will maintain a log of Civil Rights complaints; 

 
C) Contractor will designate a contract manager between the 

contracted agency and the CCA; and 
 

D) Contractor will ensure that the designated contract manager 
forward PA 607s/GEN1179s to the CCA within two business days; 
who in turn will immediately forward the PA 607s to the County’s 
Civil Rights Section (CRS) for investigation. 

 
NOTE:  In processing Civil Rights complaints, contract managers 

will not attempt to conduct an investigation. All Civil 
Rights investigations are handled strictly by the CRS 
staff. 

 
4.2.13 Contractor will coordinate all efforts between America Job Centers of 

California/Workforce Development Boards, GAIN/START, and REP to 
ensure that the assessment process is not duplicated. The objective 
here is to encourage development of common assessment and resultant 
service delivery efforts. 
 

4.2.14 Contractor will send a MMR, in a format approved by County, to the 
CalWORKs/GAIN/START Program managers and send a copy to CCA 
by the 25th day of each month for the previous month’s management 
activities for GAIN, START, and REP. 
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4.2.15 Contractor will provide translated materials and translation services for 
Learning Disability Evaluations. 

 
4.2.16 Contractor will arrange for as-needed interpreter services to assist its 

subcontracted Learning Disability Assessors in administrating the tests 
to the LEP participants. 

 
4.2.17 Contractor will create and implement alternative assessments as 

needed for special populations, including the homeless. 
 

4.2.18 Contractor will ensure that assessment providers conform to the 7:1 
Ratio of Participants to Assessors. This Ratio is between participants 
and assessors only and does not include other assessment staff. The 
degree of deviation allowed beyond this Ratio for monitoring purposes, 
is two additional walk-in Participants per Assessor. All other additional 
participants not listed on the scheduled appointment sheet should be 
rescheduled for a later appointment. 

 
The intention of the Ratio is to assure that participants have enough time 
with assessors to develop quality plans and goals and to prevent 
participants from feeling rushed through the process. This also allows 
enough time for the assessors to review the test results and any other 
information pertinent to the assessment process such as the Focus 360 
information and GSW information obtained during the pre-meeting with 
the Focus 360 /Vocational Assessment Team. 

 
This Ratio applies not only to Focus 360 assessments but also to 
assessments at Community Sites, Regional Offices and REP Offices as 
well. 

 
4.2.19 Ad Hoc Reports 

 
At various times, the County may request Data or other information from 
the Contract or an ad hoc basis, as needed by the Department, the 
county Board of Supervisors, the State, or other County agencies or 
entities for budgetary or other purposes. The Contractor will provide the 
requested data to the CCA, in a mutually agreeable time period. 

 
4.3 Processing Assessor’s (Subcontractor’s) Invoices 

 
4.3.1 Contractor will be solely liable and responsible for all payments or other 

compensation to all subcontractors and their officers, employees, 
agents, and successors in interest arising through services performed 
hereunder, notwithstanding County’s consent to subcontract. 
 

4.3.2 Contractor will send out an invoice template for subcontractors to 
complete once the employment plan has been completed. 
 

4.3.3 Contractor will be solely liable for receiving invoices from the assessor 
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after the completion of an assessment/evaluation. 
 

4.3.4 Contractor will verify that a vocational assessment/evaluation referral 
was made via CalSAWS or by obtaining a hard copy or digital version of 
a hard- written referral form. 
 

4.3.5 Once a valid referral is identified, Contractor will validate the completion 
of the assessment/evaluation by viewing a hard copy of the signed 
employment plan, a digital version of the signed employment plan from 
Contractor’s data system, and/or via CalSAWS. 
 

4.3.6 Once the validation process is complete, Contractor will process and 
send out payments to the assessor. (Contractor will in turn bill DPSS on 
their monthly invoice). 
 

4.3.7 Contractor will maintain procedures for collecting and overpayments that 
may occur for improper billing from the subcontractor. 
 

4.3.8 Contractor will reconcile invoices quarterly. 
 

4.3.9 Contractor will notify DPSS of the overpayment and DPSS will collect 
the overpayment back from the Contractor informing the Contractor 
within 10 days of the overpayment collection. 

 
4.4 Vocational/Career Assessment Services Requirements 

 
Contractor and assessment services providers will conduct vocational/career 
assessments for GAIN/START and REP participants with the following services: 
 
4.4.1 Provide a comprehensive vocational assessment, whose purpose is to 

generate information useful to career guidance and planning of job 
training and placements for GAIN, START or REP participants. 
Enrollment in an approved course of training or other activities should 
be a direct result of this activity. 
 

4.4.2 Recruit and maintain sufficient number of assessment service providers 
to meet the needs of GAIN, START, or REP participants and to ensure 
that there is no delay in services provided. 
 

4.4.3 Provide orientation to all new contract employees working directly with 
GAIN, START, or REP participants within 30 business days after they 
are employed by Contractor or assessment services provider and 
maintain up-to-date records of all employees who have received this 
orientation. 
 

4.4.4 Maintain/update CalSAWS’ or any replacement system’s, inventory of 
assessment providers within five business days after Contractor/County 
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determines an update is necessary. Contractor must provide report to 
County showing this has been completed within the acceptable 
timeframe. 

 
4.4.5 Ensure that assessment service providers meet qualifications and 

demonstrate a commitment to objectively advising participants of current 
job market trends and developing a mutually agreed upon employment 
plan that identifies the education, work experience, training, job search, 
and supportive services needed to achieve the employment goal. 
 

4.4.6 Ensure that bilingual services are available. Contractor will provide a 
monthly list of all assessments performed in any non-English or 
non-spanish language by the 10th of each following month. 
 

4.4.7 Resolve problems and complaints identified by County and/or 
assessment service providers or implement a plan to resolve identified 
problems and complaints within five business days. 
 

4.4.8 Provide a liaison to County to represent the Vocational Assessment 
program on behalf of the participant during County business hours. 
 

4.4.9 Contractor will ensure that vocational assessments are conducted by 
persons qualified by education and experience. Assessors will be 
qualified to provide services for the GAIN/START/REP contract by 
meeting any of the following criteria: 
 
4.4.9.1 Master’s Degree in a Counseling related field or an 

appropriate credential. The appropriate credentials will 
include: Certified Vocational Evaluator (CVE), Certified 
Rehabilitation Counselor (CRC), Career Counselor (NCCC or 
NBCC) and School Counselor (PPS), Professional Vocational 
Evaluator (PVE), and the International Psychometric 
Evaluation Credential (IPEC). 
 
For assessors not having the advanced degrees or 
certification, there are two additional means by which they 
may meet the minimum qualifications. They are: 

 
4.4.9.2 Graduation from an Accredited College with a bachelor’s 

degree in a Counseling Related Field - The assessor will have 
completed a minimum of 15 semester units in counseling 
preparation, nine of which will be in the following areas: 
guidance principles and techniques, personality development, 
and test and measurements. The remaining six units must be 
in the following areas: career counseling techniques, 
vocational assessment techniques, career and occupational 
information resources, and counseling techniques for a 
multi-cultural population. 



 
EXHIBIT A-2 

 
Job Readiness, Career Planning, and Vocational Assessment Services 212 
Contract #: JRCP-24-01                                        

 
4.4.9.3 Bachelor’s Degree and One Year of Counseling Experience - 

For the assessment staff not having the required educational 
background specified in Subparagraphs 4.4.9.1 and 4.4.9.2, 
the following requirements may also satisfy the minimum 
qualifications: Bachelor’s Degree in an unrelated field and one 
year or equivalent full-time experience in vocational 
counseling under the supervision of an appropriately certified 
counselor. 

 
4.4.10 Language Requirements for Assessments: 

 
GAIN/START and REP participants are not required to speak English in 
order to participate in the program. Thus, when required, Assessor will 
provide verbal and written instructions in languages other than English. 
Other languages include all threshold and non-threshold languages. The 
threshold languages are English, Spanish, Armenian, Vietnamese, 
Chinese, Cambodian, Russian, Tagalog, and Korean and including the 
four Be Vu Settlement languages for the CalFresh Program: Laotian, 
Hmong, Arabic, and Farsi. 

 
When a non-threshold language becomes a threshold one, County will 
notify Contractor immediately and Contractor will ensure that a translator 
for the new threshold language will be available within 30 business days 
from the day Contractor was notified of the language status change.G 

 
The language used with the participant while providing learning 
disability, vocational or career assessment services must be written on 
page 2 of the revised GN 6014 and GN 6014A, including information 
about the use of interpreter services. 

 
4.4.11 Contractor will ensure assessment services providers provide 

participants with an orientation to the assessment program including 
information on the: Purpose of the GAIN/START and REP Program, 
Philosophy of the GAIN/START and REP Program, Goals of the 
GAIN/START and REP Vocational Assessment Program, and Goals of 
the GAIN/START and REP Career Assessment Program. 
 

4.4.12 Assessment Activities: 
 

Contractor will include at the minimum, but not limited to, the following: 
 

a. Obtain the participant's work history, and evaluating his/her 
employment skills, knowledge and ability through appropriate 
vocational testing. 

 
b. Review the participant's educational history and evaluating present 

educational competency level. 
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c. Discuss the participant's need for supportive services. 
 

d. Identify the participant's employment goal and evaluating his/her 
chances to achieve the goal, given the participant's current and 
potential skills and the local labor market conditions. 

 
e. Identify if participant reviewed career exploration.org prior to the 

assessment appointment to have a clear understanding of the 
requirements needed for choosing a career and which occupations 
are in demand. 

 
f. Evaluate his/her ability to achieve the goal given the participant’s 

current achievement, aptitude, and cognitive levels, potential skills, 
and local labor market conditions. 

 
g. Develop a mutually agreed upon employment plan and identify the 

education, training, job search, work experience and supportive 
services needed to achieve the employment goal. 

 
h. Estimate the time that will take to achieve employment goal. 

 
i. Document the disclosure of the participant’s physical limitations, 

mental conditions, or any barriers, such as substance abuse or 
domestic violence, that limits the participant’s ability for employment 
or participation in Welfare- to-Work (WtW) activities. 

 
j. Identify the available resources to complete the Employment Plan.  

Contractor will ensure that the assessment provider utilize four major 
assessment methods approved by the County, during the information 
gathering and testing phase of the assessment. 

 
These methods include: 

 
1) Vocational interviews, for two basic purposes: 

 
a) Using a structural interview format, assessors will gather 

and define relevant vocational information about 
participants’ educational and work experience, vocational 
interest, employment goals, hobbies, and personal needs. 
During this process, participants are given the opportunity to 
discover and clarify important information pertaining to their 
employment potential. 

 
b) These interviews help participants make realistic choices 

about employment and whether vocational training may be 
recommended. Given their skill levels, needs, and 
preferences, participants learn about the options open to 
them within the limits of their skills, focusing on immediate 
full-time or part-time employment. 
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2) Vocational interest inventories: A list of questions about job 
titles, job-related objectives, or activities. Individual responses 
will indicate participant preference for the titles, objectives, or 
activities. These questionnaires use the “self-report” 
techniques, i.e., they require the individuals to describe their 
own characteristics, likes, and dislikes. Occupational interest 
inventories should be available for participants with various 
levels of reading skills. 

 
3) Educational competency tests: Educational competency 

evaluation procedures will be used to determine the 
participants’ work-related reading and math skills. 

 
4) Individual aptitude or multi-aptitude vocational tests:  

Multi-aptitude tests measure functional levels of basic work 
aptitudes, including cognitive, academic, perceptual, and fine 
motor skills. 

 
Additional tests, include the following if needed: Work-related 
temperament 

 
• Work values 
• Personality Work maturity Personal/social skills Work 

samples 
• Financial Literacy 

 
4.4.13 Contractor will ensure assessment instruments are unbiased regarding 

gender. Vocational assessors and career assessors for GAIN/START 
and REP are to utilize additional behavioral tests and observational tools 
approved by the County to screen GAIN/START and REP participants 
for the needs of Mental Health, Substance Use Disorder and Domestic 
Violence services which would otherwise impair their abilities to find a 
job or a better job. 

 
4.4.14 For START participants, vocational assessors and career assessors are 

to utilize behavioral tests and observational tools approved by the 
County to screen START participants for the needs of Mental Health and 
Domestic Violence services which would otherwise impair their abilities 
to find a job or a better job. 

 
4.4.15 Specific test instruments utilized by the assessment service providers 

will be approved by the Contractor. 
 

4.4.16 Contractor will ensure that the full assessment process provided by the 
assessment service provider will not be less than six hours and will not 
exceed 12 hours. The partial-assessment process provided by the 
assessment provider or Third-Party assessment will not exceed six 
hours. 
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4.4.17 Contractor will ensure that the assessment service provider provides a 
liaison to County who will allow the Case Manager to confirm vacancies 
and appointment dates by telephone prior to participant referral. The 
assessment service provider/liaison will be knowledgeable about the 
GAIN/START and REP program, have authority to confirm 
appointments, and be available, at the assessment service provider’s 
locations, between 8:00 a.m. and 5:00 p.m., during the regular County 
business days of Monday through Friday. 

 
4.4.18 Contractor will ensure that within one business day of receipt of the 

telephone referral from the Case Manager, the assessment service 
provider will schedule the assessment appointment. The appointment 
date will be within five business days of the date the assessment 
provider received the assessment referral. 

 
4.4.19 The need for a Vocational Assessment occurs during the Focus 360 / 

Orientation component for those participants who remain unemployed 
at the beginning of the fourth week or as a stand-alone activity when 
appropriate. 

 
For START participants, the Vocational Assessment is recommended 
by the START worker   or Job Developer at any time during START 
participation; however, participation in a Vocational Assessment is 
voluntary for START participants. 

 
4.4.20 GAIN and REP Participant: 

 
Contractor will ensure that upon completion of the assessment service, 
the assessment service provider completes the assessment results on 
the GN 6014 for vocational assessments and the GN 6014A for career 
assessments and either email or hand-deliver these forms to the GAIN 
or REP Case Manager with a copy to the GAIN or REP Regional 
Assessment Liaison within five business days from the date of the initial 
assessment appointment. 

 
4.4.21 START  Participant: 

 
Contractor will require that the assessment service provider ensures that 
the employment plan developed for the START participant can be 
reasonably completed within the participant’s remaining time on aid. 

 
Contractor will ensure that the assessment service provider completes 
and inputs the results in CalSAWS within one business day from the 
date of the initial assessment appointment. If the assessment provider 
cannot access or edit CalSAWS, he/she must either email or telephone 
this information to the START worker within one business day. 

 
Contractor will ensure that the assessment service provider sends the 
completed, printed disposition form to START worker on a weekly basis. 
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4.4.22 Contractor will ensure that the assessment service provider obtains the 

assessment referral form from each GAIN/START and REP participant. 
 

4.4.22.1 Contractor will ensure that the assessment service provider 
completes the referral form confirming participant’s 
attendance to assessment interview. 

 
4.4.22.2 Contractor will ensure that within five business days of receipt 

of the referral form, the assessment service provider returns 
a copy of the completed referral form to the GAIN/START and 
REP Case Manager. 

 
4.4.22.3 Contractor will ensure that the assessment service provider 

retains the original completed referral form on file. 
 

4.4.23 Upon confirmation of the GAIN/START/REP participant's assessment 
appointment, Contractor will ensure that the assessment service 
provider creates an assessment file folder for each participant. This file 
folder will include all critical documents related to the assessment 
process, including the GAIN/START or REP participant's employment 
plan. A copy of the employment plan will follow the GAIN/START/REP 
participant through any subsequent reassessment, reevaluation, and/or 
Third- Party Assessment. 

 
4.4.24 GAIN and REP Participant: 

 
Contractor will ensure that the assessment service provider notifies the 
GAIN or REP Case Manager in writing, on a form approved by the 
County, within three business days, if the GAIN or REP participant fails 
to show up for the initial assessment appointment or is asked to leave 
for reasons acceptable to the Contractor and the County. 

 
4.4.25 START Participant: 

 
Contractor will ensure that the assessment provider updates the 
CalSAWS within one business day with a “no show” status if the START 
participant fails to show for the initial assessment appointment or fails to 
cooperate with the assessor. If the assessment provider cannot access 
or edit CalSAWS, he/she must either email or telephone this information 
to the START worker within one business day. 
 

4.4.26 Contractor will ensure that the assessment service provider provides 
GAIN/START or REP participants with an overview of the assessment 
process which must include the purpose of assessment and related 
activities. 

 
4.4.27 Contractor will ensure that the assessment service provider interviews 

each GAIN/START or REP participant to determine which assessment 
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instruments are most appropriate for each individual participant. The 
types of vocational assessment instruments utilized by the assessment 
service provider will be subject to approval by the Contractor. 

 
4.4.28 Contractor will ensure that the assessment service provider makes a 

referral to the GAIN, START, or REP Case Manager, recommending a 
referral for supportive services/clinical assessment if the threshold is 
reached during the barriers screening process or if the participant 
self-discloses a barrier to employment. 

 
4.4.29 Contractor will ensure that the assessment service provider analyzes 

the results of the completed assessment instruments and discuss the 
results with the GAIN, START or REP participant. 

 
4.4.30 Contractor will ensure that the assessment service provider and the 

GAIN, START or REP participant jointly develops the employment goals 
for the GAIN, START or REP participant’s Employment Plan. The plans 
should reflect the employment goals that the participant wants to pursue 
based on the assessment results (achievement, aptitude, and cognitive 
levels), labor market, and comprehensive discussions about what the 
job entails, the level of training/education needed, licensing and/or legal 
requirements, if applicable (such as passing a background check). 
Should the participant disagree with the assessment results because the 
Assessor’s evaluation of the participant’s achievement, aptitude, and 
cognitive levels do not align with the desired employment goal; the 
participant can request a third-party assessment and ultimately a State 
Hearing (if they disagree with the results of the third-party assessment). 

 
Contractor will ensure that the Assessor provides objective guidance to 
the participant at all times, respecting the integrity of the process and 
protecting the welfare of the participant. 

 
Contractor will ensure that the assessment service provider: 

 
4.4.30.1 Reviews any prior assessments and related 

documents/information such as employment and/or criminal 
record history to assist in the development of current 
employment plan. 
 

4.4.30.2 Reviews the Labor Market Information (LMI) to: 
 

4.4.30.2.1 Ensure that the selected job is a growth or stable 
occupation; and 

 
4.4.30.2.2 Review the Specific Vocational Preparation 

(SVP) levels to determine the appropriate 
duration of the education and training 
requirements for the selected goals. 
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4.4.30.2.3 Employment plans should be developed based 
on the WtW activities needed for the participant 
to achieve their employment goal. Plans may 
extend beyond 60-Month CalWORKs Time 
Limit. The participant must be provided with an 
estimated duration of when the employment 
goal(s) will likely be attained. Furthermore, 
assessors will consider recommending activities 
that will address the participant’s employment 
barriers during the participant’s 60-Month 
CalWORKs Time Limit.  These WtW activities 
could include remedial education, adult basic 
education, English as a Second Language 
programs, and specialized supportive services 
programs. When a participant chooses an 
employment goal which requires an 
employment plan that extends beyond the 
CalWORKs  60-month time limit, it is important 
for the Vocational Assessment Service Provider 
to have a comprehensive conversation with the 
participant regarding the goal; discuss the pros 
and cons of choosing a long-term goal, the 
commitment needed to achieve the long- term 
goal, the skills/education needed to attain the 
goal, and the possibility of supportive services 
from the County not being available to assist 
them beyond their CalWORKs  60-month time 
limit. 

 
4.4.30.2.4 If the participant wants to pursue the long-term 

goal, the Vocational Assessment Service 
Provider needs to: 

 
a) Read and explain the Acknowledgement of 

Timelines and Limitations of Receiving 
Supportive Services for the participant and 
request the participant to initial and sign the 
form. 

 
b) Develop an alternate goal consistent with the 

assessment results (reading/math tests, 
vocational skills inventory, interview, 
participants choice, etc.) that the participant 
would want to pursue should the participant 
reconsider the long-term goal during the 
meeting with the GAIN Case Manager. 

 
4.4.30.3 Career plans for career goals should be developed in terms 

of the participant’s potential for maintaining employment, 
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motivation to promote, adequacy of life skills programs, and 
labor market information. 

 
Provide guidance that allows participants to pursue goals that 
might not otherwise be recommended based on the test 
scores. 

 
Present information to the participant that allows them to 
make informed decisions about their future without feeling 
pressure to choose goals that the assessor feels are more 
appropriate. 

 
Explain the probability of success and the obstacle to achieve 
the goals in a positive way. 
 
Provide the participant “safety Net” goals which should be 
similar to the stated goals of the employment plan regarding 
training and industry. 

 
Allow the participant to achieve the goals with a higher 
probability of success. 

 
4.4.30.4 When the assessment results indicate that the participant 

meets qualifications, experience, or aptitude requirements for 
a non-demand occupation, it can be considered as an 
employment option; however, to the extent possible, 
employment goal options should be selected from the LMI, 
Job Services list, growth, or stable occupations. A 
non-demand occupation can be selected as an employment 
goal under the following conditions: 

 
4.4.30.4.1 It is not a declining occupation; 

 
4.4.30.4.2 Resources are available under the 

GAIN/START/REP or in the community to 
reasonably expect the participant to achieve the 
employment goal; and 

 
4.4.30.4.3 Expected compensation is at a level which 

provides the participant with self- sufficiency. 
 

4.4.30.4.4 Discuss career ladder opportunities based on 
the participant's skills and motivation in 
conjunction with individual interest. 

 
4.4.30.5 Explore training in non-traditional jobs for women, if 

appropriate, during the development of the employment plan. 
 

4.4.30.6 Contractor will ensure that the assessment service provider 
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informs the GAIN, START, or REP participant, at a minimum, 
of the following factors when developing the employment 
goal: 

 
4.4.31 Normal entry-level and/or journey-level wage ranges for jobs in the 

occupational field; 
 
4.4.31.1 Normal working conditions for jobs in the occupational field; 

 
4.4.31.2 Normal physical/mental demands of jobs in the occupational 

field; 
 

4.4.31.3 Normal working hours for jobs in the occupational field; and 
 

4.4.31.4 Career ladders in the occupational field when available. 
 

4.4.32 Contractor will ensure that the assessment service provider makes the 
GAIN, START, or REP vocational participant aware that although 
entry-level wages in a chosen occupational field may be low, the GAIN, 
START or REP participant may want to consider the job because once 
employed, there are better opportunities for increased earnings. 

 
4.4.33 Contractor will ensure that the assessment service provider works 

toward developing a mutually agreed- upon employment plan for each 
GAIN, START, or REP participant. In developing the employment plan, 
all of the following factors will be considered: 

 
4.4.33.1 That there are benefits to be gained by starting a job now to 

learn skills necessary for success and long-term employment; 
 

4.4.33.2 The participant's work history, including employment skills, 
knowledge, and ability; 

 
4.4.33.3 The participant's educational history and present educational 

competency level; 
 

4.4.33.4 The participant’s barriers to employment in order to assign the 
appropriate activity to help in removing those barriers; 

 
4.4.33.5 The participant's prior training, if any. When possible, the 

discussion of prior training will include why prior training did 
not result in long term stable employment; 
 

4.4.33.6 The participant's need for supportive services in order to best 
benefit from employment and training services; 

 
4.4.33.7 The participant's employment goal and the likelihood of 

achieving the goal, given the participant's current and 
potential skills and the local labor market conditions; and 
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4.4.33.8 Identification of two employment goals and the estimated time 

it will take to achieve these goals. The assessment service 
provider may recommend available post-assessment services 
with a duration consistent with County policy. 

 
For career assessment, the assessment service provider 
must develop a recommended “career plan” instead of an 
employment plan. Participants must be assessed for 
occupations that are beyond entry level based on participant’s 
long-term employment goal. The career plan must include all 
steps necessary for the participant to reach the desired career 
goal. 

 
For career assessment, the assessment service provider will 
recommend available post-assessment services of the 
appropriate duration. 

 
For the START participants, the duration of recommended 
activities is not to exceed the General Relief participant’s 
remaining time on aid as displayed CalSAWS. 

 
4.4.33.9 Duration of Primary and Secondary Employment Goals for 

REP RCA participants: 
 

Contractor will ensure Vocational Training Programs are short 
term and intended to lead to employment within 12 months. 

 
Contractor will ensure Educational Programs are short term 
and intended to lead to employment within 12 months. 
 
English as a Second Language for REP RCA participants: 

 
Contractor will not recommend English as a Second 
Language in addition to Vocational English as a Second 
Language (VESL) or ESL if VESL is not available. 

 
Contractor will ensure that employment goals developed for 
individuals receiving Refugee Cash Assistance (RCA) in the 
REP Program will assist them in obtaining jobs within one year 
of becoming enrolled in services in order to achieve economic 
self-sufficiency as soon as possible. RCA participants are 
able to take part in English language instruction with an 
emphasis on English as it relates to obtaining and retaining a 
job. However, English language instruction must be provided 
in a concurrent, rather than sequential, time period with 
employment or other employment-related services. 
Therefore, the activities listed below would be appropriate for 
the Assessors to recommend in addition to ESL. 
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Employment-Related Short-Term Activities: 

 
• Work Experience 
• Job Services (including In-House Job Search) 
• Skills Recertification 
• Vocational Training 

 
4.4.33.10 Specific Objectives 

 
The assessment service provider will develop for each GAIN, 
START, or REP participant specific objectives for each 
employment goal that are agreed upon between the 
assessment service provider and the participant. The goals of 
the specific objectives must be achievable within the 
constraints of the program, whether these relate to time, 
resources, institutions, or any other factor likely to affect the 
final outcome. The assessment service provider will develop 
SMART specific objectives. SMART is an acronym for 
Specific, Measurable, Attainable, Realistic, and Time Bound. 

 
Specific: Great goals are well defined and specific. The idea 
should be concrete, detailed, and well defined. Use action 
words to start your goal, such as obtain, complete, pass, 
enroll, apply, etc. to introduce the idea. 

 
Measurable: Numbers are essential part of goal setting. Put 
concrete numbers in the goals, whenever possible. For 
example: Increase your reading to 12th grade level in six 
months. 

 
Attainable: The participant must be able to achieve the 
employment goals based on the participant’s cognitive levels, 
aptitude, supportive services available, and resources. 
Another “A” could be used for Agreed Upon, it is the most 
important aspect, the participant’s buy-in of the action steps, 
and he/she must believe that the goal is reachable. 

 
Realistic: The goals must be based on current conditions and 
realities of the business climate. Like attainable, it must be 
doable. 

 
Time-Bound: Goals are not achieved when there is no time 
frame identified; indicate a timeframe to achieve each small 
step. 

 
 

4.4.34 Contractor will ensure that the assessment service provider records the 
assessment results on forms provided by County. Copies of forms will 
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be file in the GAIN/START or REP participant's file and a copy will be 
emailed or hand-delivered to the appropriate GAIN/START or REP Case 
Manager with a copy to the Regional Assessment Liaison within five 
business days of the participant's initial assessment interview. 
Contractor will ensure that the assessment service provider maintains a 
physical and digital copy of the assessment file which will include all 
County forms, assessor notes, and test results summaries for a period 
of five years after termination of this contract, unless DPSS Director's 
written approval is given to dispose of such material prior to the end of 
such period. 

 
4.4.35 Contractor will ensure that the assessment service provider be available 

to discuss and provide assessment records to County, CDSS staff and 
Third-Party Assessors when requested by County. 

 
4.4.36 Contractor will ensure that, if the assessment service provider and 

GAIN/START or REP participant are unable to reach an agreement on 
the development of an employment goal and/or plan, the assessor 
informs County and Contractor using GN 6013 and GN 6014 for GAIN 
and REP and ABP 1609 for START within five business days. This 
notice will state the nature of the dispute and describe the issues 
involved. 

 
If the GAIN/START or REP Case Manager and the participant believe a 
component not listed in the employment plan is better suited for the 
participant, the GAIN/START or REP Case Manager may contact the 
assessor to discuss an amendment to the plan. Using professional 
judgment, the assessor may agree to the amendment if it is in line with 
the participant’s employment goal. 

 
4.4.37 Contractor will ensure that upon referral by County, the assessment 

service provider acting as the Third-Party Assessor reviews the 
employment plan and makes appropriate recommendations. The 
original assessor must be available upon request, to discuss and provide 
assessment records to the Third-Party assessor. 

 
Per State regulations, the results of the assessment conducted by the 
Third-Party Assessor will be binding upon the County and the participant 
and will be used to develop the appropriate employment plan for the 
participant unless the participant files a request for a State Hearing. 

 
4.4.38 Contractor will ensure that the assessment service provider participates 

in the State Hearing process within five business days of telephone or 
written notice from County. This will include attendance by necessary 
staff persons and the provision of necessary records and documents. 
The assessment service provider will also provide needed records, 
documents, and written statements for the conciliation and grievance 
processes when requested by the County. 
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4.4.39 Amendments to Employment Plan 
 

4.4.39.1 If the employment plan requires a minor change that seems 
to be in line with the scores/educational background of the 
participant and the participant agrees with the change, the 
GAIN, START, or REP Case Manager or assessment service 
provider can approve   to make the change in- house. 

 
4.4.39.2 If the change is complicated, such as when the participant has 

enrolled in an education program that does not fit with their 
scores/educational background, or if the GAIN, START, or 
REP Case Manager and the participant believe a component 
not listed in the employment plan is better suited for the 
participant, the Case Manager will contact the assessment 
service provider to discuss an amendment to the plan. Using 
professional judgment, the assessor may agree to the 
amendment if it is in line with participant’s employment goal. 

 
4.4.39.3 If the assessment service provider does not agree with the 

amendment, the amendment request will be sent to the 
Contractor to be forwarded to County for review. County and 
Case Management Staff will resolve the issue within their 
organization. 

 
4.4.39.4 Although most of the employment plans may be amended 

within the first 30 business days, based on extenuating 
circumstances, amendments to the plan can be made any 
time during the 12 month period after the plan is signed. 

 
4.4.40 Reassessments 

 
Contractor will ensure that the assessment service provider conducts 
GAIN, START, or REP vocational reassessments whenever a 
participant is referred for such services by the GAIN, START, or REP 
Case Manager during the 12-month period after the initial assessment. 
GAIN, START, or REP participants may be referred for reassessment 
under the following circumstances: 

 
4.4.40.1 A participant will be referred for reassessment whenever 

he/she fails to obtain employment after completion of all 
activities included in the participant's employment plan. 

 
4.4.40.2 Referrals for reassessment will also be made when it is 

deemed necessary by the GAIN, START, or REP Case 
Manager. Such additional reasons for reassessment may 
include but are not limited to the following: 

 
 

4.4.40.2.1 When GAIN, START, or REP participants 
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experience difficulty completing the 
employment plan recommendations. 

 
4.4.40.2.2 Special circumstances that were not identified 

during the original assessment process that 
would preclude the participant from completing 
the employment plan activities (e.g., participant 
allergic to materials in the training environment). 

 
4.4.40.2.3 Unavailability of the training facilities required 

for completing the employment plan and no 
other vocational training Contractor is available 
within reasonable proximity to provide the 
required training. 

 
4.4.40.2.4 When the assessment provider has insufficient 

information to approve an amendment or 
additional testing is needed. 
 

4.4.40.2.5 The reasons provided for reassessment will 
serve as guidelines for determining what actions 
will be taken during the reassessment. After a 
review of the participant's employment plan and 
any progress in achieving the employment goal, 
the plan will be revised as required. 

 
4.4.40.2.6 All timeliness and processing requirements 

applicable to processing initial assessments are 
also applicable to processing reassessments. 

 
4.4.40.2.7 The estimated time to complete the 

reassessment and the amount billed will be as 
follows: 

 
a) It is estimated that the reassessment 

process will take up to six hours for the 
assessor to complete. 

 
b) After the completion of the reassessment, 

the assessor will bill for this service at the 
rate of one half the cost of a full assessment. 

 
4.4.41 Contractor will ensure that the assessment service provider protects the 

confidentiality of all assessment results. 
 

4.4.42 Contractor will ensure that the assessment service provider provides 
verbal and written instructions/material in other languages when 
available and as requested by the County and its GAIN Contractors. 

 



 
EXHIBIT A-2 

 
Job Readiness, Career Planning, and Vocational Assessment Services 226 
Contract #: JRCP-24-01                                        

4.4.43 Contractor will ensure that the assessment service provider posts Equal 
Employment Opportunity and Nondiscrimination in Services notices in 
all provider facilities, where they are easily accessible to contract 
employees and GAIN/START or REP participants. Assessment service 
providers will ensure compliance with the Contract Standard Terms and 
Conditions, Section 8.0, Subsection 8.28. 

 
4.4.44 Most GAIN or REP participants are caretakers of minor children, and the 

majority of them will have school-age children. In order to facilitate the 
participant's cooperation with program requirements and to minimize the 
cost of GAIN childcare, it is desirable that the GAIN or REP assessments 
be conducted during the time the children are in school. Contractor will 
ensure that assessors are available to conduct business during 
business hours (i.e. 8:00 a.m. to 5:00 p.m.). 

 
4.4.45 Contractor will ensure that the assessment service provider establishes 

and maintains a quality control system acceptable to the County in order 
to ensure compliance with the requirements in this Subsection 4.3. 
Problems found will be resolved or a plan will be implemented to resolve 
problems within five business days of detection. Contractor will ensure 
that a file of quality control findings be maintained by the assessment 
service provider for five years. 

 
4.4.46 Contractor will ensure that the assessment service provider ensures that 

a Confidentiality Agreement, as illustrated in Exhibit F1, is signed and a 
copy is on file for each contract employee prior to beginning work on 
services provided under this Agreement. 

 
4.4.47 Contractor will ensure that the assessment service provider reports all 

suspected or actual fraud discovered if reporting such fraud does not 
violate provisions of client confidentiality established by the code of 
ethics of the assessment provider's professional association, certifying 
agency, or licensing agency. Reports of fraud will be made in writing to 
County, within three business days of discovery. 

 
4.5 Learning Disabilities Evaluation Services Requirements 

 
The following requirements will be met by the Contractor and the assessment 
services providers conducting Learning Disabilities Evaluation Services for GAIN 
or CalWORKs REP participants. These services will be structured in a two-tiered 
system which will include: 
 
Tier I: Learning Disabilities Evaluations (With or Without Accommodations); and 
Tier II: Learning Disabilities Diagnosis. 

 
Contractor will assure that all staff providing Learning Disabilities Evaluations meet 
the following qualifications: 

 
1) A Master’s degree or Doctorate’s degree in a counseling- related field with 
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graduate-level coursework in testing and measurement and specific graduate-
level coursework relating to the identification and evaluation of learning 
disabilities, and; 

 
2) Qualification to administer and interpret the specific tests required to evaluate 

learning disabilities in each of the testing domains as described in paragraph 
4.5.1, which includes approval by the Learning Disabilities test publisher to use 
the required Learning Disabilities instruments. 

 
Contractor will ensure that the assessment services provider takes into 
consideration the participant’s short/long-term educational needs in making 
recommendations for the participant’s activities/goals. 

 
4.5.1 Contractor will ensure that the assessment services provider 

conducts/completes a comprehensive Learning Disabilities Evaluation 
for each referred participant. At a minimum, the following domains 
regarding the participant will be addressed: 

 
4.5.1.1 A diagnostic interview and history taking; 

 
4.5.1.2 Aptitude/information processing; 

 
4.5.1.3 Academic achievement; and 

 
4.5.1.4 Vocational interview, inventories, and tests 

 
4.5.2 Instruments/tests listed below are not intended to be exhaustive. The 

type of tests administered by the assessment services provider are at 
the discretion of the Learning Disabilities Evaluators’ professional 
judgment and must match, to the extent possible, the participant’s 
vocational interests. To perform the Learning Disabilities Evaluation, 
instruments/tests may include, are not limited to the following: 

 
4.5.2.1 Aptitudes/information processing; The Woodcock-Johnson 

and Woodcock-Munoz for Spanish, are required instruments. 
The Wechsler Adult Intelligence Scale (WAIS); BETA III; Test 
of Non-verbal Intelligence (TONI 3); and Raven Standard 
Progressive Matrices may be used as needed and 

 
4.5.2.2 Achievement; e.g., Wide Range Achievement Test (WRAT 3), 

Test of Adult Basic Education (TABE), or Nelson-Denny 
(reading); and 

 
4.5.2.3 Vocational Interests, as needed, to assist in the development 

of the WTW plan. 
 

At this time, the State has not approved testing instruments in languages 
other than English and Spanish. Once the State approves testing 
instruments in all threshold and non-threshold languages, Contractor will 
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ensure that the assessment service provider administers these tests to 
all non-English and non- Spanish participants. 

 
4.5.3 Contractor will ensure that the assessment service provider 

assesses/evaluates all existing assessment information to ensure that 
evaluation services are not duplicated, unless deemed necessary by the 
evaluator. 

 
4.5.4 Contractor will ensure that the assessment services provider 

recommends a diagnosis when the participant presents significant or 
multiple impairments. 

 
4.5.5 Contractor will ensure that the assessment services provider considers 

the linguistic background of the participant in selecting the Learning 
Disabilities evaluation tests. 

 
4.5.6 Contractor will ensure that upon completion of the Learning Disabilities 

Evaluation, the assessment services provider discusses with the 
participant the benefits of participating in activities that will help them 
reach their employment goals which can include Focus 360 as a first 
WtW activity. 

 
4.5.7 Contractor will ensure that the assessment services provider integrates 

all information gathered during the Learning Disabilities Evaluation into 
a summary report. The assessment services provider will use direct 
language in completing the report. The report will include, at least the 
following information regarding the participant: 

 
4.5.7.1 Relevant vocational/educational background and history; 

 
4.5.7.2 Documentation and discussion of participant’s short/long-term 

employment goals and generic/specific vocational 
plans/goals; 

 
4.5.7.3 General aptitude; 

 
4.5.7.4 Academic achievement; 

 
4.5.7.5 Cognitive level; 

 
4.5.7.6 Other issues; e.g., physical/mental problems; 

 
4.5.7.7 Areas of strength; 

 
4.5.7.8 Areas of deficit; 

 
4.5.7.9 Learning disabilities and description of each; 

 
4.5.7.10 Related and co-existing disorders and description of each; 
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4.5.7.11 Appropriateness of current or proposed Welfare-to-Work 

activity; 
 

4.5.7.12 Recommended accommodations/assistive technology for 
participant’s current or proposed Welfare-to-Work plan and 
other purposes (e.g., driver’s license exam, GED exam); 

 
4.5.7.13 Identification of local resources to assist the participant; 

 
4.5.7.14 Evaluation Summary (including areas of potential impact; 

rationale for Learning Disability determination). 
 

4.5.8 Contractor will complete Subparagraph 4.5.8.1 through Subparagraph 
4.5.8.4 as indicated below: 
 
4.5.8.1 Contractor will ensure that the assessment services provider 

gives priority in scheduling participants who are identified by 
the GAIN/REP Case Manager (on the Learning Disabilities 
referral form) as being in the compliance/sanction process or 
approaching their time limit on aid. 

 
4.5.8.2 For participants not identified (on the Learning Disabilities 

referral form) as being in the compliance/sanction process or 
approaching their time limit on aid, Contractor will ensure that 
the assessment services provider provides a Learning 
Disabilities Evaluation appointment date to the County or 
GAIN/REP contracted regions/offices when requested via 
telephone so that the County or GAIN/REP contracted 
regions/offices can provide this information to the participant 
immediately after the Learning Disabilities screening is 
completed. The evaluation appointment will be no more than 
five business days from the date of the telephone appointment 
request. 

 
4.5.8.3 Contractor will ensure that the assessment services provider 

provides a liaison to County who will have authority to 
make/change Learning Disabilities Evaluation appointments. 

 
4.5.8.4 Contractor will ensure that the assessment services provider 

notifies the GAIN/REP Case Manager within three business 
days in writing if the participant does not show for the first or 
second scheduled appointment. 

 
4.5.9 Contractor will ensure that the assessment services provider completes 

and emails or hand-delivers a copy of the evaluation report to the 
GAIN/REP Case Manager with a copy to the appropriate Regional 
Assessment Liaison within five business days from the date that the 
evaluation begins. The Learning Disabilities Evaluator will retain the 
original completed report on file. 
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4.5.10 When it is technologically possible and upon the request and approval 

of the County GAIN Program Liaison, Vocational Assessment Service 
Providers may be requested to update the results of the Learning 
Disability evaluation directly into CalSAWS upon completion of the 
evaluation and email/provide a hard copy of the employment plan to the 
case- carrying GAIN Services Worker, Contracted Case Manager, or 
REP Case Manager with a cc to the Regional Learning Disability Liaison. 
The Learning Disability Evaluator may be requested to update the 
CalSAWS with the following information: 

 
• Appointment availability;  
• Appointment results; 
• Learning Disabilities tests completed;  
• Learning Disabilities evaluation results and accommodations; 
• Recommendations for employment and vocational goals; and 
• Communication with the Participant. 

 
4.5.11 Contractor will make sure that the assessment services provider 

ensures that the evaluator is available to discuss the evaluation report 
by telephone with DPSS or GAIN/REP contracted staff and the 
participant, as necessary. 

 
4.5.12 Contractor will ensure that the assessment services staff provides the 

participant with written documentation which may be provided to 
employer(s), schools, etc., as verification of his/her learning disabilities 
and the recommended reasonable accommodations. 

 
4.5.13 Contractor will ensure that the assessment services provider 

recommends a Learning Disabilities Diagnosis when the participant 
presents significant or multiple impairments. 

 
4.5.14 Contractor will ensure that the assessment services provider 

recommends a Learning Disabilities Diagnosis if the evaluator and 
participant are unable to reach an agreement regarding the 
determination of learning disabilities or accommodations. 

 
4.5.15 Contractor will ensure that a Learning Disabilities Diagnosis be 

recommended to resolve disputes with GAIN training and/or educational 
service providers that present contrary findings based on their own 
testing for learning disabilities. 

 
4.5.16 Contractor will ensure that the assessment services provider 

recommends a Third-Party Assessment if the evaluator and participant 
are unable to reach an agreement on the participant’s employment plan 
portion of the evaluation. The Third-Party Assessment must be by an 
approved Learning Disability (LD) evaluator. This Third-Party 
Assessment will be compensated at the partial payment for Learning 
Disabilities Evaluation rate. 
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4.5.17 Contractor will recruit and maintain sufficient staff for ongoing services. 

 
4.5.18 Contractor will ensure that hired staff meets all California Department of 

Social Services (CDSS) requirements to perform LD evaluations. 
 

4.5.19 Contractor will provide a liaison to County to represent the LD program 
on behalf of the participant during County business hours. 

 
4.5.20 Contractor will ensure when it is technologically possible and upon the 

request and approval of the County GAIN Program Liaison that the 
assessment services provider update the CalSAWS computer system 
with pertinent information. 

 
4.5.21 Contractor will maintain all records as required. 

 
4.5.22 Contractor will ensure that all participants who are referred for Learning 

Disability Evaluation will be given an appointment for evaluation that is 
no more than five business days from the date of the referral provided 
that the participant keep the appointment scheduled for them (Refer to 
subparagraph 4.5.8.2 of the Statement of Work). 

 
4.5.23 Contractor will ensure that the Learning Disability Evaluation report will 

be completed and emailed or hand-delivered to the GAIN/REP Case 
Manager within five business days from the date the evaluation begins 
for evaluations completed in one session (Refer to paragraph 4.5.9 of 
the Statement of Work). For evaluations requiring more than one  
session, the Learning Disability Evaluation report will be completed and 
emailed or hand-delivered within five business days following the last 
session. 

 
4.5.24 Contractor will ensure that upon determining the need for a diagnosis, 

the complete Learning Disability Evaluation report including all relevant 
participant records will be emailed or hand- delivered to the GAIN/REP 
Case Manager and to the Diagnostician within three business days of 
completion of the evaluation (Refer to Paragraph 4.5.2 of the Statement 
of Work). 

 
4.6 Learning Disabilities Diagnosis Services Requirements 

 
4.6.1 After the evaluator conducts the Learning Disabilities Evaluation, and 

the participant meets the established criteria for further Learning 
Disabilities Testing and Diagnosis, Contractor will ensure that the 
evaluator refers the participant to the GAIN/REP Case Manager for a 
Learning Disabilities Diagnosis. 

 
4.6.2 Contractor will ensure that upon determining the need for a diagnosis, 

the evaluator sends a copy of their evaluation report to the GAIN/REP 
Case Manager and to the Diagnostician or his/her designee within three 
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business days of completing the evaluation. Upon receipt of the 
evaluation report, the Diagnostician, with the evaluator’s input and 
feedback as needed, will determine if a diagnosis can be made based 
on this information. 

 
4.6.3 Contractor will ensure that if a diagnosis can be made without an 

interview of the participant, a diagnosis report, including any necessary 
and appropriate recommendations for accommodations, will be created 
and sent to the GAIN/REP Case Manager within three business days of 
the completion of the diagnosis. 

 
4.6.4 Contractor will ensure that if an interview of the participant is necessary 

to complete the diagnosis, the Diagnostician contacts the GAIN/REP 
Case Manager to arrange for the appointment. The appointment will 
include an interview of the participant and any additional testing that may 
be necessary to complete the diagnosis. Upon completion of the 
diagnosis, the Diagnostician will send his/her Diagnosis report, by 
certified mail, to the GAIN/REP Case Manager and the initial evaluator 
within three business days. 

 
4.6.5 Upon receipt of the Learning Disability Evaluation report, should relevant 

documents requiring participant authorization for release be identified in 
the report, the GAIN/REP Case Manager will be responsible to request 
within three business days and forward the documents to the 
Diagnostician within three business days following receipt. 

 
4.6.6 Contractor will ensure that all participants who are referred for Learning 

Disability Diagnosis will be seen by the Diagnostician within three 
business days (provided that the participants keep the appointment 
scheduled for them) following receipt by the Diagnostician of the 
complete Learning Disability Evaluation Report including all identified 
relevant documents as necessary. 

 
4.6.7 All participants who are diagnosed as having a Learning Disability, 

accommodation plans will be emailed or hand- delivered to the 
GAIN/REP Case Manager within three business days following the 
completion of The Diagnosis. 

 
4.6.8 Contractor will recruit and maintain sufficient staff for ongoing services. 

 
4.6.9 Contractor will ensure that hired staff meets all CDSS requirements to 

perform Learning Disability diagnoses. 
 

4.6.10 Contractor will provide a liaison to the County to represent the Learning 
Disability program on behalf of the participant during County business 
hours. 

 
4.6.11 Contractor will maintain all records as required. 
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4.6.12 Contractor will ensure that a Learning Disability Diagnosis is performed 
when formal documentation of an accommodation is needed, or the 
participant presents significant or multiple impairments. 
 

4.7 Special Instructions for Processing Participants with Criminal Records 
 
When a participant declares that he/she has a criminal record the Contractor will 
ensure assessor does the following: 

 
4.7.1 Determine if the participant has applied for an expungement of his/her 

criminal record. If the participant has applied for an expungement with 
the judicial court, request the participant to present a processed copy of 
either the Order for Dismissal form CR-181 or the Petition for Dismissal 
form CR-180. 

 
4.7.1.1 If the participant presents either of the requested documents, 

develop an employment plan which allows the participant to 
pursue their chosen employment goal. However, if the 
participant’s criminal record cannot be expunged (for 
example, participant served prison time), refer to 4.7.3 and/or 
4.7.4 below. 

 
4.7.1.2 If the required document is not provided at Assessment, the 

Vocational Assessment Service Provider (VASP) will develop 
an employment goal that will not be affected by the 
participant’s criminal record, but is in a closely related field to 
the desired goal and allow for Amendments to the 
Employment Plan when the documentation that the 
participant has requested an expungement is received by the 
VASP. 

 
4.7.2 If the participant has not filed for expungement of his/her criminal record, 

encourage him/her to take advantage of DPSS’ Expungement Services. 
 

4.7.2.1 Engage each participant in a meaningful discussion and 
explain the advantages of having criminal records expunged. 

 
4.7.2.2 Recommend that the participant contact the certifying and 

licensing boards to get more information if a criminal record 
will preclude him//her from pursuing a specific 
license/certificate. 
 

4.7.2.3 Notify the GSW or CCM of the participant’s need for 
Expungement Services via the assessor’s comments on page 
three of the GN 6014 – Vocational Assessment Summary and 
Employment Plan. 
 

4.7.3 Assist participants with criminal records by advising them of the criminal 
offenses that may affect their ability to achieve their employment goal in 
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certain fields/occupations so that participants may make an informed 
choice. 

 
4.7.3.1 Show the participant government regulations for individuals 

with criminal records in pursuing certain fields, such as: jobs 
related to security, firearms, bonding, fiduciary 
responsibilities, and exposure to medicines, and working with 
children/elderly, etc. If in doubt, research the employment 
goal and necessary legal mandates. 

 
4.7.3.2 Explain to the participant that some governing boards will 

allow them to finish their program and determine eligibility for 
licensing examinations on a case-by- case basis. Explain that 
this process may result in the participant being disqualified 
from taking the licensure examination; delay their ability to 
receive a license or not receiving a license at all. 

 
4.7.3.3 Recommend the participant contact the certifying and 

licensing boards if it appears the participant’s criminal record 
may preclude him/her from pursuing a specific 
field/occupation to get information on the appeal process. 

 
4.7.3.4 Recommend an alternative employment goal close to the 

participant’s field of interest that may not be affected by the 
participant’s criminal record. 

 
4.7.4 Develop employment goals that will not be affected by the participant’s 

criminal record, if the criminal records cannot be expunged. 
 
4.7.4.1 Engage the participant in a meaningful discussion and explain 

the reasons for developing the employment goals. 
 

4.7.4.2 Advise participant to seek legal assistance in applying for a 
Certificate of Rehabilitation if a conviction resulted in prison 
time. 

 
4.7.4.3 Recommend employment goals closely related to the 

participant’s field of interest that may not be affected by the 
participant’s criminal record. 

 
4.7.5 Complete the Confidentiality Section of the Employment Plan. 

 
4.7.5.1 Indicate if the participant has a criminal record 

(misdemeanor/felony conviction). 
 

4.7.5.2 Advise the GSW/CCM of the participant’s need for 
Expungement services if the participant has not applied for a 
Petition for Dismissal. 
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5 PERFORMANCE MEASURES 
 

Contractor will perform in accordance with the following Performance Measures for the 
Vocational Assessment, Learning Disabilities Evaluation and Learning Disabilities 
Diagnosis components of the Contract: 

 
5.1 100 percent of participants will have a complete employment plan within two 

business days following the completion of the assessment appointments. 
 

5.2 100 percent of completed vocational assessment employment plans are delivered 
to the GAIN/REP/START workers within five business days via email or 
hand-delivery. 

 
5.3 A quarterly review of 95 percent customer satisfaction surveys completed indicate 

that the Participant is satisfied with the level of service provided by the contracted 
vocational assessment provider. 

 
5.4 Contractor will ensure that assessment providers conform to the 7:1 Ratio of 

Participants to Assessors. 
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PERFORMANCE REQUIREMENT SUMMARY FOR VOCATIONAL ASSESSMENT 

REQUIRED SERVICES STANDARD AQL METHOD OF 
MONITORING 

LIQUIDATED 
DAMAGES 

1.   Recruit and maintain sufficient service providers for 
Vocational Assessment and Learning Disability 
Valuation/Diagnosis services. 

(Exhibit A-2 SOW Paragraph 4.4.2) 

Maintain sufficient assessor 
coverage in all contracted sites 
so that there is no backlog in 
the delivery of services. 

Appointment 
Date will be 
within five 
business days of 
request date. 

Verified User complaints. 
Review of MMR. 
GSW complaints.  
Site Monitoring. 

$500.00 per appointment 
not scheduled due to 

unavailable staff. 

2. Sufficient assessors will be available at Focus 360 
Assessment dates. 

(Exhibit A-2 SOW Paragraph 4.4.2) 

7:1 Ratio of participants to 
assessors based on 
reservation list provided to 
assessor 48 hours before 
session. 

Two additional  
walk-in participants 

Verified User complaints. 
Review of MMR. 
GSW complaints.  
Site Monitoring. 

$500.00 per 
non-compliance with the 

Ratio. 

3. Ensure that service providers meet all CDSS 
requirements and qualifications to perform 
Assessments and LD Evaluations/ Diagnoses. 

(Exhibit A-2 SOW Paragraph 4.6.9) 

100% of staff employed to 
conduct Assessments and LD 
Evaluation/Diagnosis meet the 
minimum requirements and 
qualifications. 

100% 
Review of employee records. 
Review of MMR.  
Review of Evaluation reports. 

$500.00 per incidence of 
non-compliance. 

4. Provide Orientation to all new contract employees 
working directly with GAIN/START and REP 
participants. 

(Exhibit A-2 SOW Paragraphs 4.2.2 and 4.4.3) 

100% of public contact staff 
trained within 30 business 
days after they are employed 
by Contractor or 
Assessment/LD Evaluation 
services providers. 

15 days 
User complaints. Review of 
Monthly Management 
Reports. 

$100.00 per occurrence. 

5. LACOE staff and Assessors receive training on 
Barriers Screening, Civil Rights and Cultural 
Awareness.  

(Exhibit A-2 SOW Paragraph 2.3.2) 

100% of staff attends training 
during the term of this contract. 100% Review of MMR. $500.00 per incidence of 

non-compliance. 
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REQUIRED SERVICES STANDARD AQL METHOD OF 
MONITORING 

LIQUIDATED  
DAMAGES 

 
6. LACOE staff and Assessors receive training on 

Child/Elder Abuse Awareness. 
(Exhibit A-2 SOW Paragraph 2.3.2) 

100% of staff attends training 
during the term of this contract. 100% Review of MMR. $500.00 per incidence of 

non- compliance. 

 
7. LACOE staff and subcontractors receive CalSAWS 

replacing systems training. 
(Exhibit A-2 SOW Paragraph 2.3.2) 

Appropriate staff to attend 
training prior to providing 
services. 

100% Review of MMR. $500.00 per incidence of 
non- compliance. 

 
8. Equal Employment Opportunity and Nondiscrimination in 

Services notices are posted in all Contractor and 
subcontractor facilities, where they are easily accessible 
to contract employees and GAIN/REP participants. 

(Exhibit A-2 SOW Paragraph 4.2.11) 

100% of Contractor and 
assessment service providers’ 
sites will have subject notices 
publicly posted. 

100% 
On-site observation. 
Subcontractors Monitoring 
Reports. 

$100.00 per incidence of 
non- compliance. 

 
9. Forward Civil Rights complaints from GAIN/REP 

participants against service providers to County. 
(Exhibit A-2 SOW Paragraph 4.2.12) 

100% of Civil Right complaints 
forwarded to CCA within one 
business day. 

One additional 
business day. 

Participant complaints. 
Review MMR. 
Review of Civil Rights 
complaints. 

$100.00 per incidence of 
non- compliance. 

 
10. Resolve problems and complaints identified by County 

and/or service providers. 
(Exhibit A-2 SOW Paragraph 4.2.9) 

100% of problems and 
complaints are resolved or a 
Corrective Action Plan to 
resolve is implemented within 
five business days of 
acceptance of CAP by County. 

98% of complaints. User complaints. $2,000.00 per incidence of 
non-compliance. 

 
11. Provide a Liaison to County and service providers 

(Exhibit A-2 SOW Paragraphs 4.2.7 and 4.2.8) 

Contractor’s Liaison available 
to County and service 
providers during County 
business hours. 

100% Participant complaints. 
On-site observation. 

$500.00 per incidence of 
non- compliance. 

 
12. Confidentiality Agreement is signed and a copy is on file 

for each employee prior to that employee starting work. 
(Contract Subsection 7.5) 

100% of employees have 
signed the Confidentiality 
Agreement form prior to 
beginning work on this 
Contract. 

100% Review of Personnel 
records. 

$300.00 per incidence of 
non- compliance. 
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REQUIRED SERVICES STANDARD AQL METHOD OF 
MONITORING 

LIQUIDATED 
DAMAGES 

13. Invoices, Management and Monitoring Reports are 
submitted to County as required. 
(Contract Subsection 5.5 and Exhibit A-2 SOW 
Paragraph 4.2.14) 

County receives Invoices by the 
15th day of the following month 
and Management and Monitoring 
Reports by the 25th day of the 
following month. 

Two business 
days Review of Reports/Invoices $100.00 per day late. 

14. Maintain and comply with Quality Control Plan:  
(SOW Subsection 1.4) 

 
      Monitor assessment service provider for contract 

compliance and quality of services. 
(Exhibit A-2 SOW Subsection 1.3) 

New service providers will be 
monitored each of the first six 
months. If performing at 
acceptable attribute points agreed 
to by County and Contractor, 
monitoring may then be quarterly. 

100% 

Review of QC Plan Review of 
subcontractors’ Monitoring 
Reports. 
 
On-Site Observation. 

$900.00 per occurrence. 

15. Provide Insurance Verification to CCA. 
(Contract Subsection 8.24) 

Evidence of Coverage provided 
prior to expiration date of previous 
certificate. 

Expiration Date Review of Insurance 
Verification. 

2% of Contractor’s 
Monthly Flat Fee per 

occurrence. 

16. Maintain/update CalSAWS inventory of assessment 
providers.  
(Exhibit A-2 SOW Paragraphs 4.2.3 and 4.4.4) 

Update CalSAWS within five 
business days after  
Contractor/County determines an 
update is necessary. 

100% User complaints. CalSAWS 
review. $500.00 per occurrence. 

17. Maintain participant records as required.  
(Exhibit A-2 SOW Paragraph 4.6.11) 

Maintain participant folder with 
test results and completed reports 
such as Employment Plan, LD 
Evaluation report. 

100% Review of participant 
records. 

$300.00 per incidence of 
non-compliance for each 
of the sections identified. 



 
EXHIBIT A-2 

ATTACHMENT 15 

 
Job Readiness, Career Planning, and Vocational Assessment Services                 239 
Contract #: JRCP-24-01                                                 

 

REQUIRED SERVICES STANDARD AQL METHOD OF 
MONITORING 

LIQUIDATED 
DAMAGES 

 
18. Ensure bilingual services are available. 

(Exhibit A-2 SOW Paragraph 4.4.6) 
 

Non-English speaking participants 
are assessed in their native 
language, unless written valid 
justification is provided. 

99% of speaking 
participants 

referred. 

User complaints. 
Review of Monthly 
Management Reports.  
GSW complaints. 

$500.00 per 
occurrence. 

 
19. Participants referred for Vocational Assessment will be 

given an appointment that is no more than five business 
days from the date of the referral. 
(Exhibit A-2 SOW Paragraphs 4.4.16 and 4.3.8) 
 

100% of participants who are 
referred for Vocational 
Assessment will be given an 
appointment that is no more than 
five business days from the date of 
the referral. 

100% 

 
Review of records. 
Participant complaints. 
Review of Monthly 
Management Report, GSW 
complaints. 

$100.00 per incidence 
of non-compliance. 

 
20. Completed Employment Plan contains SMART 

specific objectives and the recommended objectives 
were discussed with the participant on the day of 
Assessment. 
(Exhibit A-2 SOW Subparagraph 4.4.31.10) 
 

100% of participants who are 
assessed must be provided with 
SMART specific. Objectives to 
achieve their employment career 
goals on the day of Assessment 

One business day 

Reviewof records. 
Participant complaints. 
Review of MMR.  
GSW complaints. 

$100.00 per day late. 

21. Completed Employment Plan is provided to GSW or 
CCM within five business days following the completion 
of the Assessment appointment. 
(Exhibit A-2 SOW Paragraph 4.4.18) 

100% of completed Employment 
Plans are provided to GSW or CCM 
within five business days following 
the completion of the Assessment 
appointment. 

One business day 

Review of records. 
Participant complaints. 
Review of MMR. 
GSW complaints. 

$100.00 per day late. 
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REQUIRED SERVICES STANDARD AQL METHOD OF 
MONITORING 

LIQUIDATED 
DAMAGES 

22. Availability of LD Evaluation administration between: 
8:00 a.m. – 5:00 p.m. Monday through Friday and on 
Saturdays from 8:00 a.m. – 5:00 p.m. by appointment 
only, except on County scheduled holidays.  
(Exhibit A-2 SOW Subsection 1.8 and SOW 
Subparagraph 4.2.1.2) 

Staff available to service 
participants scheduled for 
Evaluation. 

100% Participant complaints. 
Review MMR. 

$300.00 per incidence of 
non-compliance. 

23. Participants referred for LD Evaluation will be given an 
appointment for Evaluation that is no more than five 
business days from the date of the referral. 
(Exhibit A-2 SOW Subparagraph 4.5.8.2) 

100% of participants who are 
referred for LD Evaluation will be 
given an appointment for 
Evaluation that is no more than 
five business days from the date 
of the referral. 

99% of participants 
referred. 

Review of records. 
Participant complaints. 
Review of MMR. 
GSW complaints. 

$250.00 per incidence of 
non-compliance. 

24. Upon confirmation of the GAIN/REP participant’s 
Vocational Assessment and/or LD Evaluation 
appointment, Evaluator will create a file folder for each 
participant. 
(Exhibit A-2 SOW Paragraph 4.4.21) 

Folder is created to hold 
documents as stated in SOW 
section. 

100% Review of participant case 
folders. 

$300.00 per incidence of 
non-compliance. 

25. Evaluator is available to discuss the LD report with 
DPSS staff and the participant, as necessary. 
(SOW Paragraph 4.5.11) 

Be available to discuss 
progress report, via telephone 
appointment within three 
business days. 

100% 
Participant complaints. 
GSW Complaints. 
Review of MMR. 

$300.00 per incidence of 
non-compliance for each 
of the sections identified. 
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26. An LD Evaluation will include a Diagnostic Interview 
and History Taking. 
(Exhibit A-2 SOW Paragraph 4.5.1) 

Participant record documents that 
Diagnostic Interview and History 
Taking was completed. 

100% 

Review of LD Evaluation 
reports. 
Participant complaints. 
Review of MMR. 

$300.00 per 
incidence of  

non-compliance. 

27. An LD Evaluation will include Vocational Interview, 
Inventories and Tests. 
(Exhibit A-2 SOW Subparagraph 4.5.1.4) 

Participant record documents 
that Vocational Interview, 
Inventories and Tests were 
completed. 

100% 

Review of LD Evaluation 
reports. 
Review of participant case 
folders. 
Review of MMR. 

$300.00 per 
incidence of  

non-compliance. 

28. Validated instruments, approved by the State, are used 
in the LD Evaluation and Diagnosis process.  
(Exhibit A-2 SOW Subparagraph 4.5.2.3) 

Validated instruments are used. 

None. 
 
Does not apply to 
cases where 
approved 
instruments are not 
available. 

Review of MMR. 
Review of tools. 
Review of LD Evaluation 
reports. 
Review of participant case 
folders. 

$300.00 per 
incidence of 

non-compliance. 

29. For an LD Evaluation, use basic tools approved by the 
State to measure  aptitudes/information processing, 
e.g., Wechsler  Adult  Intelligence Scale (WAIS), 
Woodcock-Johnson, Woodcock Munoz for Spanish, 
BETA III, Test for Non-verbal intelligence (TONI3), and 
Raven Standard Progressive Matrices.  
(Exhibit A-2 SOW Subparagraph 4.5.2.1) 

 

Subject tools are used. 

None. 
 
Does not apply to 
cases where 
approved 
instruments are not 
available. 

Review of tools. 
Review of LD Evaluation 
reports. 
Review of participant case 
folders. 

$300.00 per 
incidence of  

non-compliance. 

30. For an LD Evaluation, use basic tools approved by the 
State to measure achievement, e.g., Wide Range 
Achievement Test (WRAT 3), Test of Adult Basic 
Education (TABE), and Nelson-Denny (reading). 
(Exhibit A-2 SOW Subparagraph 4.5.2.2) 

Subject tools are used. 

None. 
 
Does not apply to 
cases where 
approved 
instruments are not 
available. 

Review of tools. 
Review of LD Evaluation 
reports. 
Review of participant case 
folders. 

$300.00 per 
incidence of  

non-compliance. 
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31. For an LD Evaluation, use basic tools to measure  
Vocational  Interests. 
(Exhibit A-2 SOW Paragraph 4.5.2) 

Subject tools are used. 100% 

Review of tools. 
Review of LD Evaluation 
reports. 
Review of participant case 
folders. 

$300.00 per 
incidence of  

non-compliance. 

32. LD tests administered match, to the extent possible, 
the participant’s employment goal. 
(Exhibit A-2 SOW Paragraph 4.4.12) 

LD tests match participant’s employment 
goal. 100% 

Review of tools. 
Review of LD Evaluation 
reports. 
Review of participant case 
folders. 

$300.00 per 
incidence of  

non-compliance. 

33. Perform an LD Diagnosis rather than an LD  
Evaluation  when  formal documentation of an 
accommodation is needed or the participant presents 
significant or multiple impairments. 
(Exhibit A-2 SOW Paragraph 4.5.13) 

Conduct an LD Diagnosis as required. 100% 

GSW complaints. 
Review of participant case 
folders. 
Review of Diagnosis reports. 
Review of LD Evaluation 
reports. 

$300.00 per 
incidence of  

non-compliance. 

34. Notify the GSW/CC within one business day by 
telephone, if the participant does not show for the 
scheduled LD appointment. Evaluator will follow up in 
writing within three business days. 
(Exhibit A-2 SOW Paragraph 4.4.22 and SOW 
Subparagraph 4.5.8.4) 

Notify County as required. 100% 

GSW complaints. 
Review of MMR. 
Review of participant case 
folder. 

$300.00 per 
incidence of non-

compliance. 

35. The LD Evaluation report is to be completed and E-Mailed 
to the GSW or CCM. 
(Exhibit A-2 SOW Paragraph 4.5.23) 

The LD Evaluation report is to be 
completed and E-Mailed to the GSW or 
CCM within five business days from the 
date the Evaluation begins. 

100% 

Review of records. 
Participant complaints. 
Review of MMR. 
GSW complaints. 

$300.00 per 
incidence of  

non-compliance. 
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36. Upon determining the need for a Diagnosis, the LD 
Evaluation report is to be E-Mailed to the GSW or CCM 
and to the Diagnostician.  
(Exhibit A-2 SOW Paragraph 4.5.24) 

The LD Evaluation report is to be E-
Mailed to the GSW or CCM and to 
the Diagnostician within three 
business days of completion of the 
Evaluation. 

100% 

Review of records. 
Participant complaints. 
Review of MMR. 
GSW complaints. 

$300.00 per 
incidence of  

non-compliance. 

37. Participants who are referred for LD Diagnosis will   be 
seen by the Diagnostician within three business days 
(provided that the participant keeps the appointment 
scheduled for them).  
(Exhibit A-2 SOW Paragraph 4.6.6) 

100% of participants who are referred 
for LD Diagnosis will be seen by the 
Diagnostician within three business 
days (provided that the participant 
keeps the appointment scheduled for 
them). 

100% 

Review of records. 
Participant complaints. 
Review of MMR. 
GSW complaints. 

$500.00 per 
incidence of  

non-compliance. 

38. For participants who are diagnosed as having an LD, the 
Accommodation Plan will be E- Mailed to the GSW or 
CCM within three business days following the 
completion of  the  Diagnosis.  
(Exhibit A-2 SOW Paragraph 4.6.7) 

For 100% of participants who are 
diagnosed as having an LD, the 
Accommodation Plan will be E-Mailed 
to the GSW or CCM within three 
business days following the completion 
of the Diagnosis. 

100% 

Review of records. 
Participant complaints. 
Review of MMR. 
GSW complaints. 

$500.00 per 
incidence of  

non-compliance. 

39. Ensure service providers provide responsive, efficient and 
high-quality public services.  
(Exhibit A-2 SOW Paragraph 4.8.3) 

A quarterly review of 95% customer 
satisfaction surveys completed 
indicate that the participant is satisfied 
with the level of service provided 
by the contracted vocational 
assessment provider. 

100% 

Review of records. 
Participant complaints. 
Review of MMR. GSW 
complaints. 

$300.00 per 
incidence of  

non-compliance. 
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Type* 
 
Wt. 

 
Monitoring Attribute 

 
Evidence of Compliance 

 
Method of Monitoring 

 
1. 

 
FR 

 
5 

A file folder containing all relevant 
assessment materials is maintained for each 
participant for whom a referral is received. 

 
A file folder is available for review Review 

file 
of  participant 

 
2. 

 
FR 

 
3 

GN6007 (Notification of Change Form) is 
completed, signed and dated if participant 
failed to appear for initial appointment or 
failed to cooperate. 

 
GN6007 Form is completed, signed 
and dated and in the participant file. 

 
Review 
file 

 
of 

 
participant 

 
3. 

 
FR 

 
3 GN6013 (Disposition Form) is completed, 

signed, and dated by assessor. 
GN6013 Form is completed, 
signed and dated by assessor 
and is in the participant file. 

Review 
file 

of participant 

 
4. 

 
FR 

 
5 

Partial-Final Memo Form is completed if 
participant does not complete assessment 
after the Information Gathering and Testing 
phase. 

 
Partial-Final Memo Form 
completed and in participant file. 

 
is 

 
Review 
file 

 
of 

 
participant 

 

5. 

 

FR 

 

5 

Third-Party Assessment Memo Form is 
completed if assessor and participant are 
unable to reach an agreement in 
development of the Employment 
Plan/Career Plan. 

 
Third-Party Assessment Memo Form 
is completed and in participant file. 

 
Review 
file 

 
of 

 
participant 

 
6. 

 
FR 

 
5 

GN6014 (Employment Plan/Career Plan) is 
completed, signed and dated by assessor 
and participant. 

Employment Plan/Career Plan is 
signed and dated by assessor and 
participant. 

Review 
file 

of participant 

 
7. 

 
FR 

 
5 LD Evaluation is completed, signed and dated 

by assessor and participant. 
LD Evaluation is completed, signed 
and dated by assessor and 
participant. 

Review 
file 

of participant 

 
8. 

 
FR 

 
5 

A referral for a diagnosis is made if the 
participant crosses the testing threshold or a 
dispute with the participant arises over the 
test results. 

Documentation of the referral is 
included in the case notes in 
the participant folder. 

 
Review 
file 

 
of 

 
participant 

 
9. 

 
FR 

 
5 

After a diagnosis referral is made and the 
results are obtained, the diagnosis 
results are integrated into the LD 
Evaluation. 

LD Evaluation includes 
recommendations from the 
diagnosis and the diagnosis is in the 
participant file. 

 
Review 
file 

 
of 

 
participant 

 
10. 

 
FR 

 
5 

 
Employment goals are created for each 
participant. 

GN6014 Form includes both primary 
and secondary employment goals. 
LD Evaluation contains 
three employment goals. 

 
Review 
file 

 
of 

 
participant 

 
11. 

 
FR 

 
3 

 
The OES codes for the primary and 
secondary goals are identified. 

The OES codes for all of the 
employment goals are indicated 
on the Employment Plan/Career 
Plan or LD Evaluation. 

 
Review 
file 

 
of 

 
participant 

 
12. 

 
FR 

 
3 

Review available labor market and 
occupational data to determine if desired 
employment goals are appropriate for the 
participant. 

GN6014 or LD Evaluation 
shows evidence that the labor 
market Information available to the 
assessor was consulted. 

 
Review 
file. 

 
of 

 
participant 

13. FR 5 Use appropriate assessment instruments 
according to LACOE guidelines. 

Test results are maintained in the 
participant file. 

Review 
file 

of participant 

*FR= File Review, C= Computer, ISV= Intensive Site Visit, DR= Desk Review 
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PERFORMANCE REQUIREMENT SUMMARY 
FOR 

VOCATIONAL ASSESSMENT AND LEARNING DISABILITIES 
EVALUATION SERVICE PROVIDERS 

 
  

Type* 
 

Wt. 
 

Monitoring Attribute 
 

Evidence of Compliance 
 

Method of Monitoring 

 
14. 

 
FR 

 
1 

If participant refuses to comply with any of the 
barriers screenings, the GN6136 (Refusal 
Form) is completed and signed appropriately. 

 
Documentation is in participant file. Review of participant file 

15. FR 5 Barriers Screening instruments are located in 
the participant file. 

Instruments are located in 
participant file. 

Review of participant  
file 

16. FR 5 Domestic Violence instrument is administered 
by assessor and signed by participant 

Domestic Violence instrument is 
completed and in participant folder. 

Review of participant file 

 
17. 

 
FR 

 
5 

If the participant discloses domestic abuse a 
request for a referral for domestic violence 
services is faxed to the appropriate party 
on the same day when the abuse is 
reported. 

 
Documentation that call was made 
and fax was sent in participant 
file. 

 
Review of participant file 

18. FR 5 Substance Abuse instrument is administered 
to the participant Documentation in folder. Review of participant file 

19. FR 5 Mental Health instrument is administered 
to participant. Documentation in folder. Review of participant file 

 
20. 

 
FR 

 
3 

If threshold is reached in substance abuse or 
mental health, participant is referred back to 
GSW for a clinical assessment within one 
workday. 

 
Documentation is in participant file. 

 
Review of participant file 

21. FR 3 Interview form completed to the 
extent possible. 

Interview form completed and in 
participant file. 

Review of participant file 

 
22. 

 
FR 

 
5 Contractor will report all suspected or actual 

fraud in writing to DPSS within three 
workdays. 

Written evidence is available and 
timelines are documented in the 
participant file. 

Review of participant file 

23. FR 1 GN6006 (Referral Form) is signed and dated 
by the assessor. 

Form is signed and dated and in the 
participant file. 

Review of participant file 

 
24. 

 
C 

 
1 Assessment appointment scheduled within 

five business days of telephone referral. 
Time between appointment date 
and referral date is less than or 
equal to five business days. 

Computer analysis of data. 

 
25. 

 
C 

 
1 

GN6007 is returned within three business 
days if participant failed to appear for 
initial appointment or failed to cooperate. 

Time between appointment date 
and return date is less than or 
equal to three business days. 

Computer analysis of data. 

 
26. 

 
C 

 
1 

GN6006is returned to GSW/CCM within 
5businessdaysof first appointment 
attended date. 

Time between appointment date 
and return date is less than or 
equal to three  business days. 

Computer analysis of data. 

 
27. 

 
C 

 
5 

Employment Plan completed within two 
business days following the completion of the 
assessment appointments. 

Time between appointment date 
and completion of Employment 
Plan is less than or equal to two 
business days. 

 
Computer analysis of data. 

 
28. 

 
C 

 
3 

GN6013(Disposition Form)returned to GSW 
/CCM within five business days of initial 
appointment date. 

Time between appointment date 
and return date is less than or 
equal to five  business days. 

Computer analysis of data. 

 
29. 

 
C 

 
5 

GN6014 (Employment Plan/Career Plan) 
returned to GSW/CCM within five 
business days of initial appointment date. 

Time between appointment date 
and return date is less than or 
equal to five business days. 

Computer analysis of data. 

 
30. 

 
C 

 
5 LD Evaluation returned to GSW within  five 

business days of initial appointment. 
Time between appointment date 
and return date is less than or 
equal to five business days. 

Computer analysis of data. 

*FR= File Review, C= Computer, ISV= Intensive Site Visit, DR= Desk Review 
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Type* Wt. Monitoring Attribute Evidence of Compliance Method of Monitoring 

 
31. 

 
C 

 
5 Partial Final Memo Form returned 

within five business days of initial 
appointment date. 

Time between appointment date 
and return date is less than or 
equal to five business days. 

Computer analysis of data. 

 
 
32. 

 
 
C 

 
 

5 

Third-Party Referral Form returned 
within five business days if assessor and 
participant are unable to reach  an  
agreement  in development of the 
Employment Plan/Career Plan. 

Time between disagreement date 
and Third-Party Referral Form sent 
date is less than or equal to five 
business days. 

 
Computer analysis of data. 

 
33. 

 
ISV 

 
1 

Liaison is available between the hours of 8:00 
a.m. and  5:00 p.m. Someone is available to take 

referrals during the program hours. 

 
Spot check calls. 

 
 
 
 
34. 

 
 
 
 
ISV 

 
 
 
 

3 

Participants receive an orientation to the 
assessment program that includes, at 
aa minimum, an explanation of the 
following: 
1) Purpose of the GAIN/START program, 
2) GAIN philosophy, 
3) The goals of the GAIN assessment 
program, 
1) Third-Party Option, and. 
2) Brief explanation of the WtW changes 

as 

 
 
 

Evidence is demonstrated during 
the Orientation phase of the 
assessment. 

 
 
 
 

Direct observation. 

 
35. 

 
ISV 

 
3 

During the Information Gathering and Test 
phase of the assessment, an appropriate 
Testing environment  is maintained(i.e., proper 
lighting, test instructions, timing of tests). 

Evidence is demonstrated during 
the Information Gathering and 
Testing phase of the assessment. 

 
Direct observation. 

36. ISV 5 Test results were scored, analyzed, and 
discussed with participant. 

Evidence is demonstrated at the 
Vocational Guidance Interview. Direct observation. 

 
37. 

 
ISV 

 
5 

Employment Plan/Career Plan is developed; 
SMART specific objectives recommend and 
reviewed with participant. 

Evidence is demonstrated at the 
Vocational Guidance Interview. 

 
Direct observation. 

 
38. 

 
ISV 

 
5 

The assessor has reviewed with the 
participant the Informed Choice Verification 
Section of the Employment Plan/Career 
Plan. 

Evidence is demonstrated at the 
Vocational Guidance Interview. 

 
Direct observation. 

39. ISV 1 “Nondiscrimination in Services” poster is 
displayed in aa prominent place. 

Poster is displayed where 
participants can see it. Review of site. 

 
40. 

 
ISV 

 
1 

 
5 year file retention plan being followed. 

 
Agency has a retention plan. 

Review of retention plan. 
Inspection of 
Retention plan (optional). 

 
41. 

 
ISV 

 
3 Participant assessment files are maintained in 

a confidential and secure manner. 
Participant files are stored in a 
Locked file cabinet and are not left 
unattended in public areas. 

Review of participant files 
storage. 

42. DR NA Staff Background Form completed by each 
assessor who meets contract 
requirements. 

Documentation is on file with 
LACOE. 

Review of 
documentation file. 

 
43. 

 
DR 

 
NA 

 
Confidentiality procedures are being 
followed. 

All staff working under the contract 
have completed and submitted a 
confidentiality agreement to 
LACOE. 

Review of confidentiality file 
and agency staffing. 

 
44. 

 
DR 

 
NA 

Computer data will be received by 
LACOE within five business days of 
the first day of the month. 

Data is received by LACOE   by the 
5th workday of the month. 

Data is transferred to 
LACOE computer 
system. 

*FR= File Review, C= Computer, ISV= Intensive Site Visit, DR= Desk Review 
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 Wt. Monitoring Attributes CO* TP* PF* NS* CA* 

 
FI

LE
 E

VI
EW

 

1. 5 A file folder is maintained for each participant. 
 

 
 

 
 

 
 

 
 

 

2. 3 GN6007 is completed.     
  

3. 3 GN6013 is completed. 
 

 
 

 
 

   

4. 5 Partial Final Memo Form is completed.    
   

5. 5 Third-Party Assessment Memo Form is completed.   
    

6. 5 GN6014 is completed.      

7. 5 Primary and secondary employment goals determined. 
 

 
 

    

8. 3 The OES codes for each goal are identified. 
 

 
 

    

9. 3 Labor market reviewed. 
 

 
 

    

10. 5 Assessment instruments. 
 

 
 

    

11. 1 GN6136 (Refusal Form) for barriers screenings. 
 

 
 

    

12. 5 Mental Health instrument is administered. 
 

 
 

    

13. 5 Substance Abuse instrument is administered. 
 

 
 

    

14. 5 Domestic Violence instrument is administered. 
 

 
 

    

15. 5 Domestic Violence referral is faxed. 
 

 
 

    

16. 5 Mental Health referral is made as needed. 
 

 
 

    

17. 3 Substance Abuse referral is made as needed. 
 

 
 

    

18. 3 Interview thoroughly completed. 
 

 
 

 
 

   

19. 5 Report all suspected fraud. 
 

 
 

 
 

   

20. 1 GN6006 (referral Form) is in file. 
 

 
 

 
 

   

 
CO

M
PU

TE
 

1. 1 Appointment scheduled within five business days. 
 

 
 

 
 

 
 

 
 

 

2. 1 GN6007 returned within three business days.     
  

3. 1 GN6006 returned within five business days. 
 

 
 

 
 

   

4. 5 Employment Plan completed within two business days. 
 

     

5. 3 GN6013 returned within five business days. 
 

 
 

 
 

   

6. 5 GN6014 returned within five business days. 
 

 
 

    

7. 5 Partial Final Memo returned within five business days.    
   

8. 5 Third-Party Referral Form returned within five business 
days. 

  
    

Total Weighted Attribute Points: 
 

Total Attributes (Number): 

82 87 32 10 6 

22 23 10 4 2 
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ASSESSMENT SERVICE PROVDERS (CAREER ASSESSMENT) 

 
 Wt. Monitoring Attributes CO* TP* PF* NS*  CA* 

 
FI

LE
 E

VI
EW

 

1. 5 A file folder is maintained for each participant. 
 

 
 

 
 

 
 

 
  

 

2. 3 GN6007 is completed.     
   

3. 3 GN6013 is completed. 
 

 
 

 
 

    

4. 5 Partial Final Memo Form is completed.    
    

5. 5 Third-Party Assessment Memo Form is 
completed. 

  
     

6. 5 GN6014 is completed.       

7. 5 Primary and secondary employment goals 
determined. 

 
 

 
     

8. 3 The OES codes for each goal are identified. 
 

 
 

     

9. 3 Labor market reviewed. 
 

 
 

     

10. 5 Assessment instruments. 
 

 
 

     

11. 1 GN6136 (Refusal Form) for barriers screenings. 
 

 
 

     

12. 5 Mental Health instrument is administered. 
 

 
 

     

13. 5 Substance Abuse instrument is administered. 
 

 
 

     

14. 5 Domestic Violence instrument is administered. 
 

 
 

     

15. 5 Domestic Violence referral is faxed. 
 

 
 

     

16. 5 Mental Health referral is made as needed. 
 

 
 

     

17. 3 Substance Abuse referral is made as needed. 
 

 
 

     

18. 3 Interview thoroughly completed. 
 

 
 

 
 

    

19. 5 Report all suspected fraud. 
 

 
 

 
 

    

20. 1 GN6006 (referral Form) is in file. 
 

 
 

 
 

    

 
CO

M
PU

TE
 

1. 1 Appointment scheduled within five business days. 
 

 
 

 
 

 
 

 
  

 

2. 1 GN6007 returned within three business days.     
   

3. 1 GN6006 returned within five business days. 
 

 
 

 
 

    

4. 5 Employment Plan completed within two business 
days. 

 
      

5. 3 GN6013 returned within five business days. 
 

 
 

 
 

    

6. 5 GN6014 returned within five business days. 
 

 
 

     

7. 5 Partial Final Memo returned within five business 
days. 

   
    

8. 5 Third-Party Referral Form returned within five 
business days. 

  
     

Total Weighted Attribute Points: 
 

Total Attributes (Number): 

82 87 32 10  6 

22 23 10 4  2 
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*CO= Completion, LDD = Learning Disability Diagnosis Referral, PF= Partial Final, NS= No Show, CA= Cancelled 

 

PERFORMANCE REQUIREMENT SUMMARY FOR ASSESSMENT SERVICE 
PROVIDERS (LEARNING DISABILITIES EVALUATION) 

 

 Wt. Monitoring Attributes CO* LDD* PF* NS* CA* 

 
FI

LE
 E

VI
EW

 

1. 5 A file folder is maintained for each participant. 
 

 
 

 
 

 
 

 
 

 

2. 3 GN6007 is completed.     

  

3. 3 GN6013 is completed. 
 

 
 

 
 

   

4. 5 Partial Final Memo Form is completed.    

   

5. 5 LD Evaluation is completed. 
 

 
 

    

6. 5 Three employment goals determined.      

7. 3 The OES codes identified. 
 

 
 

    

8. 3 Labor market reviewed. 
 

 
 

    

9. 5 Assessment instruments. 
 

 
 

    

10. 1 GN6136 (Refusal Form) for barriers screenings. 
 

 
 

    

11. 5 Mental Health instrument is administered. 
 

 
 

    

12. 5 Substance Abuse instrument is administered. 
 

 
 

    

13. 5 Domestic Violence instrument is administered. 
 

 
 

    

14. 5 Domestic Violence referral is faxed. 
 

 
 

    

15. 3 Mental Health referral is made as needed. 
 

 
 

    

16. 3 Substance Abuse referral is made as needed. 
 

 
 

    

17. 3 Interview thoroughly completed. 
 

 
 

 
 

   

18. 5 Report all suspected fraud. 
 

 
 

 
 

   

19. 5 Referral made to Diagnosis to resolve, dispute, or if 
threshold is reached. 

 

 
 

    

20. 5 Diagnosis results are integrated into LD Evaluation.   

    

21. 1 GN6006 (referral Form) is in file. 
 

 
 

 
 

   

 
CO

M
PU

TE
 

1. 1 Appointment scheduled within five business days. 
 

 
 

 
 

 
 

 
 

 

2. 1 GN6007 returned within three business days.     

  

3. 1 GN6006 returned within five business days. 
 

 
 

 
 

   

4. 5 LD Evaluation Report completed within five business 
days. 

 

     

5. 3 GN6013 returned within five business days. 
 

 
 

 
 

   

6. 5 LD Evaluation returned within five business days. 
 

 
 

    

7. 5 Partial Final Memo returned within five business days.    

   

Total Weighted Attribute Points: 
 

Total Attributes (Number): 

80 85 32 10 6 

22 23 10 4 2 



 
EXHIBIT A-2 

ATTACHMENT 16 

 
Job Readiness, Career Planning, and Vocational Assessment Services         250 
Contract #: JRCP-24-01                                         

GAIN/START/REP CONTRACTOR 
CIVIL RIGHTS COMPLAINT ACTIVITY REPORT 

 

MONTH:   
 
 

I. IDENTIFYING INFORMATION 
 
 

 
 

Name of Contractor Contractor ID Number 
 
 
 
 

 
 

Address Contact Person 
 

Telephone Number 

II. SOURCE OF NEW COMPLAINTS 
 

DPSS  
 

 
 

GAIN/START/REP Participant     
Other: __________________________+ Total Received    

 

III. INVESTIGATION ACTIVITY      Number 
 

Carried over from prior month        
 

Received during the month        
 

Total on hand during month    
  
 

Finalized during the month 
(For Disposition, refer to Section IV)       

 
Total on hand at the end of month:   

 
Distribution: Original 3 copies to DPSS, fourth copy kept on file by Contractor for 4 years 
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IV. INVESTIGATION/COMPLAINT DISPOSITION 
 
 

 
 
 
 
 
 
 

Date 
Received Case Name Case Number Alleged Basis of 

Discrimination Subcontract or Name Disposition 

      



 
EXHIBIT A-2 

ATTACHMENT 17 
PAGE 1 OF 2 

 
Job Readiness, Career Planning, and Vocational Assessment Services         252 
Contract #: JRCP-24-01                                         

LOS ANGELES COUNTY OFFICE OF EDUCATION 
 

MONTHLY MANAGEMENT 
 

REPORT (MMR-I) 
 

CQNTRACT: GAIN/START/REP Vocational Assessment Services 
 
 

Report Month: ____________________   Year:  _________ 
 
 

TO:  Los Angeles County Department of Public Social Services 

FROM: LACOE - GAIN Division 
 

The following is a summary of LACOE Intermediary/Vocational Assessment activities: 

1.0 Assessment Service Provider Site Reviews:* 
 
 _____ Site reviews were conducted by the Vocational Assessment Intermediary staff. 
 

_____ Which of the 14 required service provider functions are found to be successfully 
implemented?   

 
_____ Which of the 14 required service provider functions are not successfully 

implemented? 
 
The required service provider functions that are not successfully implemented are listed 

below: 
 
 

Required Function 

# of sites where function 
found to be unsuccessfully 
implemented 

Reasons for service 
provider implementation 
problems 

   
   

 
Contractor will provide a Contract Compliance Monthly Monitoring Report (MMR-2) for 
each site monitored and include it as an attachment to this report. 

 
2.0 List of Occupations and Number Selected in this Monitoring Month: 
  

Occupation Title Number 
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3.0 New Vocational Assessment Service Provider Contracts: 
 
 3.1 Start Date: 
  

3.2 Service Provider Name (Agency or Company Title) 
 
3.3  Service Provider Address 
 
3.4 Name of Service Provider Contact and Liaison 
 
3.5 Telephone: 
   ___________________________________ 
   Area  Number  Extension 
 
3.6 Public Agency ________   Community Based Agency ________ 
 

4.0 Vocational Assessment Vacancies 
 

Number of openings for vocational assessment referrals for those service providers 
reviewed (Reported by GAIN Region): 
 
Region II: _____ Region III: _____ Region IV: _____ 
 
Region V: _____ Region VI: _____ 
 

5.0 GAIN Orientation In-Service Programs: 
  

_____ GAIN orientation in-service programs were conducted 
 
_____ Vocational assessment service providers attended the GIAN orientation in-    

service program 
 

6.0 Completed Assessments: 
  

_____ Completed Assessments 
 
_____ Partial Assessments 
 

7.0 Special Concerns: 
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   GAIN/START/REP Participant Questionnaire 

Date:   Assessment Agency/Site:  

Dear GAIN/START/REP Participant: 

Congratulations on completing the GAIN/START/REP Assessment Program. Please respond to the 
following questions in order to help us improve our services. 

Yes No  
1. Was assessment a positive experience for you?................................................. ⎕ ⎕ 
2. Did your assessor tell you that the purpose of the assessment…………………… ⎕ ⎕ 

was to develop a plan to help you move to full-time employment.  
and self-sufficiency? 
 

3. As a result of today’s activities, do you know more about yourself…………………. ⎕ ⎕ 
and your plans for the future? 
 

4. Were you treated with courtesy and respect?..................................................... ⎕ ⎕ 
5.         Did you review the Career Exploration web site prior to your 

vocational appointment?......................................................................................  ⎕ ⎕ 
 
Please write down any comments about today’s assessment experience 
__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

___________________________ 

Sincerely, 
 
 
 
Program Manager 
LACOE GAIN/START Vocational Assessment 
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EXHIBIT A-3, STATEMENT OF WORK 
 

START/CFET SHORT TERM TRAINING 
AND 

LAPTOP LOAN PROGRAM
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PREAMBLE 
 

The County of Los Angeles seeks to collaborate with its community partners to 
enhance the capacity of the health and human services system to improve the lives 
of children and families. These efforts require, as a fundamental expectation, that 
the County’s contracting partners share the County and community’s commitment 
to provide health and human services that support achievement of the County’s 
Strategic Plan Mission, Values, Goals and performance outcomes. 

 
The County’s vision is a value driven culture, characterized by extraordinary 
employee commitment to enrich lives through effective and caring service, and 
empower people through knowledge and information. This philosophy of service 
excellence is anchored in the County’s shared values of: 1) Integrity; 2) Inclusivity; 
3) Compassion, and 4) Customer Orientation. 

 
These shared values are encompassed in the County Strategic Plan’s three 
Goals: 1) Make Investments that Transform Lives, 2) Foster Vibrant and Resilient 
Communities, and 3) Realize Tomorrow’s Government Today. These require 
coordination, collaboration and integration of services across functional and 
jurisdictional boundaries, by and between County departments/agencies and 
community contracting partners. 
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STATEMENT OF WORK 
 
1 GENERAL 

 
1.1 Scope Of Work 

 
Contractor will provide all management and administrative services necessary for 
provision of Short-term Trainings and Laptop/Tablet Loan Program to Skills and 
Training to Achieve Readiness for Tomorrow (START), formerly the General Relief 
Opportunities for Work (GROW) with CalFresh Employment and Training (CFET) 
eligible participants, hereafter referred to as START/CFET Participants. These 
services must include, but are not limited to, administrative services, supervision, 
personnel, materials and other items or services necessary to provide services for 
START/CFET Participants, such as, but not limited to: the Career Opportunities, 
Resources & Employment (CORE), Security Officer Training (SOT), and other 
Specialized Short-term Training components, and other Specialized 
Education/Training components approved by the County.  The contractor will be 
responsible for: 

 
1.1.1 Development of program materials for CORE, and SOT. 
 
1.1.2 Other Specialized Short-term Training components and other 

Specialized Education/Training components, such as High School 
Equivalency Certificate (HSE) and General Education Diploma (GED). 

 
1.1.3 Ensure all verbal and written instructions, including Contractor 

developed materials, are available for use in English and the County’s 
nine threshold languages: Spanish, Armenian, Cambodian, Chinese, 
Farsi, Korean, Russian, Tagalog, and Vietnamese. 

 
1.1.4 Consultation with County staff on program development and 

enhancements including, any changes to activity processes that need to 
be made due to updates in CDSS policy that may impact START and/or 
CFET policies. 

 
1.1.5 Assist County staff with implementing any potential updates that need 

to be made to contracted activities to align with any changes to State 
CFET policies. 

 
1.1.6 Assist County staff with implementing any potential updates that need 

to be made to budgeting and invoices for contracted activities to align 
with any changes to State CFET policies. 

 
1.1.7 Direct training of START/CFET Participants in CORE, SOT, Specialized 

Short-Term Training components, and other Specialized 
Education/Training components. 

 
1.1.8 Notification of changes by data input on the CalSAWS computer system. 
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1.1.9 Complete specified forms and reports and perform other tasks as agreed 
upon by County and Contractor. 

 
1.1.10 Provide START/CFET Participants with laptop/tablet on a temporary 

basis. 
 
1.1.11 Direct the Outreach and training support activities for the Laptop/Tablet 

Loan Program. 
 

1.2 Hours Of Operation 
 

1.2.1 Contractor must provide services Monday through Friday between the 
hours of 8:00 a.m. and 5:00 p.m. Pacific Standard Time. 

 
1.2.2 Contractor, as agreed upon by County and Contractor, may provide 

direct participant services at hours different than the hours stated in 
Section 1.2, Hours of Operation, sub-paragraph 1.2.1 to meet the needs 
of the START/CFET Participants. 

 
1.2.3 Contractor is not required to provide services on County holidays. The 

County Contract Administrator (CCA) will provide a list of the County 
holidays to the Contractor within 30 calendar days of the Contract start 
date, and annually thereafter, at the beginning of each calendar year. 

 
1.3 Meetings 

 
Contractor will meet with County on a regular basis to discuss tasks identified in 
this Statement of Work and/or other concerns as needed. Either County or 
Contractor may request such a meeting with five workdays notice. Notice may be 
waived with agreement of both parties. 

 
1.4 Quality Control Plan 

 
Contractor will establish and utilize a comprehensive Quality Control Plan (Plan) 
to assure County a consistently high level of product quality and service throughout 
the term of this Contract. The Plan, which is subject to approval or rejection by 
County, will be submitted to the CCA on the Contract start date. Revisions to the 
Plan must be submitted as changes occur during the term of the Contract. The 
Plan must include, but not be limited to, the following: 

 
1.4.1 Method for ensuring that professional staff rendering services under this 

Contract has qualifying experience. 
 

1.4.2 Method of monitoring to ensure that Contract requirements are being 
met. 

 
1.4.3 Method for identifying, preventing, and correcting deficiencies in the 

quality of service before the level of performance becomes 
unacceptable. 
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1.4.4 A written report by the Contractor documenting the resolution of a 

problem must include, but is not limited to, the time a problem is first 
identified, a clear description of the problem, the length of time taken 
until the corrective action was taken, and the corrective action taken, will 
be provided to the County upon request. 

 
1.5 Quality Assurance Plan 

 
1.5.1 The County or its agent will evaluate the Contractor’s performance under 

this Contract using the quality assurance procedures as defined in the 
Contract, Section 8.0, Standard Terms and Conditions, Section 8.15, 
County Quality Assurance Plan. 

 
1.5.2 The County or its agent will evaluate the Contractor’s performance under 

this Contract on no less than an annual basis. Such evaluation will 
include assessing the Contractor’s compliance with all Contract terms 
and performance standards. Contractor’s deficiencies, which County 
determines are severe or continuing and may place performance of the 
Contract in jeopardy if not corrected, will be reported to the Board of 
Supervisors. 

 
1.5.3 The report will include improvement/corrective action measures taken 

by the County and the Contractor. If improvement does not occur 
consistent with the corrective action measures, the County may 
terminate this Contract or impose other penalties as specified in the 
Contract, Section 8.0, Standard Terms and Conditions, Section 8.15, 
County Quality Assurance Plan. 

 
 1.5.4 County will monitor the Contractor’s performance under this Contract 

using the quality assurance procedures specified in the Exhibit A-3, 
Statement of Work, subsection 4.3, Performance Requirement 
Summary, or any other such procedures as may be necessary to 
ascertain that the Contractor is in compliance with this Contract. 

 
1.6 Performance Evaluation Meetings 

 
1.6.1 County and the Contract Manager will jointly hold Performance 

Evaluation Meetings as often as deemed necessary. However, if a CDR 
is issued, and at the discretion of the CCA, a meeting will be held within 
five business days, as mutually agreed, to discuss the problem. 

 
1.6.2 The CCA will prepare the minutes of the Performance Evaluation 

Meeting that will include any action items from the meeting. The Contract 
Manager and CCA will sign this statement. Should the Contract Manager 
not concur with the action items, she/he must submit a written statement 
to the CCA within ten business days from the date of receipt of the 
signed action items. The Contract Manager’s written statement will be 
attached to the CCA’s minutes and be a part thereof. Failure to do so 
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will result in the acceptance of the action items as written. If any dispute 
is still unresolved, the decision of the Director or his designee will be 
final. 

 
1.6.3 Upon advance notice, either the County or Contractor may make an 

auditory recording of the meeting. 
 

1.7 Contract Discrepancy Reports (CDRs) 
 

1.7.1 Verbal notification of a contract discrepancy will be made to the Contract 
Manager or designee as soon as possible whenever a contract 
discrepancy is identified. The Contract Manager will resolve the problem 
within a reasonable time period mutually agreed upon by the County and 
the Contractor. 

 
1.7.2 The CCA will determine whether a formal CDR will be issued. Upon 

receipt of this document, Contractor is required to respond in writing to 
the CCA within five business days, acknowledging the reported 
discrepancies or presenting contrary evidence. A plan, including a 
timetable for correction of all deficiencies identified in the CDR, must be 
submitted to the CCA within ten business days. 

 
2 RESPONSIBILITIES 
 

2.1 County Furnished Items 
 
2.1.1 Materials 

 
2.1.1.1 County will provide Contractor with County START 

regulations and policies and any changes to those regulations 
and policies as they occur. 

 
2.1.1.2 County will provide Contractor with a supply of PA 607, Civil 

Rights complaint forms and GEN 1179, Complaint of 
Discrimination forms. 

 
2.1.1.3 County will provide Contractor with access and use of any 

State and County translated START Program forms. 
 

2.1.2 Services 
 

2.1.2.1 County will provide Contractor Training on Program and 
Policy requirements on the Security Guard Services for 
CORE, SOT, and other Specialized Short-term Training, and 
Specialized Education and Training classes. 

 
2.1.2.2 County will provide Contractor with classroom space to 

conduct CORE, at the County START sites referenced under 
Section 3.3.6. County will provide classroom space to conduct 
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Security Officer Training at Metro East and Metro Special. 
 

2.1.3 Training 
 

2.1.3.1 County will provide Contractor with Civil Rights training and 
ADA training pertaining to serving County’s START/CFET 
Participants (every two years). 

 
2.1.3.2 County may provide Contractor with other training as deemed 

necessary by County. 
 
 2.1.4 Transportation Allowance 
 

When a START/CFET Participant requires a transportation allowance, 
the Contractor will notify the START Worker through a secure and 
encrypted email within 24 hours after the START/CFET Participant 
attended a Contractor-related activity.  The secure and encrypted email 
must include the START/CFET Participant name, case number, and the 
assigned activity. 

 
2.2 Contractor Furnished Items to Contractor Staff 

 
Contractor will provide all personnel, space, services, equipment and materials not 
furnished by County under Section 2.1, County Furnished Items of this Contract. 

 
2.2.1 Facilities 

 
2.2.1.1 Upon County request and contingent on the availability of 

funding, Contractor will ensure that the leased facility is in 
close proximity to the START site and within a five-mile radius 
or 40-minute travel time using public transportation from the 
START office. 

 
2.2.1.2 Contractor will provide no cost parking for County designated 

staff and START/CFET Participants at the leased facility. 
 

2.2.2 Personnel 
 

2.2.2.1 Contractor will ensure there are sufficient professional, 
experienced, and bilingually competent staff to administer the 
START services to the County’s START/CFET Participants. 

 
2.2.2.2 Contractor will ensure training of new staff and provide 

ongoing staff training of START/CFET services. 
 

2.2.2.3 Contractor will ensure key management staff are available to 
contact, and when there is a vacancy, replacement will be 
made within 60 days.  If permanent replacement is not made 
within 60 days, the contractor must provide written 
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justification. 
 

2.2.2.4 Contractor will ensure all staff levels needed for the delivery 
of START services for CORE, Security Officer Training and 
other Specialized Short-term Training are present so there is 
no interruption of services, and that back-up staff are available 
within one hour, and when there is a vacancy, permanent 
replacements are made within 60 days.  If permanent 
replacement is not made within 60 days, the Contractor must 
provide written justification. 

 
2.2.2.5 Contractor will have a staffing plan to ensure uninterrupted 

delivery of START services during a staff reduction situation, 
illnesses and vacations. 

 
2.2.3 Equipment/Supplies/Materials 

 
2.2.3.1 Contractor must provide Internet access or Internet Service 

Provider (ISP) at each site designated by the Contractor and 
approved by the County. County will provide Internet access 
or ISP at County sites. 

 
2.2.3.2 Contractor must obtain all equipment and supplies not 

furnished by County necessary to perform all services 
required by this contract in accordance with the Contract 
Budget. 

 
2.2.3.3 Contractor must establish and maintain an inventory of all 

County-furnished office furniture, equipment and supplies as 
well as Contractor-purchased equipment. Upon termination of 
this Contract, all Contractor-furnished equipment purchased 
with County funds will become County property. 

 
2.2.3.4 Contractor must provide computers for START/CFET 

Participants when START Program activities are conducted 
in-person. 

 
2.2.4 Security of Equipment 

 
2.2.4.1 Contractor will ensure that County computers and equipment 

are secure, and participant’s confidentiality is maintained. 
 

2.2.4.2 Contractor staff will not share any DPSS accounts with any 
other persons. START/CFET Participants accessing the 
Internet for the START Program activities will be conducted 
over the Contractor’s computers and internet lines. 

 
2.2.4.3 Contractor must verify participant identity prior to distribution 

of approved technical equipment. 
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2.3 Contractor Furnished Items to START/CFET Participants 

 
2.3.1 Contractor will furnish all equipment and supplies necessary to perform 

all services required by this Contract that is not provided by the County. 
Furnished equipment includes laptop, as needed and approved by 
County, in accordance with Exhibit B-2, Contractor’s Budgets, 
hereunder. 

 
2.3.2 Contractor will develop an inventory of all equipment purchased by 

Contractor using County funds, to be provided to the County upon 
request. The inventory must include the following: 

 
2.3.2.1 Date of purchase and delivery. 

 
2.3.2.2 Cost of equipment, funding source(s), and amount of County 

funds used in the purchase, as appropriate. 
 

2.3.2.3 Brand, model number, and serial number of equipment. 
 

2.3.3 Contractor will develop an inventory of all laptop and any other 
equipment distributed to START/CFET Participants to fulfill their course 
objective during the term of this contract, to be provided to the County 
upon request. The inventory must include but not be limited to, the 
following: 

 
2.3.3.1 Type of equipment; 

 
2.3.3.2 Name, phone number, and address of participant laptop is 

assigned to; 
 

2.3.3.3 Date participant was assigned laptop; 
 

2.3.3.4 The activity the participant is placed in which requires the 
loaning of laptop; and 

 
2.3.3.5 Expected end date of the activity which required the loaning 

of laptop. 
 

2.3.4 Contractor will update the equipment inventory as necessary when 
START/CFET Participants enroll in courses, drop courses, or who are 
no shows for courses and complete courses. 

 
2.3.5 Unless applicable Federal or State law requires otherwise, the County 

will have no rights, title, and/or interest in any and all equipment 
purchased by the Contractor with County funds. 
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3 SPECIFIC TASKS 
 

3.1 Management Services 
 
Contractor must ensure that technical assistance is available Monday through 
Friday between the hours of 8:00 a.m. and 5:00 p.m. Pacific Standard Time to 
START/CFET Participants. Contractor will comply with all Los Angeles County 
security policies and updates, as approved by the State and Board of Supervisors. 

 
3.1.1 Contractor must incorporate safety measures to ensure compliance with 

“social distancing,” as needed. This includes staggered equipment 
pick-up times, virtual appointments and START/CFET Participants 
accessing the equipment from appropriately spaced safe distances, and 
any other safety measures required to maintain social distancing. 

 
3.1.2 Contractor must update and maintain County’s inventory of 

laptop/tablet, (Refer to sections 2.3.2 and 2.3.3). 
 
3.1.3 Contractor will resolve problems and complaints identified by County 

which may affect the provision of services to START/CFET Participants. 
Technical issues should be resolved within 24 hours to avoid delay in 
assigned training or activity. If immediate resolution is not possible, a 
plan to resolve problems or complaints will be implemented by the 
Contractor and County notified, within five business days from notice of 
problem. A copy of resolutions should be sent to the CCA. 

 
3.1.4 Contractor must ensure that Equal Employment Opportunity and 

Nondiscrimination in Services notices are posted in all Contractor and 
technical assistance service provider facilities, where they are easily 
accessible to contact employees and START/CFET Participants. 
Nondiscrimination in Services notices will be furnished by County. 

 
3.1.5 Contractor will create and implement alternative technical assistance 

as needed for special populations, including the homeless. 
 

3.2 Technical Assistance Services 
 

Contractor must provide the following services for START/CFET Participants: 
 

3.2.1 Contractor will ensure the most appropriate equipment is purchased for 
the START/CFET Participants based on the nature of their usage. 

 
3.2.2 Contractor will recruit and maintain sufficient number of staff to provide 

technical assistance to meet the needs of START/CFET Participants 
and to ensure that there is no delay in services provided. 

 
3.2.3 Contractor will ensure laptops/tablets are safe and sanitized per 

Federal, State and local health laws. 
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3.2.4 Contractor will provide laptop/tablet kits two days prior to start of 
assigned training or activity to pre-identified START/CFET Participants 
after verifying enrollment in an appropriate training or activity. 

 
3.2.5 Contractor will provide general instructions on how to use technical 

equipment, as well as confidentiality and security agreements two days 
prior to start of assigned training or activity. 

 
3.2.6 Contractor will provide usage guidelines to START/CFET Participants. 

This document includes technical assistance contact information as well 
as general instructions about the types of work activities that will be 
permitted. 

 
3.2.7 Contractor will implement a plan within five business days of the start of 

the contract to retrieve loaned equipment at the end of the assigned 
activity or training. 

 
3.2.8 Contractor will implement a plan within five business days of the start of 

the contract to recover loaned equipment when a participant drops or is 
a no-show to the activity. This may include activating security software 
which tracks, freezes, and wipes laptop/tablet clean. 

 
3.2.9 Contractor will ensure that all suspected or actual fraud discovered is 

reported in writing to the County, within 24 hours of discovery. Once 
fraud has been verified, activate security software Absolute which 
tracks, freezes, and wipes laptop/tablet clean. 

 
3.2.10 Contractor will perform in accordance with the following performance 

measures for the technical assistance components of the Contract: 
 

3.2.10.1 100% of participants will have a laptop/tablet and any other 
required equipment within two business days following the 
completion of the technical assistance appointments. 

 
3.2.10.2 A quarterly review of customer satisfaction surveys completed 

indicates that 95% of participants are satisfied with the level 
of service provided by the Contractor. 

 
3.3 Security Officer Training and Other Specialized 

Short-Term Training Classes 
 

3.3.1 Contractor will implement and provide Security Officer Training and 
other Specialized Short-term Training classes (up to 12 weeks) for the 
START/CFET Participants based on the demand occupations in the 
current labor market. The training programs must be approved by the 
County.  Other Specialized Short-Term Trainings may include, but are 
not limited to the following: 

 
• Academic Boot Camp 
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• Air Conditioning & Refrigeration  
• Arc and Gas Welding 
• Auto Technology  
• Certified Nurse Assistant  
• Certified Logistics Technician 
• Child Development Culinary Arts Academy  
• Customer Services Representative 
• Dietetics 
• Forklift Certificate 
• General Officer Clerk 
• Human Services Training  
• Introduction to Welding Machine  
• Tool Technician Machinist 
• Manufacturing 
• Office Occupations  
• Program  
• Office Assistant 
• Software Development  
• Supply Chain Logistic 
• Truck Driving Class A  
• Commercial Welding 

 
3.3.1.1 Contractor must ensure 60% of participants enrolled, 

complete the trainings referenced in 3.3.1. 
 

3.3.2 Contractor will prepare and assist START/CFET Participants in 
acquiring essential skills, such as computer, clerical, customer service, 
office procedures, etc., to obtain employment in entry-level jobs. 

 
3.3.3 Contractor will develop, revise and enhance the START Program 

materials and curricula for the Security Officer Training, and other 
Specialized Short-term Training classes. County will review new and 
revised materials and curricula prior to implementation of training. The 
County will have the flexibility to request changes to the training 
curriculum, including the type of training provided, as needed. 

 
3.3.4 When developing and implementing training programs, the Contractor 

must consider the following: 
 

• Participants’ training and employment needs. 
• Labor market conditions and employment trends/projections. 
• Demand occupations and staffing patterns as established by the 

California Department of Labor. 
• Impact of training on the individual’s marketable skills. 

 
3.3.5 The Contractor will provide the Specialized Short-term Training classes 

at designated County and Contractor-approved sites for 20 hours per 
week, Monday through Friday, 8:00 a.m. to 5:00 p.m., morning and 
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afternoon, for up to 12 weeks, at a schedule approved by the County.  
 

3.3.6 Upon County request and contingent on the availability of funding, the 
Contractor must refer participants to Office Occupations training classes 
at the following locations with hybrid model; remotely or 
in-person: 

 
1. San Gabriel 
2. Pomona 
3. Metro East* 
4. Metro Special* 
5. Lancaster* 
6. Southwest Special* 
7. South Central 
8. South Special* 
9. Wilshire Special 
10. Rancho Park 
11. Pasadena 
12. Civic Center 
13. Glendale 
14. San Fernando 

Contractor site 
Contractor site 
County site 
County site 
County site 
County site 
County site 
County site 
Contractor site 
Contractor site 
Contractor site 
Contractor site 
Contractor site 
County site 

 
*CORE is offered at these sites only. 

 
As agreed upon by Contractor and County, the County may request that 
Contractor offer these classes at additional training sites if funds are 
available in the Contract budget. If these training programs are not 
producing the expected outcomes, which includes the number enrolled 
and number completions, the County will have the option to move these 
trainings to other locations or discontinue the classes. 

 
3.3.7 Contractor will provide the Security Officer Training at designated 

County-approved sites for 20 hours per week, Monday through Friday, 
up to four weeks, at a schedule approved by the County.  The Security 
Officer Training must include classroom training, Guard Card 
preparation, testing, and job placement activities. 

 
3.3.8 Contractor will identify and recommend other training opportunities in 

demand occupations that can be completed within a short period or in 
less than 12 weeks, e.g., warehousing, retail/customer service, certified 
nursing assistants, etc. to use in developing specialized training classes. 

 
3.3.9 Contractor will develop partnerships with the Regional Occupational 

Program, community colleges, or other educational/vocational entities 
that offer Specialized Short-term Training classes and specialized 
education and training classes. 

 
 

3.3.10 Upon County request and contingent on the availability of funding, 
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Contractor will ensure that off-site training locations are located within 
five miles from the START site and equipped to hold a class of up to 20 
participants per session. The training site should have at least 20 
computers, two printers, internet connection, telephones, projector and 
other equipment necessary to conduct the class. 

 
3.3.11 Contractor will provide job development and employment opportunities 

tailored to training received by participants enrolled in the class. 
 

3.3.12 Contractor will provide other Specialized Short-term Training classes as 
agreed upon by Contractor and County, as long as funds are available 
in Contract budget. 

 
3.3.13 Contractor will create a folder for each participant who starts the 

Specialized Short-term Training classes. County and Contractor will 
mutually agree to documents that should be contained in the folder. 

 
3.3.14 Contractor will develop partnerships with Regional Occupational 

Programs, adult schools, community colleges, and the America’s Job 
Center of California, to identify available training programs in the local 
community that can be accessed by the participants. 

 
3.3.15 Contractor will provide CORE in-person or virtually with County 

approval, every other month at the sites listed in Exhibit A-3, paragraph 
3.3.6. 

 
3.4 Notification Of Changes 

 
Contractor must perform the following tasks: 

 
3.4.1 Access the CalSAWS computer system to input data to track 

participant’s attendance in CORE and all the Specialized Short-term 
Training classes provided by Contractor under this Contract such as 
Security Officer Training. 

 
3.4.2 Report any and all changes in the participant’s participation status 

and/or attendance during any of the CORE and all the Specialized 
Short-term Training classes to the START Worker by updating the 
CalSAWS computer system by the next business day and documenting 
the participant’s folder. 

 
3.4.3 Access the CalSAWS computer system to input a participant’s status 

change for participants who drop out of CORE and the Specialized 
Short-term Training classes on the same day but no later than the 
following business day the absence or dropped occurred. 

 
3.4.4 Access the CalSAWS system on the final day to update outcome of 

participant’s attendance in CORE and Specialized Short-term Training 
classes. 
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Note: For every participant recorded as a “show” on the first day, this 

data must be input on CalSAWS no later than the day after the 
last day of the classes cited to ensure the participants who 
completed are not erroneously terminated for noncompliance. 

 
3.4.5 Notify the County START Worker via email on the same day but no later 

than three working days of participant’s request, when making a 
Domestic Violence, Mental Health Services or Substance Abuse referral 

 
3.4.6 Complete the County approved Verification of Participant Employment 

form, or approved LACOE Employment Success Form, Exhibit A-3, 
Attachment 25, to document the participant’s employment and file in the 
participant’s folder. Submit a copy of the verification form to the County 
START Worker as verification of the participant’s employment. 

 
3.5 Reports 

 
3.5.1 Contractor must submit to the CCA by the 15th calendar day of each 

month a Monthly Management Report of the Contractor’s activities 
performed that month. County and Contractor will meet at the Contract 
start date and periodically after that to determine the contents of the 
report, which may include but is not limited to: 

 
3.5.1.1 CORE, SOT, Specialized Short-term Training, and 

Specialized Education and Training classes provided, 
including participant outcomes. 

 
3.5.1.2 Other issues needing the attention of the CCA. 

 
3.5.1.3 Contractor will provide any other specialized reports as 

agreed upon by County and Contractor. 
 

3.5.2 Contractor must submit a schedule of Short-Term Training classed 
being held and provided to START participants on a quarterly basis.  The 
schedule must include at a minimum: Course name, location, brief 
description, course frequency, duration of course, number of minimum 
students required, and method of delivery. 
 
3.5.2.1 The schedule of Short-Term Training classes must be 

submitted to the County no later than the 5th working day of 
each quarter. 

 
3.6 Civil Rights Complaint Procedures 

 
Contractor must comply with the terms of the Civil Rights Resolution Agreement 
as directed by DPSS, which includes but is not limited to the following: 

 
3.6.1 Ensure public contact staff attends mandatory Civil Rights training as 

provided or arranged by DPSS. 
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3.6.2 Ensure notices and correspondences sent to participants are in their 
designated preferred language and provide interpreters to ensure 
meaningful access to services to all participants. 

 
3.6.3 Maintain a record of all Civil Rights materials provided by DPSS and 

ensure all participants are provided with the Civil Rights materials. 
 

3.6.4 Develop, and operate procedures for receiving, forwarding and 
responding to civil rights complaints as follows: 

 
a. Provide and assist START/CFET Participants with completing a 

PA 607, Complaint of Discriminatory Treatment or GEN 1179, 
Complaint of Discrimination form in the GR participant’s preferred 
language. 

 
b. Maintain a log of Civil Rights complaints. 

 
c. Contractor Contract Manager (CCM) will act as the Civil Rights 

Liaison (CRL) between the contracted agency and the CCA and the 
Civil Rights Customer Relations (CRCR). 

 
d. Forward all PA 607s and GEN 1179s to the CCA within two business 

days and maintain a copy. 
 

e. CCM/CRL will not attempt to investigate Civil Rights complaints. 
 

All investigations are handled by the Civil Rights Section. 
 

4 PERFORMANCE MEASURES 
 

4.1 Job Placement Rate 
 
4.1.1 Contractor must maintain a quarterly Job Placement Rate of 20 percent 

placement rate or better for the participants starting CORE. Successful 
outcomes for participants completing enrollment in education/training, 
Job Corps, or referral to other career training programs, up to five 
percent, count towards the Job Placement Rate standard. Contractor 
will be assessed 100 Unsatisfactory Performance Indicator (UPI) Points 
for each percent under the required 20 percent placement rate. 

 
4.1.2 Contractor must maintain a quarterly Job Placement Rate of 60 percent 

placement rate or better for the participants completing Security Officer 
Training (SOT). Contractor will be assessed 100 UPI points for each 
percent under the required 60 percent placement rate. 

 
4.1.3 Contractor must maintain a quarterly Job Placement Rate of 30 percent 

placement rate or better per quarter for the participants starting 
Specialized Short-term Training classes or other Specialized Education 
and Training classes. Contractor will be assessed 100 UPI points for 
each percent under the required 30 percent placement rate. 
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4.1.4 Job Placement Rate Standard 
 

4.1.4.1 The Job Placement Rate is calculated by dividing the number 
of job placements of at least 20 hours per week in a given 
month in CORE, other Specialized Short-term Training, or 
other Specialized Education and Training class by the number 
of participants starting these classes in that given month. 

 
4.1.4.2 The Job Placement Rate for the Security Officer Training is 

calculated by dividing the number of job placements of at least 
20 hours per week in a given month by the number of 
participants completing these classes in that given month. 

 
4.1.4.3 Contractor’s placement window will begin on the participant’s 

first day in either CORE or Security Officer Training and end 
60 days after completion day. 

 
4.2 Fiscal Penalty 

 
4.2.1 To the extent that the Contractor’s quarterly Job Placement Rate falls 

below the required percentage outlined in subsection 4.1, liquidated 
damages in the amount of $25 per point for each UPI point exceeding 
300 points during each quarter may be assessed, not to exceed $5,000 
in a given quarter. 

 
4.2.2 To the extent that the Contractor’s quarterly survey results fall below the 

above required percentage, as described in Section 4.2 liquidated 
damages in the amount of $25 per point for each Unsatisfactory 
Performance Indicator (UPI) point exceeding 300 points during each 
quarter may be assessed. 

 
4.3 Performance Requirements Summary (PRS) 

 
4.3.1 Introduction 

 
4.3.1.1 This PRS displays the major services that will be monitored 

during the term of the Contract. The columns on the PRS 
chart indicates the required services; the standards for 
performance; the maximum deviation from standard before 
service will be determined unsatisfactory; the County’s 
preferred method of monitoring; and the unsatisfactory 
performance indicator which may be assessed if the service 
is not satisfactorily provided. 

 
4.3.1.2 All listings of required services or Standards used in the PRS 

are intended to be completely consistent with the main body 
of this Contract and Statement of Work, and are not meant, in 
any case, to create, extend, revise or expand any obligation 
of Contractor beyond that defined in the main body of the 
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Contract and Statement of Work. In any case of apparent 
inconsistency between required services or Standards as 
stated in the main body of the Contract, Statement of Work 
and the PRS, the meaning apparent in the main body and 
Statement of Work will prevail. If any required service or 
Standard seems to be created in the PRS which is not clearly 
and forthrightly set forth in the main body or Statement of 
Work, that apparent required service or Standard will be null 
and void and place no requirement on Contractor and will not 
be the basis for penalties. 

 
4.3.1.3 The County expects a high standard of Contractor 

performance for the required service. DPSS will work with the 
Contractor to help resolve any areas of difficulty brought to the 
attention of the CCA by Contractor before the allowable 
deviation from the acceptable Standard occurs. However, it is 
the Contractor’s responsibility to provide the services set forth 
in this Contract and summarized in the PRS. This section 
does not modify or replace Contractor’s obligation to provide 
expert professional services to the County. 

 
4.3.2 Performance Requirements Summary (PRS) Chart 

 
Exhibit A-3, Attachment 19, PRS Chart displays the minimum services 
of the SOW that the County will monitor during the term of this Contract.  
The County will also monitor other Contract provisions that are not 
outlined in the PRS Chart: 
 
In summary, the PRS Chart outlines the following: 

 
4.3.2.1 Column one of the chart, provides the Section or Paragraph 

where the required service is referenced. 
 

4.3.2.2 Column two of the chart, defines the Standards of 
Performance for each of the required service. 

 
4.3.2.3 Column three of the chart, shows the maximum allowable 

degree of deviation from perfect performance or Acceptable 
Quality Level (AQL) for each required service that is allowed 
before the County assesses penalty amounts or points. 

 
4.3.2.4 Column four of the chart, Indicates the method of monitoring 

the required services. 
 

4.3.2.5 Column five of the chart, Indicates the Unsatisfactory 
Performance Indicators (UPI) points to be assessed for 
exceeding the AQL for each listed required service.  These 
indicators may serve as a baseline for assessing liquidated 
damages. 
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4.3.3 Quality Assurance  
 

Each month Contractor performance will be compared to the contract 
standards and acceptable quality levels (AQL's) using the Quality 
Assurance Monitoring Plan (QAMP). County may use a variety of 
inspection methods to evaluate the Contractor’s performance. The 
methods of monitoring that may be used, but are not limited to, are as 
follows: 

 
4.3.3.1 100 percent inspection of items, such as reports and invoices, 

on a periodic basis (daily, weekly, monthly, quarterly, 
semi-annually or annually) as determined necessary to 
assure a sufficient evaluation of Contractor’s performance; 

 
4.3.3.2 For random sample tables/methods to be used by County, 

refer to book entitled Handbooks Sampling for Auditing and 
Accounting (Second Edition) by Herbert Arkin; 

 
4.3.3.3 Review of Reports, Statistical Record and Files maintained by 

the Contractor; 
 

4.3.3.4 On-site evaluations; 
 

4.3.3.5 Participant interviews; and 
 

4.3.3.6 Review of Complaints or justification of number of complaints. 
 

4.3.4 Contract Discrepancy Report (CDR) 
 

Performance of a listed service is considered acceptable when the 
service expectation is met and the number of discrepancies found during 
contract monitoring procedures does not exceed the number of 
discrepancies allowed by the AQL. 

 
When the performance is unacceptable, the CCA will issue a CDR, set 
forth in Exhibit A-3, Attachment 20 to the Contractor’s Contract Manager. 
The Contract Manager is required to: 

 
4.3.4.1 Respond to the CDR within 10 business days. 

 
4.3.4.2 Provide a written explanation stating the reasons for the 

unacceptable performance, how the performance will resume 
at an acceptable level, and how recurrence of the problem will 
be prevented. 

 
4.3.4.3 The CCA will evaluate the Contractor’s explanation and 

determine if any financial penalties will be assessed. 
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4.3.5 Criteria for Acceptable or Unacceptable Performance 
  

For areas measured by sampling, County will determine the number of 
defects that renders a service unsatisfactory as follows: 

 
4.3.5.1 Select a sample at random so that it will be a representation 

of the entire population. 
 

4.3.5.2 Compare the sample to the Standard, and the conclusions are 
made about Contractor performance for the whole group. 

 
4.3.5.3 The random sampling plan includes the following information: 

 
4.3.5.3.1 *Acceptable Quality Level (AQL) - The maximum 

percent of defects that can be accepted and still 
meet the contract Standard for satisfactory 
performance; 

 
4.3.5.3.2 Lot Size - Total number of unit or services to be 

provided; 
 

4.3.5.3.3 Sample Size - Number of units to be checked in a 
given time period; and 

 
4.3.5.3.4 Acceptance/Rejection Numbers - The numbers 

which indicate whether the lot is acceptable or 
unacceptable. 

 
4.3.5.4 *The AQL for each sample is taken from the PRS. The lot size 

is determined by how often the Contractor will provide a 
service during the month. To ensure each service has an 
equal chance of being selected, a random number table is 
used to determine the sample. 

 
4.3.6 Remedy Of Defects 

 
4.3.6.1 Notwithstanding a finding of unsatisfactory service and 

assessment of UPIs, Contractor must, within ten business 
days, remedy any and all defects in the provision of 
Contractor’s services and, as deemed necessary by the CCA, 
perform such services again at an acceptable level. 

 
4.3.7 Unsatisfactory Performance Remedies 

 
When Contractor performance does not conform with the requirements 
of this Contract, County will have the option to apply any or all of the 
following nonperformance remedies: 
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4.3.7.1 Require Contractor to implement a formal corrective action 
plan, subject to approval by County. In the plan, Contractor 
must include reasons for the unacceptable performance, 
specific steps to return performance to an acceptable level, 
and monitoring methods to prevent the recurrence of 
unacceptable performance. 

4.3.7.2 Assess deductions in the amount of $25 per point for each 
UPI point exceeding 300 points during each quarter of the 
Contract for the Measurable Outcomes described in Section 
5.0, not to exceed $5000 in a given quarter. 

4.3.7.3 Assess deductions in the amount of $25 per point for each 
UPI point exceeding 300 points during each quarter of the 
Contract for the Performance Measures described in 
Performance Requirements Summary Chart, not to exceed 
$5000 in a given quarter. 

4.3.7.4 Reduce, suspend, cancel, or terminate the Contract for 
systematic, deliberate misrepresentations or unacceptable 
levels of performance. 

4.3.7.5 Failure of Contractor to comply with or satisfy the request(s) 
for improvement of performance or to satisfactorily perform 
the unacceptable work within 10 workdays will constitute 
authorization for County to have the service(s) performed by 
others. The entire cost of such work performed by others as a 
consequence of Contractor’s failure to perform said service(s) 
satisfactorily, as determined by County, will be credited to 
County on Contractor’s future invoice. This section does not 
preclude County’s right to terminate the Contract upon 30 
days written notice with or without cause, as provided for in 
Section 8.42, Termination for Convenience 

// 
 

// 
 

// 
 

// 
 

// 
 

// 
 

// 
 

//
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PERFORMANCE REQUIREMENTS SUMMARY CHART 

 

REQUIRED SERVICES STANDARDS ACCEPTABLE 
QUALITY LEVEL (AQL) 

METHODS OF 
MONITORING 

UNSATISFACTORY 
PERFORMANCE 
INDICATOR (UPI) 

POINTS 

 
Exhibit A-3, Statement of Work, Sections 1.1.1 
Development of program materials for Career 
Opportunities Resource and Employment 
(CORE), Security Officer Training (SOT), other 
Specialized Short-term Training components, and 
Specialized Education/Training components 
approved by the County. 

Curriculum Career Opportunities 
Resource and Employment 
(CORE), and Security Guard 
Training are developed, revised 
and enhanced as requested by 
County. Curriculum are delivered 
to County by due date. Changes 
are made as requested and 
submitted timely. Curriculums are 
considered approved upon 
County notification. 

Timeliness – One 
work day late. 

 
Quality – Curriculum 
deemed acceptable 
to County with any 

corrections 
requested. 

Review of 
Curriculum 

Timeliness – Five 
points per day 

late 
 

Quality -25 points 
per failure to 

provide 
curriculum/chang

es requested 

Exhibit A-3, Statement of Work, Sections 1.1.2 
Ensure all verbal and written instructions, 
including Contractor developed materials, are 
available for use in English and the County’s nine 
threshold languages: Spanish, Armenian, 
Cambodian, Chinese, Farsi, Korean, Russian, 
Tagalog, and Vietnamese. 

Program materials are provided 
timely and in sufficient quantities 
to ensure providers have sufficient 
supplies for all of their classes 
and providers. 

None Verified User 
Complaint 

50 points per 
occurrence 

Exhibit A-3, Statement of Work, Section 1.2 
Provide all services during County’s normal 
business hours, Monday through Friday, as 
required by County. 

Services are performed by 
Contractor during the required 
hours of operation. 

One violation of 
required hours per 

year 

Verified 
Complaint 

25 points per 
citing 

Exhibit A-3, Statement of Work, Section 1.3 
Attend meetings as scheduled by County. 

Appropriate Contractor 
representatives attend meeting. None Verified 

Complaint 
20 points per 

missed meeting 
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REQUIRED SERVICES STANDARDS 
ACCEPTABLE 

QUALITY LEVEL 
(AQL) 

METHODS OF 
MONITORING 

UNSATISFACTORY 
PERFORMANCE 
INDICATOR (UPI) 

POINTS 

Exhibit A-3, Statement of Work, Section 3.3.2 
Contractor must develop an inventory of all 
equipment purchased by Contractor using County 
funds, to be provided to the County upon request. 

An inventory of all equipment 
purchased and delivery, cost of 
equipment, funding source, 
brand, model number, and 
serial number of equipment. 

None Verified 
Purchase Orders 

20 points per missed 
item 

Exhibit A-3, Statement of Work, Section 3.3.3 
Contractor must develop an inventory of all 
laptops/tablets and any other equipment 
distributed to START/CFET Participants to fulfill 
their course objective during the term of this 
contract, to be provided to the County upon 
request. 

An inventory of all 
laptops/tablets and any other 
equipment assigned to 
START/CFET Participants 
include participant’s name, 
phone number, and address of 
participant, age, gender, 
ethnicity, date equipment 
assigned, and the activity. 

None 

Verified 
Inventories and 

Class 
Attendance 

Sheets 

20 points per missed 
item 

Exhibit A-3, Statement of Work, Section 4.1 
Contractor must ensure that technical assistance 
is available 24-hours to START/CFET 
Participants. Contractor will comply with all Los 
Angeles County security policies and updates, as 
approved by the State and Board of Supervisors. 

Technical assistance staff are to 
comply with County computer 
system security policies, 
confidentiality, and procedures. 

None 
Review of 

verified user 
complaint 

50 points per 
insufficient staff 

complaint/equipment 
not provided 

Exhibit A-3, Statement of Work, Section 4.1.3 
Contractor must resolve problems and complaints 
identified by County which may affect the 
provision of services to START/CFET 
Participants. Technical issues should be resolved 
within 24 hours to avoid delay in assigned training 
or activity. If immediate resolution is not possible, 
a plan to resolve problems or complaints will be 
implemented by the Contractor and County 
notified, within five business days from notice of 
problem. A copy of resolutions should be sent to 
the CCA. 

Resolved problems identified by 
County which may interrupt 
services to START/CFET 
Participants within 24 hours. 

None 
Review of 

verified user 
complaint 

50 points per 
insufficient staff 

complaint/equipment 
not provided 
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REQUIRED SERVICES STANDARDS 
ACCEPTABLE 

QUALITY LEVEL 
(AQL) 

METHODS OF 
MONITORING 

UNSATISFACTORY 
PERFORMANCE 
INDICATOR (UPI) 

POINTS 

Exhibit A-3, Statement of Work, Section 4.2.2 
Contractor will recruit and maintain sufficient 
number of staff to provide technical assistance to 
meet the needs of START/CFET Participants and 
to ensure that there is no delay in services 
provided. 

Sufficient staff to provide 
technical assistance as needed 
to participants. 

None 
Review of 

verified user 
complaint 

50 points per 
insufficient staff 

complaint/equipment 
not provided 

Exhibit A-3, Statement of Work, Section 4.2.5 
Contractor must provide a general orientation with 
instructions on how to use technical equipment, 
as well as confidentiality and security agreements 
two days prior to start of assigned training or 
activity. 

Agreements to ensure 
participants understand and 
agree to abide by confidentiality 
and security requirements 

None 

Copies of signed 
agreements 

provided upon 
request 

25 points per failure 
to collect signed 

agreement 

Exhibit A-3, Statement of Work, Section 4.2.7 
Contractor must implement a plan within five 
business days of the start of the contract to 
retrieve loaned equipment at the end of the 
assigned activity or training. 

Plan provides sufficient time to 
retrieved loaned equipment. 

 
Timeliness – one 

workday late. 

Equipment 
Inventory 

25 points per failure 
to provide changes 

requested 

Exhibit A-3, Statement of Work, Section 4.3.14 
Contractor will create a folder for each participant 
who starts the Specialized Short-term Training 
classes. County and Contractor must mutually 
agree to documents that should be contained in 
the folder. 

Participant folders created and 
appropriate documents 
maintained in them. 

None 
for folders creation 

 
Three Percent for 

contents 

Random Sample 

100 points per folder 
not created 

 
50 points per 

percent over AQL 
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REQUIRED SERVICES STANDARDS 
ACCEPTABLE 

QUALITY LEVEL 
(AQL) 

METHODS OF 
MONITORING 

UNSATISFACTORY 
PERFORMANCE 
INDICATOR (UPI) 

POINTS 

Exhibit A-3, Statement of Work, Sections 4.3.15 
Contractor will develop partnerships with 
Regional Occupational Programs, adult schools, 
community colleges, and the America’s Job 
Center of California, to identify available training 
programs in the local community that can be 
accessed by the participants. 

Employers recruited, working 
relationships with others 
established and enhanced, 
resources for training and 
assisting participants to obtain 
employment are completed and 
reported to DPSS. 

None Review of MMR 
25 points per MMR 
without a report of 

activities 

Exhibit A-3, Statement of Work, Section 4.5.1 
Contractor will submit to the CCA by the 15th 
calendar day of each month a Monthly 
Management Report of the Contractor’s activities 
performed that month timely and accurately. 

Monthly Management Report is 
received timely. 
 
Monthly Management Report is 
complete and accurate. 

One work day 
 
 

None 

Review of MMR 

25 points per day 
late 

 
50 points per 
incomplete or 

inaccurate report 
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CONTRACT DISCREPANCY REPORT 
SAMPLE 

CONTRACTOR RESPONSE DUE BY ________ (enter date and time) 
 

Date: Click or tap here to enter text. Contractor Response Received: Click or tap here to enter text. 
Contractor: Click or tap here to enter 
text. 
 

Contract No. Click or tap here 
to enter text. 

County’s Contract Administrator: Click or tap here to enter text. 

Contact Person: Click or tap here to 
enter text. 

Telephone: Click or tap here 
to enter text. County’s Contract Administrator Signature: 

Email: Click or tap here to enter text. Email: Click or tap here to enter text. 

A contract discrepancy(s) is specified below.  The Contractor will take corrective action and respond back to the County personnel identified above by the date required.  
Failure to take corrective action or respond to this Contract Discrepancy Report by the date specified may result in the deduction of damages. 

No. Contract Discrepancy Contractor’s Response* 
County Use Only 

Date 
Correction 

Due 

Date 
Completed Approved 

1 
Click or tap here to enter text. 
 

Click or tap here to enter text. 
 

Click or 
tap here 
to enter 
text. 

 

Click or 
tap here 
to enter 
text. 

 

Click or 
tap here 
to enter 
text. 

 

2 
Click or tap here to enter text. 
 

Click or tap here to enter text. 
 

Click or 
tap here 
to enter 
text. 

 

Click or 
tap here 
to enter 
text. 

 

Click or 
tap here 
to enter 
text. 

 

3 
Click or tap here to enter text. 
 

Click or tap here to enter text. 
 

Click or 
tap here 
to enter 
text. 

 

Click or 
tap here 
to enter 
text. 

 

Click or 
tap here 
to enter 
text. 

 
*Use additional sheets if necessary  
  Click or tap here to enter text. 

 

Contractor’s Representative Signature  Date Signed  
 
Additional 
Comments: 

 
Click or tap here to enter text. 
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START PROGRAM SUPPORT SERVICES 
SAMPLE MONTHLY INVOICE 

 
 

Invoice Date:   Invoice Number:   
 
 

Contractor:   
 
 

Contractor SSN/Taxpayer ID Number:   
 
 

Invoice Period: From:  To:    

 
Monthly Reimbursement: 

 
Program Supportive Services (flat fee) 

  
 

$   

 
Total Monthly Invoice Amount 

  
$   

 
 
 
 
 

Financial Officer Date Signed 
 

----------------------------------------------------------------------------------------------------------------------------  
TO BE COMPLETED BY COUNTY CONTRACT ADMINISTRATOR (CCA) 

 
Specialized Focus 360/Specialized Training Programs 

 
Contractor failed to meet minimum 10% placement: 

 
 

Performance Penalty $   
 
 

Total Due to Contractor $   
 
 
  

CCA Signature Date Signed 
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SAMPLE RECONCILIATION INVOICE 
 
 

Invoice Date:   Invoice No:   
 
 

Contractor Social Security or Taxpayer I.D. No:   
 

 
Reconciliation Period: 

 
 

From:   To:   
 
 
 
 

Actual Costs (from Detail Attachments) 
 
 
 
 

Program Supportive Services (Actual Costs)                       
 
 

LESS Invoice Amounts Received 
 

 
 

TOTAL AMOUNT TO BE PAID 
 

 
 
 
 
 
 
 
 

Contractor’s Authorizing Name (print) Contractor’s Authorizing Signature Date Signed 
 
 
 
 
 
 

County’s Approval Name (print) County’s Approval Signature Date Signed 
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START PROGRAM CUSTOMIZED CORE, STT CLASS 
ATTENDANCE SHEET FOR PARTICIPANTS SERVED 

MONTH OF (MONTH/YEAR) 

SITE:   
 
 



 
EXHIBIT A-3 

ATTACHMENT 24 

 
Job Readiness, Career Planning, and Vocational Assessment Services        285 
Contract #: JRCP-24-01                                

VERIFICATION OF PARTICIPANT EMPLOYMENT 
(FAX TO: ATTN: START WORKER) 

 
Date:  

 

START CASE INFORMATION 
 

Participant Name:  
 

Case No.:  __ Start Date:  _______ 
 

START Site:  _______  START Worker : ____________ 
 

SERVICE PROVIDER INFORMATION 
 

Provider Name:   
 

Provider Address:   
 

Phone:   Fax Number:  ________ 
 

Prepared By:  _______ 
 

VERIFIED EMPLOYMENT INFORMATION 
 

Job Title:  Type of Business: _______ 
 

Employer: ______ 
 

Address:  City  Zip ______ 

Phone Number:  
 

Prepared By:       Person Providing Information Job Title 
 

Job Hire Date:                                    Job Start Date: ______________ 
 

Total Number of Hours per Week:   
 

Salary Wage: Hourly:                       Weekly:       Monthly:   

Is the Job:  [ ] Temporary [ ] Permanent         If Temporary, date the job ends:  
 

Additional Comment(s): ______ 
 
 _______________________________  ________________________________ 

Provider Signature  Date Verified Employment 
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EXHIBIT B - CONTRACTOR’S BUDGETS 
 

FISCAL YEAR 2024-25 
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PROJECT NAME: GAIN JOB SERVICES PROGRAM

CONTRACTOR: L.A. County Office of Education            CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 7/01/2024 - 6/30/2027            TELEPHONE NUMBER: (562) 922-8675
FISCAL YEAR: 2024 - 2025

ADMINISTRATIVE COSTS:  
Cost

Salaries and Benefits for Administrative Staff:
Salaries (from Personnel Schedule) (a) 886,954$            
Fringe Benefits (from Personnel Schedule) (b) 549,126              

 
Personnel Subtotal (line a+b) (c) 1,436,080$        

ADMINISTRATIVE OPERATING COSTS  Yearly Cost

Office Supplies 40,000$              
Non-Capitalized Equipment 34,000                
Mileage 5,000                  
Travel/Conferences 7,000                  
Maintenance - Equipment 2,000                  
Copier 10,000                
Micro Parts 5,000                  
Telephone 25,000                
Insurance-Other 5,000                  
Contract Services - Food 20,000                
Maintenance of Land & Building 55,000                
Operations Supplies 10,000                
Utilities 43,000                
Operations Services 27,000                
Security Services 30,000                
Staff Services 124,000              
Rent/Lease - Land & Building 288,000              
Records Management 4,000                  
GPM (Accounting) 111,000              

Operating Costs -  Subtotal (d) 845,000$            

Percentage Yearly Cost
INDIRECT COSTS (List approved %)

Indirect Cost  - Subtotal 10.18% (e) 202,896$            

Total Administrative Cost (The sum of line c,d,e) (f) 2,483,976$          

LINE ITEM BUDGET
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DIRECT SERVICES COSTS:
Cost

Salaries and Benefits for Staff Providing Direct Services:
Salaries (from Personnel Schedule) (g) 7,704,043$        
Fringe Benefits (from Personnel Schedule) (h) 5,344,324           

Personnel Subtotal (line g+h) (i) 13,048,367$      

DIRECT SERVICES OPERATING COSTS Yearly Cost

Office Supplies, Instructional Materials, Other Books 80,443$              
Other Services - Interpreters/Translators, Temporary Agency 50,000                
Support Costs for Requested Classess 2,300,000           
Contract Services - Language Line 2,000                  
Contract Services - Other 99,031                
Non-Capitalized Equipment 306,000              
Mileage 40,000                
Telephone 100,000              
Bulk Metered Postage 1,500                  
Travel/Conferences 7,000                  
Outside Conference Facilities 3,000                  
Maintenance - Equipment 5,000                  
Maintenance of Land & Building 205,000              
Reprographics 20,000                
Outside Printing 2,000                  
Copier 41,000                
Micro Parts 8,000                  
Operations Supplies 30,000                
Utilities 82,000                
Operations Services 130,000              
Security Services 550,000              
Rent/Lease - Land & Building 2,260,000           
Dues/Memberships 3,000                  

Operating Costs -  Subtotal (j) 6,324,974$        

Sub-Contracted costs (from Direct Service Provider Budget)
Subcontractor 1 - Clothes The Deal 125,000              
Subcontractor 2 - 211 -                 -                           

Sub-Contract Costs - Subtotal (k) 125,000$            

Percentage Yearly Cost
INDIRECT COSTS (List approved %)

Indirect Cost  - Subtotal 10.18% (l) 1,744,683$        

Total Direct Services Costs (line i,j,k,l) (m) 21,243,024$        

Total Contract Cost (line f+m) (n) 23,727,000$        

Note:
(1) Provide a narrative for each line item to justify that the cost is both reasonable and necessary to the project. 
(2) All costs must be reasonable and prorated by the percentage of uses in serving specified target population.
(3) Indirect cost rate has been finalized for 2024-25 at 10.18%

 Indirect for 
rental

excluded from 
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CONTRACTOR: Los Angeles County Office of Education CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 7/01/2024 - 6/30/2027 TELEPHONE NUMBER: (562) 922-8675
FISCAL YEAR: 2024 - 2025

Section I

NUMBER OF 
POSITIONS

MONTHLY/ 
HOURLY 
SALARY

% TIME 
ALLOCATION

TOTAL 
MONTHLY 

COST

TOTAL 
ANNUAL 

COST
  

Classified Administrator* 8 11,845$            78% 73,913$         886,954$        
    

Site Manager 8 10,136$            75% 60,816$         729,792$        
Employment Coaches 76 7,504$              90% 513,274$      6,159,283$    
Support Services Staff 11 6,860$              90% 67,914$         814,968$        
   

*Administrative Staff
Total Salaries: 715,916$      8,590,997$    

Section II

EMPLOYEE BENEFITS BY CLASSIFICATION Classified 
Administrator Site Manager Employment 

Coaches
Support 
Services TOTAL

Health Plan (3) 20,108$            20,108$            19,529$              19,529$           79,274$            
Dental Plan  (Included in Health Plan)
Retirement 48,683$            41,659$            30,841$              28,195$           149,378$          
SUI 71$                   61$                   45$                     41$                  218$                 
Social Security and/or Medicare 10,874$            9,305$              6,889$                6,297$             33,365$            
Worker's Compensation 7,477$              6,398$              4,737$                4,330$             22,941$            
OPEB (Post Employment) 789$                 746$                 679$                   663$                2,876$              
Holidays
Sick Leave
Vacation
Life Insurance
Fringe Benefits per Classification

            Fringe Benefit Subtotal 88,000.93$    78,276.04$    62,719.64$       59,055.02$   288,051.63$  
            % Time Allocation 624% 600% 6840% 990%
Total Fringe Benefits (4): 549,126$       469,656$        4,290,023$       584,645$      5,893,450$    

Footnotes:
(1)     Annual Year is Fiscal Year
(2)     Contractors must be in compliance with the County's Living Wage Ordinance.
(3)     Indicate if Cafeteria Plan
(4)     Fringe Benefits Subtotal per Classification x  number of position
(5)     Change the column heading to the name of the position and provide benefit information for that position

PERSONNEL SCHEDULE

PERSONNEL  SALARIES (2)
POSITION 

CLASSIFICATION
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Line Item
Other Books, Instructional $120,443 Funds are required to purchase books that benefit the program 
Materials, and Office Supplies and clients.  This allows staff to remain current on the latest 

techniques and literature in the area of job readiness and career 
preparation. 

Funds are required to provide instructional materials for client
and staff use.  Additional instructional materials may be purchased that
directly benefit the client or that will be used for motivational training for 
both County and Contractor staff with the purpose of increasing
placements.

Funds are required to provide office supplies to staff in all regions 
and to GAIN Job Services administration. The items are warehoused
and inventoried for staff to service our clients. 

Non-capitalized Equipment $340,000 Please refer to EDP Schedule/Justification.

Mileage $45,000 Funds are required to reimburse staff for mileage pertaining to 
trips via automobile for legitimate business purposes related to 
this program.  The 2024 LACOE rate is $0.67 per mile.  
Amount includes costs for staff based in all regions as well as 
GAIN Job Services administration. 

Travel/Conference $14,000 Funds are required to allow staff to attend and present at conferences
and participate in professional development opportunities.

Outside Conference Facilities $3,000 Funds are required to rent outside conference facilities on an 
as-needed basis when LACOE facilities are unavailable or 
unsuitable for conference needs. 

Insurance-Other $5,000 Funds are required to cover auto insurance costs on GAIN 
vehicles required to make deliveries to support job club sites.  

Maintenance-Equipment $7,000 Funds are required to repair equipment such as computers, fax 
machines, or printers on an as-needed basis. 

Contract Budget Narrative
Narrative/Justification.
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Line Item
Reprographics $20,000 Funds are required for printing and duplication of materials as

needed by the LACOE Reprographics Units. 

Telephone $125,000 Funds are required for telephone/internet service at job club sites
in all regions and telephone/internet service for contract staff
located at LACOE GAIN Headquarters.
This amount also includes cell phone costs for select managers.

Bulk Metered Postage $1,500 Funds are required for postal or courier charges.

Outside Printing $2,000 Funds are required to print materials with an outside printing 
vendor when the LACOE Reprographics Unit cannot process the 
requested job.  All jobs are coordinated and monitored by the 
LACOE Reprographics Supervisor.  

Copier $51,000 Funds are required for copier expense incurred at all job club sites 
and at LACOE GAIN Headquarters. 

Micro Parts $13,000 Funds are used to purchase required parts.

Contract Budget Narrative
Narrative/Justification.
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Line Item Narrative/Justification.
Contract Services-Clothes $125,000 Funds are required for Clothes the Deal to facilitate the donation 
the Deal and collection of clothing for GAIN clients.  CTD would establish clothing drives

nd work with large companies and retail stores targeting larger clothing. 
These funds would allow CTD to expand activities to increase number of items
available for clients.

Contract Services - Language Line $2,000 Funds would be utilized as needed to hire translators or contract with 
Language Line to serve NE-NS speaking clients.  Language Line is only used
when no translators are available.

Other Services: $50,000 Funds would be utilized as needed to hire translators/interpreters.
Interpreters/Translators and Funds are required for temporary clerical personnel from an out-
Temporary Agency side agency when LACOE temporary assistance is not available.

Contract Services - Other $99,031 LACOE does not have additional contracts at this time but may potentially 
use funds to contract for needed/required services in future

Contract Services-Food $20,000 Funds are required to contract for food services at events 
sponsored by LACOE GAIN or at the request of DPSS.  

Support Costs for $2,300,000
Requested Classes

conclusion of these classes. Included here are short term trainings focusing
on in-demand jobs. Classes would be coordinated through subcontractors
and/or provided by LACOE and these classes MUST be approved in advance
by DPSS. Agencies would only be reimbursed for actual costs.
When possible, LACOE will provide CNA trainings utilizing LACOE staff
and subcontractors.  LACOE will also provide tutoring services utilizing
LACOE staff and subcontractors to CalWORKs Teens ages 16-18 and 
CalWORKs children of any age where the parent is in Family Stabilization.
LACOE will also provide boot camps and educational classes that prepare 
participants to enroll in training for in-demand occupations or obtain their
high school diploma/equivalency diploma utilizing LACOE staff and subcontractors.
Funds will also be used for motivational training for both County and Contractor 
staff with the purpose of increasing placements.

Building Operations $457,000 Funds are required for building maintenance expenses, operating 
services, and operating supplies at all GAIN job club sites and 
LACOE GAIN Headquarters. These services include ongoing maintenance 
charges as well as one-time repair fees.  Contract custodian cost 
for job club sites is included in this estimate.  

Utilities $125,000 Funds are required to pay for utilities at all GAIN job club sites
and at LACOE GAIN Headquarters.

Security Services $580,000 Funds are required for security services at all GAIN job club sites 
and LACOE GAIN Headquarters. Staff and client security is a major 
priority for our division.  Cost is based on prior years’ expenditure.

and by educational/training providers which will lead to employment at the 
Funds are requested to support and provide classes offered by LACOE staff

Contract Budget Narrative
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Line Item
Staff Services $124,000 Funds are required for staff services performed by other LACOE 

divisions at GAIN job club sites in all regions and at LACOE GAIN
Headquarters.  Other divisions’ personnel (including custodians
at GAIN HQ in Downey, Facility Planners, etc.), perform services
and actual documented salary costs are charged to this account.

Rent/Lease Building $2,548,000 Funds are required for rent/leases at GAIN job club sites and at 
LACOE GAIN Headquarters.  Leased job club site spaces include 
Airport, Lancaster, El Monte, Pomona, Downtown, Carson, 
Downey, East Los Angeles, Palmdale, North Hollywood, 
Santa Clarita, and Glendale.  
Amount estimated on prior year's expenditure.

Records Management $4,000 Funds are required for storage of class rosters, participant folders, 
and other data as required by the contract.  Amount estimated on
prior years' expenditure.

GPM (Accounting) $111,000 Funds are required for LACOE Federal, State, Special Grants and
Contracts unit.  This unit handles accounting and invoicing for this
program.  Funds are allocated based on actual program usage.

Indirect Cost $1,947,579 Funds are required for indirect LACOE services such as Payroll, 
Purchasing, Accounts Payable, Risk Management, LACOE 
Senior Management, etc.  Additional programs that were previously
charged to the Allocated Direct Support line item are now included
in this higher rate.  They are Personnel Commission, Human Resources, 
Labor Relations, and Technology Support Services.
The indirect rate to be charged for 2024-25 is 10.18%. 

Dues/Memberships $3,000 Dues and Memberships for professional organizations.
Through these memberships we promote our program and make 
employer connections. 

Professional organizations are as follows:
1.     Antelope Valley Chamber of Commerce
2.     Boyle Heights Chamber of Commerce
3.     Burbank Chamber of Commerce
4.     Carson Chamber of Commerce
5.     Chatsworth Chamber of Commerce
6.     Downey Chamber of Commerce
7.     El Monte/South El Monte Chamber of Commerce
8.     Gardena Valley Chamber
9.     Glendale Chamber of Commerce
10.  Lancaster Chamber of Commerce
11.  Palmdale Chamber of Commerce
12.  Pomona Chamber of Commerce
13.  Santa Fe Springs Chamber of Commerce
14.  South Gate Chamber of Commerce
15.  The Commerce Industrial Council Chamber of Commerce 
16.  Universal City North Hollywood Chamber of Commerce
17.  Valley Industry and Commerce Association

Contract Budget Narrative
Narrative/Justification.
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Department or Agency Los Angeles County Office of Education Fiscal Year: 2024 - 2025
Contact Person Neha Patel MOU Date:
Phone No. (562) 922-8675 Contract #

1 $1,200

2 $600

3 $3,500

4 $1,500

5 $2,500

6 $4,500

7 $500

8 $500

9 $3,000

DPSS  Review / Approval  (circle one) :
Title:
Date:

Justification Submitted   Yes   No

 - OMB Circular A-87 provides that the cost of equipment must "be  reasonable and necessary for proper    and efficient performance              

Note:
The above prices are estimate only and subject to change.

 - No EDP equipment over $5,000 per item.

GRAND TOTAL $340,000

Name:
Division/Section

   and administration of the project."  

$0

$0

$0

Network fiber transceiver 6 $3,000

Network wireless access points 6 $18,000

Network firewall 6 $27,000

Network modem 6 $3,000

Network software infrastructure 6 $9,000

Network switches 12 $30,000

Laser Printer 4 $2,400

Classroom/conference room interactive whiteboard 20 $70,000

Computers or Laptops 148 $177,600

GAIN JOB SERVICES PROGRAM
 

EDP EQUIPMENT SCHEDULE

Item # Description Quantity Unit Cost Total Cost
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Fiscal Year:

We will purchase some equipments to upgrade our classroom or conference room's equipments

at various sites on as needed basis. The estimate is $7,000 per site.

The current network speed and unstable connection at the sites are causing issues during classroom

instructions.  We plan to upgrade the existing network at the sites to improve the network's speed

and performance.  The estimate is $15,000 per site including the purchase of software and hardware,

such as modems, firewalls, switches, transceivers, wireless access points, etc.

Prepared by: Neha Patel
Phone No. 562-922-8675

Use additional sheets as needed.

Our goal is to provide up-to-date working technology to all of our sites.  The requested computers would

be used to replace broken, out-dated equipment. Similarly, the other equipment requested would mainly

be used as "replacement" equipment and would only be purchased on an as needed basis.

staff to create required reports.  

EDP EQUIPMENT SCHEDULE 

GAIN JOB SERVICES PROGRAM
 

2024 - 2025

JUSTIFICATION

LACOE GAIN strives to provide high quality job readiness services to GAIN participants in

the most efficient and cost-effective way possible.  Computers and printers will be used by participants

to create high quality resumes and do internet job searches.  Some computers/laptops will be used by
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PROJECT NAME: GAIN JOB READINESS & CAREER PLANNING SERVICES - ORIENTATION

CONTRACTOR: L.A. County Office of Education            CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 7/01/2024 - 6/30/2027            TELEPHONE NUMBER: (562) 922-8675
FISCAL YEAR: 2024 - 2025

ADMINISTRATIVE COSTS:  
Cost

Salaries and Benefits for Administrative Staff:
Salaries (from Personnel Schedule) (a) 79,881$             
Fringe Benefits (from Personnel Schedule) (b) 48,199              

 
Personnel Subtotal (line a+b) (c) 128,080$           

ADMINISTRATIVE OPERATING COSTS  Yearly Cost

Office Supplies 11,315$             
Non-Capitalized Equipment 1,000                
Mileage 1,000                
Travel/Conferences 500                   
Maintenance - Equipment 500                   
Copier 500                   
Telephone 3,000                
Maintenance of Land & Building 1,000                
Operations Services 2,000                
Security Services 3,000                
Rent/Lease - Land & Building 107,000             
GPM (Accounting) 20,000              

Operating Costs -  Subtotal (d) 150,815$           

Percentage Yearly Cost
INDIRECT COSTS (List approved %)

Indirect Cost  - Subtotal 10.18% (e) 17,499$             

Total Administrative Cost (The sum of line c,d,e) (f) 296,394$            

DIRECT SERVICES COSTS:
Cost

Salaries and Benefits for Staff Providing Direct Services:
Salaries (from Personnel Schedule) (g) 894,269$           
Fringe Benefits (from Personnel Schedule) (h) 597,036             

Personnel Subtotal (line g+h) (i) 1,491,305$        

DIRECT SERVICES OPERATING COSTS Yearly Cost

Office Supplies, Instructional Materials, Other Books 15,000$             
Mileage 1,586                
Bulk Metered Postage 100                   
Reprographics 500                   
Copier 500                   

Operating Costs -  Subtotal (j) 17,686$             

Percentage Yearly Cost
INDIRECT COSTS (List approved %)

Indirect Cost  - Subtotal 10.18% (l) 153,615$           

Total Direct Services Costs (line i,j,k,l) (m) 1,662,606$         

Total Contract Cost (line f+m) (n) 1,959,000$         

Note:
(1) Provide a narrative for each line item to justify that the cost is both reasonable and necessary to the project. 
(2) All costs must be reasonable and prorated by the percentage of uses in serving specified target population.
(3) Indirect cost rate has been finalized for 2024-25 at 10.18%

LINE ITEM BUDGET
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Job Readiness, Career Planning, and Vocational Assessment Services 298 
Contract #: JRCP-24-01                                          

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CONTRACTOR: Los Angeles County Office of Education CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 7/01/2024 - 6/30/2027 TELEPHONE NUMBER: (562) 922-8675
FISCAL YEAR: 2024 - 2025

Section I

NUMBER OF 
POSITIONS

MONTHLY/ 
HOURLY SALARY

% TIME 
ALLOCATION

TOTAL MONTHLY 
COST

TOTAL ANNUAL 
COST

  
Classified Administrator* 3 13,287$                 16.7% 6,657$                       79,881$                  

   
Site Manager 7 10,223$                 20% 14,312$                     171,746$                
Employment Coaches 7 8,395$                   100% 58,765$                     705,180$                
Support Services Staff 1 7,226$                   20% 1,445$                       17,342$                  
   

*Administrative Staff
Total Salaries: 81,179$                     974,150$                

Section II
Classified 

Administrator Site Manager Employment 
Coaches

Support Services 
Staff TOTAL

Health Plan (3) 20,108$          20,108$                 19,529$                 19,529$                     79,274$                  
Dental Plan  (Included in Health Plan)
Retirement 54,610$          42,017$                 34,503$                 29,699$                     160,828$                
SUI 80$                 61$                        50$                        43$                            235$                       
Social Security and/or Medicare 12,197$          9,385$                   7,707$                   6,633$                       35,922$                  
Worker's Compensation 8,387$            6,453$                   5,299$                   4,561$                       24,699$                  
OPEB (Post Employment) 825$               748$                      702$                      672$                          2,946$                    
Holidays
Sick Leave
Vacation
Life Insurance
Fringe Benefits per Classification

            Fringe Benefit Subtotal 96,206$          78,771$                 67,790$                 61,138$                     303,905$                
            % Time Allocation 50% 140% 700% 20%  
Total Fringe Benefits (4): 48,199$          110,280$                474,528$                12,228$                     645,235$                

Footnotes:
(1)     Annual Year is Fiscal Year
(2)     Contractors must be in compliance with the County's Living Wage Ordinance.
(3)     Indicate if Cafeteria Plan
(4)     Fringe Benefits Subtotal per Classification x  number of position
(5)     Change the column heading to the name of the position and provide benefit information for that position

PERSONNEL SCHEDULE

PERSONNEL  SALARIES (2) POSITION CLASSIFICATION

EMPLOYEE BENEFITS BY CLASSIFICATION
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Line Item Narrative/Justification.
Other Books, Instructional $26,315 Funds are required to purchase books that benefit the program 
Materials, and Office Supplies and clients.  This allows staff to remain current on the latest 

techniques and literature in the area of job readiness and career 
preparation. 

Funds are required to provide instructional materials for client and staff use.
Additional instructional materials may be purchased that directly
benefit the client or that will be used for motivational training for 
both County and Contractor staff with the purpose of increasing
placements.

Funds are required to provide office supplies to staff in all regions 
and to GAIN Job Services administration. The items are warehoused
and inventoried for staff to service our clients. 

Non-capitalized Equipment $1,000 Please refer to EDP Schedule/Justification.

Mileage $2,586 Funds are required to reimburse staff for mileage pertaining to 
trips via automobile for legitimate business purposes related to 
this program.  The 2024 LACOE rate is $0.67 per mile.  
Amount includes costs for staff based in all regions as well as 
GAIN Job Services administration. 

Travel/Conference $500 Funds are required to allow staff to attend and present at conferences
and participate in professional development opportunities.

Maintenance-Equipment $500 Funds are required to repair equipment such as computers, fax 
machines, or printers on an as-needed basis. 

Reprographics $500 Funds are required for duplication of materials as needed by the 
LACOE Reprographics Units. 

Telephone $3,000 Funds are required for telephone/internet service at job club sites
in all regions and telephone/internet service for contract staff
located at LACOE GAIN Headquarters.
This amount also includes cellphone costs for select managers.

Bulk Metered Postage $100 Funds are required for postal or courier charges.

Copier $1,000 Funds are required for copier expense incurred at all job club sites 
and at LACOE GAIN Headquarters. 

Contract Budget Narrative
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Job Readiness, Career Planning, and Vocational Assessment Services 300 
Contract #: JRCP-24-01                                          

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Line Item Narrative/Justification.
Building Operations $3,000 Funds are required for building maintenance expenses, operating 

services, and operating supplies at all GAIN job club sites and 
LACOE GAIN Headquarters. These services include ongoing maintenance 
charges as well as one-time repair fees.  Contract custodian cost 
for job club sites is included in this estimate.  

Security Services $3,000 Funds are required for security services at all GAIN job club sites 
and LACOE GAIN Headquarters. Staff and client security is a major 
priority for our division.  Cost is based on prior years’ expenditure.

Rent/Lease Building $107,000 Funds are required for rent/leases at GAIN job club sites and at 
LACOE GAIN Headquarters.  Leased job club site spaces include 
Airport, Lancaster, El Monte, Pomona, Downtown, Carson, 
Downey, East Los Angeles, Palmdale, North Hollywood, 
Santa Clarita, and Glendale.  
Amount estimated on prior year's expenditure.

GPM (Accounting) $20,000 Funds are required for LACOE Federal, State, Special Grants and
Contracts unit.  This unit handles accounting and invoicing for this
program.  Funds are allocated based on actual program usage.

Indirect Cost $171,114 Funds are required for indirect LACOE services such as Payroll, 
Purchasing, Accounts Payable, Risk Management, LACOE 
Senior Management, etc.  Additional programs that were previously
charged to the Allocated Direct Support line item are now included
in this higher rate.  They are Personnel Commission, Human Resources, 
Labor Relations, and Technology Support Services.
The indirect rate to be charged for 2024-25 is 10.18%. 

Contract Budget Narrative
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Department or Agency Los Angeles County Office of Education Fiscal Year: 2024 - 2025
Contact Person Neha Patel MOU Date:
Phone No. (562) 922-8675 Contract #

1 $1,000.00

DPSS  Review / Approval  (circle one):

Title:
Date:

Justification Submitted   Yes   No

 - No EDP equipment over $5,000 per item.

GRAND TOTAL $1,000.00

Name:
Division/Section

 - OMB Circular A-87 provides that the cost of equipment must "be reasonable and necessary for proper   and efficient 
performance   and administration of the project."  

Computer 1 $1,000.00

GAIN JOB READINESS & CAREER PLANNING SERVICES - ORIENTATION
 

EDP EQUIPMENT SCHEDULE

Item # Description Quantity Unit Cost Total Cost
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Fiscal Year:

Prepared by: Neha Patel
Phone No. 562-922-8675

Use additional sheets as needed.

JUSTIFICATION

LACOE GAIN strives to provide high quality job readiness services to GAIN participants in

the most efficient and cost-effective way possible.  Computer will be used by participants

to create high quality resumes and do internet job searches.  

Our goal is to provide up-to-date working technology to all of our sites.  The requested computer would

be used to replace broken or out-dated equipment. It will be purchased on as-needed basis.

EDP EQUIPMENT SCHEDULE 

GAIN JOB READINESS & CAREER PLANNING SERVICES - ORIENTATION
 

2024 - 2025
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PROJECT NAME: GAIN/REP VOCATIONAL/CAREER ASSESSMENT INTERMEDIARY SERVICES

CONTRACTOR: L.A. County Office of Education            CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 7/01/2024 - 6/30/2027            TELEPHONE NUMBER: (562) 922-8675
FISCAL YEAR: 2024 - 2025

ADMINISTRATIVE COSTS:  
 

           DIRECT COSTS 

Salaries & Benefits (See Personnel Schedule) Total Cost

Case Management/Administrative Staff:

Salaries 238,744$                  
Fringe Benefits 154,560                    

Personnel Subtotal 393,304$                  

          OPERATING COSTS   Annual Cost
 

Office and Other Supplies 25,726$                    
Non-Capitalized Equipment 9,600                        
Mileage  9,500                        
Travel/Conferences 2,500                        
Reprographics 1,000                        
Telephone 2,500                        
Bulk Metered Postage 200                           
Copier 3,000                        
Contract Services - Other 25,000                      
Contract Services - Temp Agency 25,000                      
Telephone Service & Maintenance 4,000                        
Rent/Lease-Land & Building 80,000                      
GPM-Accounting Services 40,000                      

Operating Costs -  Subtotal 228,026$                  

           INDIRECT COSTS (List all appropriate)
 Percentage  Annual Cost

Indirect Cost  - Subtotal 10.18% 55,107$                    

Subtotal Administrative Costs 676,437$                  

Estimated Indirect Cost on Invoice Processing (Caseload Driven) 258,063$                  

Total Administrative Costs 934,500$                  

ESTIMATED DIRECT SERVICES COSTS (Caseload Driven):

          DIRECT SERVICES
GAIN Vocational/Career Assessment 1,935,000$               
GAIN Learning Disability Evaluation 600,000$                  

2,535,000$               

Grand Total Contract Cost 3,469,500$               

Footnotes:
(1)
(2)
(3) Indirect cost rate has been finalized for 2024-25 at 10.18%
(4)

LINE ITEM BUDGET

Total

GAIN Vocational/Career Assessment direct services cost is decreased $70,000. However, REP CalWORKs Vocational Assessment direct services cost is 
                

All Operating costs must be reasonable and prorated by the percentage of uses in serving CalWORKs participants if costs includes other programs cost.
DPSS prior approval is required for purchases of any Information Technology (IT) equipment.  Attach EDP Equipment Schedule. 
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CONTRACTOR: L.A. County Office of Education CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 7/01/2024 - 6/30/2027 TELEPHONE NUMBER: (562) 922-8675
FISCAL YEAR: 2024 - 2025  

Section I

PERSONNEL  SALARIES 
(2)

NUMBER OF 
POSITIONS

MONTHLY/ HOURLY 
SALARY

% TIME 
ALLOCATION

TOTAL 
MONTHLY 

COST

TOTAL ANNUAL 
COST

  
Director 1 15,328$                              2% 307$                 3,679$                    
Career Development Prog Manager 1 11,086$                              37% 4,102$              49,222$                  
Admin Coordinator 1 11,333$                              4% 453$                 5,440$                    
Web Coordinator 1 11,419$                              45% 5,139$              61,663$                  
Voc Assessment Monitoring Spec 1 9,071$                                82% 7,438$              89,259$                  
Admin Assistant 1 7,226$                                32% 2,312$              27,748$                  
Admin Assistant 1 7,226$                                2% 145$                 1,734$                    

Total Salaries: 19,895$            238,744$                 

Section II

DIRECTOR CAREER DEVELOPMENT 
PROG MANAGER

ADMIN 
COORDINATOR

WEB 
COORDINATOR

VOC ASSESS 
MONITORING SPEC

ADMIN 
ASSISTANT

ADMIN 
ASSISTANT TOTAL

Health Plan (3) 20,108$           20,108$                              20,108$               20,108$            19,529$                  19,529$      19,529$      139,019$        
Dental Plan (Included in Health Plan)
Retirement 62,998$           45,563$                              46,579$               46,932$            37,282$                  29,699$      29,699$      298,752$        
SUI 92$                  67$                                     68$                     69$                   54$                         43$            43$            436$              
Social Security and/or Medicare 14,071$           10,177$                              10,404$               10,483$            8,327$                    6,633$       6,633$       66,729$          
Worker's Compensation 9,675$             6,997$                                7,153$                7,208$              5,726$                    4,561$       4,561$       45,881$          
OPEB (Post Employment) 876$                769$                                   776$                   778$                 719$                       672$          672$          5,262$           
Holidays
Sick Leave
Vacation
Life Insurance
Fringe Benefits per Classification

     Fringe Benefit Subtotal 107,821$          83,682$                              85,087$               85,577$            71,636$                  61,138$      61,138$      556,079$        
     % of Time Allocation by Classification 2% 37% 4% 45% 82% 32% 2%
Total Fringe Benefits (4): 2,156$             30,962$                              3,403$                38,510$            58,742$                  19,564$      1,223$       154,560$        

Footnotes:
(1)     Annual Year is Fiscal Year
(2)     Contractors must be in compliance with the County's Living Wage Ordinance.
(3)     Indicate if Cafeteria Plan
(4)     Fringe Benefits Subtotal per Classification x  number of position
(5)     Change the column heading to the name of the position and provide benefit information for that position

PERSONNEL SCHEDULE

EMPLOYEE BENEFITS BY CLASSIFICATION

POSITION CLASSIFICATION
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Line Item
Office and Other Supplies $25,726 Funds are required to provide office supplies to contract 

staff located at LACOE Headquarters.

Non-Capitalized Equipment $9,600 See EDP Schedule and Justification 

Mileage $9,500 Funds are required to reimburse staff for mileage pertaining 
to trips via automobile for legitimate business purposes 
related to this program.  The 2024 LACOE rate is $0.67 per 
mile.  Amount includes costs for staff based in all regions as 

Travel/Conferences $2,500 Funds are required to allow staff to attend and present at 
conferences and participate in professional development 

Reprographics $1,000 Funds are required for duplication of materials as needed by 
the LACOE Reprographics Unit.

Telephone $2,500 Funds are required for telephone/internet service at job club 
sites in all regions and telephone/internet service for 
contract staff located at LACOE GAIN Headquarters.  This 
amount also includes cellphone costs for select managers.

Bulk Metered Postage $200 Funds are required for postal or courier charges.

Copier $3,000 Funds are required for copier expense incurred at all job 
club sites and at LACOE GAIN Headquarters.

Contract Services - Other $25,000 Contract Services funds will be utilized for the following: 
Language Line - as needed for Non-Threshold Languages, 
mental health expert to diagnose learning disabilities, 
consult, and conduct training for test instruments used for 
LD evaluations; and contractor to train assessors as 
needed, or to train new assessors in program procedures 

    

Contract Services - Temp 
Agency

$25,000 Funds would be utilized as needed to hire 
translators/interpreters. Funds are required for temporary 
clerical personnel from an outside agency when LACOE 
t  i t  i  t il bl

Telephone Service & 
Maintenance

$4,000 Funds are required to repair and maintain equipment such 
as telephone, computers, fax machines, or printers on an as-
needed basis. 

Rent/Lease Building $80,000 Funds are required for rent at LACOE Headquarters for 
contract staff and use of job club facilities for vocational 

GPM - Accounting Services $40,000 Funds are required for LACOE Federal, State, Special 
Grants and Contracts unit.  This unit handles accounting and 
invoicing for this program.  Funds are allocated based on 

Indirect Costs $55,107 Funds are required for indirect LACOE services such as Payroll, 
Purchasing, Accounts Payable, Risk Management, LACOE 

 Senior Management, etc.  Additional programs that were previously
charged to the Allocated Direct Support line item are now included
in this higher rate.  They are Personnel Commission, Human Resources, 
Labor Relations, and Technology Support Services.
The indirect rate to be charged for 2024-25 is 10.18%. 

$258,063 Funds are required for indirect LACOE services such as Contracts, 
Purchasing, Accounts Payable, LACOE Management, etc.
The indirect rate to be charged for 2024-25 is 10.18%. 

Contract Budget Narrative
Amount Narrative/Justification

Indirect Costs on Invoice 
Processing (Caseload Driven)
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PROJECT NAME: GAIN/REP VOCATIONAL/CAREER ASSESSMENT INTERMEDIARY SERVICES

CONTRACTOR: L.A. County Office of Education            CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 7/01/2024 - 6/30/2027            TELEPHONE NUMBER: (562)  922-8675

DIRECT SERVICES (1)

LIST TYPES OF SERVICE:
ESTIMATED 
CASELOAD

COST PER 
CASE TOTAL COST

1 GAIN Vocational/Career  
2    Assessment Complete 4,035               $450.00 1,815,750$        
3 Partial 530                  $225.00 119,250             
4
5 GAIN Learning Disabilities
6    Evaluations Complete 550                  $1,000.00 550,000             
7 Partial 100                  $500.00 50,000               
8
9
10 2,535,000$        
11
12
13 Indirect cost on Assessment Payments (Caseload Driven) @10.18% 258,063             

2,793,063$        

Footnote:
(1)

DIRECT SERVICE PROVIDER BUDGET

Total Direct Services Cost

Contractors are required to complete a budget narrative for each separate line item in their budget.  All figures and compilations must be clearly 
explained.
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Job Readiness, Career Planning, and Vocational Assessment Services 307 
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Department or Agency Los Angeles County Office of Education Fiscal Year: 2024 - 2025
Contact Person Neha Patel MOU Date:
Phone No. (562) 922-8675 Contract #

1 $1,200.00

  

  

  

  

DPSS  Review / Approval  (circle one):

Title:
Date:

Justification Submitted   Yes   No

 - OMB Circular A-87 provides that the cost of equipment must "be reasonable and necessary for proper   and 
efficient performance and administration of the project."  

 - No EDP equipment over $5,000 per item.

GRAND TOTAL $9,600.00

Name:
Division/Section

$9,600.00

 

 

 

 

8Computer

 

Item # Unit Cost Total CostQuantityDescription

EDP EQUIPMENT SCHEDULE

GAIN/REP VOCATIONAL/CAREER ASSESSMENT INTERMEDIARY SERVICES
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Fiscal Year:

Prepared by: Neha Patel
Phone No. 562-922-8675

Use additional sheets as needed.

 

 

 

 

including monitoring, tracking, and creating reports.  The requested computer would 

be used to replace broken or out-dated equipment. It will be purchased on as-needed basis.

 

 

 

 

GAIN/REP VOCATIONAL/CAREER ASSESSMENT INTERMEDIARY SERVICES
 

 

Computers will used by contactor staff to perform the duties required by the contract 

2024 - 2025

EDP EQUIPMENT SCHEDULE 

JUSTIFICATION
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Contract #: JRCP-24-01                                          

 

  

PROJECT NAME: START/CFET VOCATIONAL ASSESSMENT

CONTRACTOR: L.A. County Office of Education            CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 7/01/2024 - 6/30/2027            TELEPHONE NUMBER: (562) 922-8675
FISCAL YEAR: 2024 - 2025

ADMINISTRATIVE COSTS:  
 

           DIRECT COSTS 

Salaries & Benefits (See Personnel Schedule) Total Cost

Case Management/Administrative Staff:

Salaries 37,126$             
Fringe Benefits -                       

Personnel Subtotal 37,126$             

          OPERATING COSTS   Annual Cost
 

Office and Other Supplies 2,147$              
Non-Capitalized Equipment 1,000                
Mileage  500                   
Travel/Conferences 400                   
Reprographics 200                   
Telephone 600                   
Bulk Metered Postage 100                   
Copier 400                   
Contract Services - Other 3,155                
Contract Services - Temp Agency 3,500                
Telephone Service & Maintenance 400                   
Rent/Lease-Land & Building 9,000                
GPM-Accounting Services 4,000                

Operating Costs -  Subtotal 25,402$             

           INDIRECT COSTS (List all appropriate)
 Percentage  Annual Cost

Indirect Cost  - Subtotal 10.18% 5,449$              

Subtotal Administrative Costs 67,977$             

Estimated Indirect Cost on Invoice Processing (Caseload Driven) 15,270$             

Total Administrative Costs 83,247$             

ESTIMATED DIRECT SERVICES COSTS (Caseload Driven):

          DIRECT SERVICES
START Vocational/Career Assessment (Caseload Driven) 150,000$           

Grand Total Contract Cost 233,247$           

Footnotes:
(1)
(2)

(3) Indirect cost rate has been finalized for 2024-25 at 10.18%

LINE ITEM BUDGET

All Operating costs must be reasonable and prorated by the percentage of uses in serving CalWORKs participants if costs includes other programs cost.

DPSS prior approval is required for purchases of any Information Technology (IT) equipment.  Attach EDP Equipment Schedule. 
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CONTRACTOR: L.A. County Office of Education CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 7/01/2024 - 6/30/2027 TELEPHONE NUMBER: (562) 922-8675
FISCAL YEAR: 2024 - 2025  

Section I
PERSONNEL  
SALARIES (2)

NUMBER OF 
POSITIONS

MONTHLY/ HOURLY 
SALARY

% TIME 
ALLOCATION

TOTAL MONTHLY 
COST

TOTAL ANNUAL 
COST

  
Director 1 15,328                             1% 153.28$                 1,839$                      
Career Development Prog Manager 1 11,086                             5% 554.30                   6,652                       
Admin Coordinator 1 11,333                             1% 113.33                   1,360                       
Web Coordinator 1 11,419                             5% 570.95                   6,851                       
Voc Assessment Monitoring Spec 1 9,071                               10% 907.10                   10,885                     
Admin Assistant 1 7,226                               10% 722.60                   8,671                       
Admin Assistant 1 7,226                               1% 72.26                     867                          

Total Salaries: 3,093.82$               37,126$                    

Section II

DIRECTOR CAREER DEVELOPMENT 
PROG MANAGER

ADMIN 
COORDINATOR

WEB 
COORDINATOR

VOC ASSESS 
MONITORING SPEC

ADMIN 
ASSISTANT

ADMIN 
ASSISTANT TOTAL

Health Plan (3) 20,108.00$        20,108.00$                       20,108.00$          20,108.00$             19,529.00$               19,529.00$    19,529.00$    139,019.00$     
Dental Plan (Included in Health Plan)
Retirement 62,998.08          45,563.46                         46,578.63           46,932.09               37,281.81                 29,698.86     29,698.86     298,751.79       
SUI 91.97                66.52                               68.00                  68.51                     54.43                       43.36            43.36            436.13             
Social Security and/or Medicare 14,071.10          10,176.95                         10,403.69           10,482.64               8,327.18                   6,633.47       6,633.47       66,728.50         
Worker's Compensation 9,675.03            6,997.48                          7,153.39             7,207.67                5,725.62                   4,561.05       4,561.05       45,881.30         
OPEB (Post Employment) 876.34              $769.44 775.67                777.83                   718.66 672.17 672.17 $5,262.28
Holidays
Sick Leave
Vacation
Life Insurance
Fringe Benefits per Classification

     Fringe Benefit Subtotal 107,820.53$      83,681.85$                       85,087.38$          85,576.75$             71,636.69$               61,137.90$    61,137.90$    556,079.00$     
     % of Time Allocation by Classification 1% 5% 1% 5% 10% 10% 1%
Total Fringe Benefits (4): 1,078$              4,184$                             851$                   4,279$                   7,164$                     6,114$          611$             

(1)     Annual Year is Fiscal Year
(2)     Contractors must be in compliance with the County's Living Wage Ordinance.
(3)     Indicate if Cafeteria Plan
(4)     Fringe Benefits Subtotal per Classification x  number of position
(5)     Change the column heading to the name of the position and provide benefit information for that position

EMPLOYEE BENEFITS BY CLASSIFICATION

POSITION CLASSIFICATION
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Line Item
Office and Other Supplies $2,147 Funds are required to provide office supplies to contract staff located at LACOE 

Headquarters.

Non-Capitalized Equipment $1,000 See EDP Schedule and Justification 

Mileage $500 Funds are required to reimburse staff for mileage pertaining to trips via 
automobile for legitimate business purposes related to this program.  The 2023 
LACOE rate is $0.655 per mile.  Amount includes costs for staff based in all 
regions as well as GAIN Job Services administration. 

Travel/Conferences $400 Funds are required to allow staff to attend and present at conferences and 
participate in professional development opportunities.

Reprographics $200 Funds are required for duplication of materials as needed by the LACOE 
Reprographics Unit.

Telephone $600 Funds are required for telephone/internet service at job club sites in all regions 
and telephone/internet service for contract staff located at LACOE GAIN 
Headquarters.  This amount also includes cellphone costs for select managers.

Bulk Metered Postage $100 Funds are required for postal or courier charges.

Copier $400 Funds are required for copier expense incurred at all job club sites and at 
LACOE GAIN Headquarters.

Contract Services - Other $3,155 Contract Services funds will be utilized for the following: Language Line - as 
needed for Non-Threshold Languages, mental health expert to diagnose learning 
disabilities, consult, and conduct training for test instruments used for LD 
evaluations; and contractor to train assessors as needed, or to train new 
assessors in program procedures after new RFP is awarded.

Contract Services - Temp Agency $3,500 Funds would be utilized as needed to hire translators/interpreters. Funds are 
required for temporary clerical personnel from an outside agency when LACOE 
temporary assistance is not available.

Telephone Service & Maintenance $400 Funds are required to repair and maintain equipment such as telephone, 
computers, fax machines, or printers on an as-needed basis. 

Rent/Lease Building $9,000 Funds are required for rent at LACOE Headquarters for contract staff and use of 
job club facilities for vocational assessment.

GPM - Accounting Services $4,000 Funds are required for LACOE Federal, State, Special Grants and Contracts 
unit.  This unit handles accounting and invoicing for this program.  Funds are 
allocated based on actual program usage.

Indirect Costs $5,449 Funds are required for indirect LACOE services such as Payroll, 
Purchasing, Accounts Payable, Risk Management, LACOE 

 Senior Management, etc.  Additional programs that were previously
charged to the Allocated Direct Support line item are now included
in this higher rate.  They are Personnel Commission, Human Resources, 
Labor Relations, and Technology Support Services.
The indirect rate to be charged for 2024-25 is 10.18%. 

$15,270 Funds are required for indirect LACOE services such as Contracts, 
Purchasing, Accounts Payable, LACOE Management, etc.
The indirect rate to be charged for 2024-25 is 10.18%. 

Amount Narrative/Justification

Indirect Costs on Invoice Processing 
(Caseload Driven)



 
EXHIBIT B 

 

 
Job Readiness, Career Planning, and Vocational Assessment Services 312 
Contract #: JRCP-24-01                                          

 
 
 
 
 
 
 
 
 
 
 
 

PROJECT NAME: START/CFET VOCATIONAL ASSESSMENT

CONTRACTOR: L.A. County Office of Education            CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 7/01/2024 - 6/30/2027            TELEPHONE NUMBER: (562)  922-8675

DIRECT SERVICES (1)

LIST TYPES OF SERVICE:
ESTIMATED 
CASELOAD

COST PER 
CASE TOTAL COST

1 START/CFET Vocational/Career  
2    Assessment Complete 450                         $325.00 146,250$           
3
4 START/CFET Vocational/Career  
5    Assessment Partial 23                          $162.50 3,750                 
6
7
8
9
10
11
12
13
14
15
16
17
18 150,000$           
19
20
21 Indirect on Assessment Payments (Caseload Driven) @10.18% 15,270               

165,270$           

Footnote:

(1)

DIRECT SERVICE PROVIDER BUDGET

Total Direct Services Cost

Contractors are required to complete a budget narrative for each separate line item in their budget.  
All figures and compilations must be clearly explained.



 
EXHIBIT B 

 

 
Job Readiness, Career Planning, and Vocational Assessment Services 313 
Contract #: JRCP-24-01                                          

 
 
 
 
 
 
 

Department or Agency Los Angeles County Office of Education Fiscal Year: 2024 - 2025
Contact Person Neha Patel MOU Date:
Phone No. (562) 922-8675 Contract #

1 $1,000.00

  

  

  

  

DPSS  Review / Approval  (circle one):

Title:
Date:

Justification Submitted   Yes   No

 

 

 

 

  

  

 

Item # Unit Cost Total CostQuantityDescription

EDP EQUIPMENT SCHEDULE

START/CFET VOCATIONAL ASSESSMENT

$1,000.00

 

 

 

 

1Computer

 - No EDP equipment over $5,000 per item.

GRAND TOTAL $1,000.00

Name:
Division/Section

 - OMB Circular A-87 provides that the cost of equipment must "be reasonable and necessary for proper  and efficient 
performance and administration of the project."  



 
EXHIBIT B 

 

 
Job Readiness, Career Planning, and Vocational Assessment Services 314 
Contract #: JRCP-24-01                                          

 
 
 
 

Fiscal Year:

Prepared by: Neha Patel
Phone No. 562-922-8675

Use additional sheets as needed.

START/CFET VOCATIONAL ASSESSMENT
 

 

Computer will used by contactor staff to perform the duties required by the contract 

2024 - 2025

EDP EQUIPMENT SCHEDULE 

JUSTIFICATION

 

 

including monitoring, tracking, and creating reports.  The requested computer would 

be used to replace broken or out-dated equipment. It will be purchased on as-needed basis.

 

 

 

 

 

 



 
EXHIBIT B 

 

 
Job Readiness, Career Planning, and Vocational Assessment Services 315 
Contract #: JRCP-24-01                                          

 
 
 
 

   
PROJECT NAME: REFUGEE EMPLOYMENT PROGRAM - CALWORKS

CONTRACTOR: L.A. County Office of Education            CONTACT PERSNeha Patel
CONTRACT PERIOD: 7/01/2024 - 6/30/2027            TELEPHONE NU(562) 922-8675
FISCAL YEAR: 2024 - 2025

ADMINISTRATIVE COSTS:  
Cost

ADMINISTRATIVE OPERATING COSTS  Yearly Cost

GPM (Accounting) 35,000                   

Operating Costs -  Subtotal (d) 35,000$                 

Percentage Yearly Cost
INDIRECT COSTS (List approved %)

Indirect Cost  - Subtotal 10.18% (e) 3,563$                   

Total Administrative Cost (The sum of line c,d,e) (f) 38,563$                 

DIRECT SERVICES COSTS:
Cost

Salaries and Benefits for Staff Providing Direct Services:
Salaries (from Personnel Schedule) (g) 136,179$               
Fringe Benefits (from Personnel Schedule) (h) 89,744                   

Personnel Subtotal (line g+h) (i) 225,923$               

DIRECT SERVICES OPERATING COSTS Yearly Cost

Office Supplies, Instructional Materials, Other Books 10,419$                 
Contract Services - Other 14,233                   
Mileage 2,500                    
Telephone 3,500                    
Operations Services 3,000                    
Security Services 7,105                    
Rent/Lease - Land & Building 75,609                   

Operating Costs -  Subtotal (j) 116,366$               

Percentage Yearly Cost
INDIRECT COSTS (List approved %)

Indirect Cost  - Subtotal 10.18% (l) 27,148$                 

Total Direct Services Costs (line i,j,k,l) (m) 369,437$               

Total Contract Cost (line f+m) (n) 408,000$               

Note:
(1) Provide a narrative for each line item to justify that the cost is both reasonable and necessary to the project. 
(2) All costs must be reasonable and prorated by the percentage of uses in serving specified target population.
(3) Indirect cost rate has been finalized for 2024-25 at 10.18%

Budget increase justification:
(1) To cover the salary and benefits increase due to COLA.

(3) Higher costs of rent/lease building, security guards and services.

LINE ITEM BUDGET

 Indirect for rental
excluded from the

base.  

(2) Grant Project Management (Accounting) needs a higher budget due to the new invoice template, invoice itemization of administrative and direct 
services, budget modifications and monthy expense/budget justifications.



 
EXHIBIT B 

 

 
Job Readiness, Career Planning, and Vocational Assessment Services 316 
Contract #: JRCP-24-01                                          

 
 
 
 
 
 
 
 
 
 
 
 
 
 

CONTRACTOR: Los Angeles County Office of Education CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 7/01/2024 - 6/30/2027 TELEPHONE NUMBER: (562) 922-8675
FISCAL YEAR: 2024 - 2025

Section I

NUMBER OF 
POSITIONS

MONTHLY/ 
HOURLY SALARY

% TIME 
ALLOCATION

TOTAL 
MONTHLY COST

TOTAL ANNUAL 
COST

  
Site Manager 1 10,369$                25% 2,592$               31,107$                  
Employment Coaches 2 8,756$                  50% 8,756$               105,072$                

Total Salaries: 11,348 136,179$                

Section II

EMPLOYEE BENEFITS BY CLASSIFICATION SITE MANAGER EMPLOYMENT 
COACHES TOTAL

Health Plan (3) 20,108$               19,529$                39,637$           
Dental Plan  (Included in Health Plan)
Retirement 42,617$               35,987$                78,604$           
SUI 62$                      53$                      115$               
Social Security and/or Medicare 9,519$                 8,038$                  17,557$           
Worker's Compensation 6,545$                 5,527$                  12,072$           
OPEB (Post Employment) 751$                    711$                    1,462$            
Holidays
Sick Leave
Vacation
Life Insurance
Fringe Benefits per Classification

            Fringe Benefit Subtotal 79,602$               69,844$                149,446$         
            % Time Allocation 25% 100%
Total Fringe Benefits (4): 19,900$               69,844$                89,744$           

Footnotes:
(1)     Annual Year is Fiscal Year
(2)     Contractors must be in compliance with the County's Living Wage Ordinance.
(3)     Indicate if Cafeteria Plan
(4)     Fringe Benefits Subtotal per Classification x  number of position
(5)     Change the column heading to the name of the position and provide benefit information for that position

PERSONNEL SCHEDULE

PERSONNEL  SALARIES (2) POSITION 
CLASSIFICATION



 
EXHIBIT B 

 

 
Job Readiness, Career Planning, and Vocational Assessment Services 317 
Contract #: JRCP-24-01                                          

 

Line Item Narrative/Justification.
Other Books, Instructional $10,419 Funds are required to purchase books that benefit the program 
Materials, and Office Supplies and clients.  This allows staff to remain current on the latest 

techniques and literature in the area of job readiness and career 
preparation. 

Funds are required to provide instructional materials for client and staff use.
Additional instructional materials may be purchased that directly
benefit the client or that will be used for motivational training for 
both County and Contractor staff with the purpose of increasing
placements.

Funds are required to provide office supplies to staff in all regions 
and to GAIN Job Services administration. The items are warehoused
and inventoried for staff to service our clients. 

Contract Services - Other $14,233 LACOE does not have additional contracts at this time but may potentially 
use funds to contract for needed/required services in future.

Mileage $2,500 Funds are required to reimburse staff for mileage pertaining to 
trips via automobile for legitimate business purposes related to 
this program.  The 2024 LACOE rate is $0.67 per mile.  
Amount includes costs for staff based in all regions as well as 
GAIN Job Services administration. 

Telephone $3,500 Funds are required for telephone/internet service at job club sites
in all regions and telephone/internet service for contract staff
located at LACOE GAIN Headquarters.
This amount also includes cell phone costs for select managers.

Building Operations $3,000 Funds are required for building maintenance expenses, operating 
services, and operating supplies at all GAIN job club sites and 
LACOE GAIN Headquarters. These services include ongoing maintenance 
charges as well as one-time repair fees.  Contract custodian cost 
for job club sites is included in this estimate.  

Security Services $7,105 Funds are required for security services at all GAIN job club sites 
and LACOE GAIN Headquarters. Staff and client security is a major 
priority for our division.  Cost is based on prior years’ expenditure.

Rent/Lease Building $75,609 Funds are required for rent/leases at GAIN job club sites and at 
LACOE GAIN Headquarters.  Leased job club site spaces include 
Airport, Lancaster, El Monte, Pomona, Downtown, Carson, 
Downey, East Los Angeles, Palmdale, North Hollywood, 
Santa Clarita, and Glendale.  
Amount estimated on prior year's expenditure.

GPM (Accounting) $35,000 Funds are required for LACOE Federal, State, Special Grants and
Contracts unit.  This unit handles accounting and invoicing for this
program.  Funds are allocated based on actual program usage.

Indirect Cost $30,711 Funds are required for indirect LACOE services such as Payroll, 
Purchasing, Accounts Payable, Risk Management, LACOE 
Senior Management, etc.  Additional programs that were previously
charged to the Allocated Direct Support line item are now included
in this higher rate.  They are Personnel Commission, Human Resources, 
Labor Relations, and Technology Support Services.
The indirect rate to be charged for 2024-25 is 10.18%. 

Contract Budget Narrative



 
EXHIBIT B 

 

 
Job Readiness, Career Planning, and Vocational Assessment Services 318 
Contract #: JRCP-24-01                                          

 
 
 
 
 
 
 

   
PROJECT NAME: REFUGEE EMPLOYMENT PROGRAM - NON-CALWORKS

CONTRACTOR: L.A. County Office of Education            CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 7/01/2024 - 6/30/2027            TELEPHONE NUMBER: (562) 922-8675
FISCAL YEAR: 2024 - 2025

ADMINISTRATIVE COSTS:  

ADMINISTRATIVE OPERATING COSTS  Yearly Cost
GPM (Accounting) 15,000              

Operating Costs -  Subtotal (d) 15,000$             

Percentage Yearly Cost
INDIRECT COSTS (List approved %)

Indirect Cost  - Subtotal 10.18% (e) 1,527$              

Total Administrative Cost (The sum of line c,d,e) (f) 16,527$                 

DIRECT SERVICES COSTS:
Cost

Salaries and Benefits for Staff Providing Direct Services:
Salaries (from Personnel Schedule) (g) 16,729$             
Fringe Benefits (from Personnel Schedule) (h) 10,964              

Personnel Subtotal (line g+h) (i) 27,693$             

DIRECT SERVICES OPERATING COSTS Yearly Cost

Office Supplies, Instructional Materials, Other Books 2,779$              
Contract Services - Other 4,431                
Mileage 2,000                
Telephone 2,000                
Operations Services 3,000                
Security Services 3,000                
Rent/Lease - Land & Building 25,000              

Operating Costs -  Subtotal (j) 42,210$             

Percentage Yearly Cost
INDIRECT COSTS (List approved %)

Indirect Cost  - Subtotal 10.18% (l) 4,571$              

Total Direct Services Costs (line i,j,k,l) (m) 74,473$                 

Total Contract Cost (line f+m) (n) 91,000$                 

Note:
(1) Provide a narrative for each line item to justify that the cost is both reasonable and necessary to the project. 
(2) All costs must be reasonable and prorated by the percentage of uses in serving specified target population.
(3) Indirect cost rate has been finalized for 2024-25 at 10.18%

Budget increase justification:
(1) To cover the salary and benefits increase due to COLA.

(3) Higher costs of rent/lease building, security guards and services.

LINE ITEM BUDGET

 Indirect for rental
excluded from the

base.  

(2) Grant Project Management (Accounting) needs a higher budget due to the new invoice template, invoice itemization of 
administrative and direct services, budget modifications and monthy expense/budget justifications.



 
EXHIBIT B 

 

 
Job Readiness, Career Planning, and Vocational Assessment Services 319 
Contract #: JRCP-24-01                                          

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CONTRACTOR: Los Angeles County Office of Education CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 7/01/2024 - 6/30/2027 TELEPHONE NUMBER: (562) 922-8675
FISCAL YEAR: 2024 - 2025

Section I
NUMBER OF 
POSITIONS

MONTHLY/ 
HOURLY SALARY

% TIME 
ALLOCATION

TOTAL 
MONTHLY COST

TOTAL ANNUAL 
COST

  
Site Manager 1 10,369$               5% 518$                   6,221$              
Employment Coaches 1 8,756$                 10% 876$                   10,507$            

Total Salaries: 1,394 16,729$            

Section II

SITE MANAGER EMPLOYMENT 
COACHES TOTAL

Health Plan (3) 20,108$             19,529$               39,637$               
Dental Plan  (Included in Health Plan)
Retirement 42,617$             35,987$               78,604$               
SUI 62$                   53$                     115$                    
Social Security and/or Medicare 9,519$               8,038$                 17,557$               
Worker's Compensation 6,545$               5,527$                 12,072$               
OPEB (Post Employment) 751$                 711$                    1,462$                 
Holidays
Sick Leave
Vacation
Life Insurance
Fringe Benefits per Classification

            Fringe Benefit Subtotal 79,602$             69,844$               149,446$             
            % Time Allocation 5% 10%
Total Fringe Benefits (4): 3,980$               6,984$                 10,964$               

Footnotes:
(1)     Annual Year is Fiscal Year
(2)     Contractors must be in compliance with the County's Living Wage Ordinance.
(3)     Indicate if Cafeteria Plan
(4)     Fringe Benefits Subtotal per Classification x  number of position
(5)     Change the column heading to the name of the position and provide benefit information for that position

PERSONNEL SCHEDULE

PERSONNEL  SALARIES (2) POSITION 
CLASSIFICATION

EMPLOYEE BENEFITS BY CLASSIFICATION
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Job Readiness, Career Planning, and Vocational Assessment Services 320 
Contract #: JRCP-24-01                                          

 

Line Item Narrative/Justification.
Other Books, Instructional $2,779 Funds are required to purchase books that benefit the program 
Materials, and Office Supplies and clients.  This allows staff to remain current on the latest 

techniques and literature in the area of job readiness and career 
preparation. 

Funds are required to provide instructional materials for client and staff use.
Additional instructional materials may be purchased that directly
benefit the client or that will be used for motivational training for 
both County and Contractor staff with the purpose of increasing
placements.

Funds are required to provide office supplies to staff in all regions 
and to GAIN Job Services administration. The items are warehoused
and inventoried for staff to service our clients. 

Contract Services - Other $4,431 LACOE does not have additional contracts at this time but may potentially 
use funds to contract for needed/required services in future

Mileage $2,000 Funds are required to reimburse staff for mileage pertaining to 
trips via automobile for legitimate business purposes related to 
this program.  The 2024 LACOE rate is $0.67 per mile.  
Amount includes costs for staff based in all regions as well as 
GAIN Job Services administration. 

Telephone $2,000 Funds are required for telephone/internet service at job club sites
in all regions and telephone/internet service for contract staff
located at LACOE GAIN Headquarters.
This amount also includes cell phone costs for select managers.

Building Operations $3,000 Funds are required for building maintenance expenses, operating 
services, and operating supplies at all GAIN job club sites and 
LACOE GAIN Headquarters. These services include ongoing maintenance 
charges as well as one-time repair fees.  Contract custodian cost 
for job club sites is included in this estimate.  

Security Services $3,000 Funds are required for security services at all GAIN job club sites 
and LACOE GAIN Headquarters. Staff and client security is a major 
priority for our division.  Cost is based on prior years’ expenditure.

Rent/Lease Building $25,000 Funds are required for rent/leases at GAIN job club sites and at 
LACOE GAIN Headquarters.  Leased job club site spaces include 
Airport, Lancaster, El Monte, Pomona, Downtown, Carson, 
Downey, East Los Angeles, Palmdale, North Hollywood, 
Santa Clarita, and Glendale.  
Amount estimated on prior year's expenditure.

GPM (Accounting) $15,000 Funds are required for LACOE Federal, State, Special Grants and
Contracts unit.  This unit handles accounting and invoicing for this
program.  Funds are allocated based on actual program usage.

Indirect Cost $6,098 Funds are required for indirect LACOE services such as Payroll, 
Purchasing, Accounts Payable, Risk Management, LACOE 
Senior Management, etc.  Additional programs that were previously
charged to the Allocated Direct Support line item are now included
in this higher rate.  They are Personnel Commission, Human Resources, 
Labor Relations, and Technology Support Services.
The indirect rate to be charged for 2024-25 is 10.18%. 

Contract Budget Narrative



 
EXHIBIT B 

 

 
Job Readiness, Career Planning, and Vocational Assessment Services 321 
Contract #: JRCP-24-01                                          

 
 
 

   
PROJECT NAME: START/CFET

CONTRACTOR: L. A. CO. OFFICE OF EDUCATION            CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 7/01/2024 - 6/30/2027            TELEPHONE NUMBER: (562) 922-8675
FISCAL YEAR: 2024 - 2025

ADMINISTRATIVE COSTS:  
Cost

Salaries and Benefits for Administrative Staff:
Salaries (from Personnel Schedule) (a) 21,575$              
Fringe Benefits (from Personnel Schedule) (b) 13,321                

 
Personnel Subtotal (line a+b) (c) 34,896$              

ADMINISTRATIVE OPERATING COSTS  Yearly Cost
Office Supplies 2,500$                
Mileage 1,000                  
Copier 500                      
Telephone 3,000                  
Rent/Lease - Land & Building 4,800                  
GPM (Accounting) 25,000                

Operating Costs -  Subtotal (d) 36,800$              

Percentage Yearly Cost
INDIRECT COSTS (List approved %)

Indirect Cost  - Subtotal 10.18% (e) 6,810$                

Total Administrative Cost (The sum of line c,d,e) (f) 78,506$                   

DIRECT SERVICES COSTS:
Cost

Salaries and Benefits for Staff Providing Direct Services:
Salaries (from Personnel Schedule) (g) 322,264$            
Fringe Benefits (from Personnel Schedule) (h) 216,186              

Personnel Subtotal (line g+h) (i) 538,450$            

DIRECT SERVICES OPERATING COSTS Yearly Cost

Office Supplies, Instructional Materials, Other Books 11,081$              
Support Cost of Office Class/Short Term Trainings 374,000              
Non-Capitalized Equipment 12,000                
Mileage 1,200                  
Reprographics 1,000                  
Copier 1,000                  
Rent/Lease - Land & Building 7,200                  

Operating Costs -  Subtotal (j) 407,481$            

Percentage Yearly Cost
INDIRECT COSTS (List approved %)

Indirect Cost  - Subtotal* 10.18% (l) 95,563$              

Total Direct Services Costs (line i,j,k,l) (m) 1,041,494$             

Total Contract Cost (line f+m) (n) 1,120,000$             

Note:
(1) Provide a narrative for each line item to justify that the cost is both reasonable and necessary to the project. 
(2) All costs must be reasonable and prorated by the percentage of uses in serving specified target population.
(3) Indirect cost rate has been finalized for 2024-25 at 10.18%

LINE ITEM BUDGET

 Indirect for rental
excluded from the

base.  
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Job Readiness, Career Planning, and Vocational Assessment Services 322 
Contract #: JRCP-24-01                                          

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CONTRACTOR: L. A. CO. OFFICE OF EDUCATION CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 7/01/2024 - 6/30/2027 TELEPHONE NUMBER: (562) 922-8675
FISCAL YEAR: 2024 - 2025
CONTRACT EXTENSION 
PERIOD:
Section I

NUMBER OF 
POSITIONS

MONTHLY/ HOURLY 
SALARY % TIME ALLOCATION TOTAL MONTHLY COST TOTAL ANNUAL COST

Director* 1 15,328 5% 766.40$                                   9,197$                                  
Admin Analyst* 1 9,503 5% 475.15                                     5,702$                                  
Career Dev. Program Mgr.* 1 11,128 5% 556.40                                     6,677$                                  
Career Dev. Program Supr. 3 10,412 16.7% 5,216.41                                  62,597$                                
Career Dev. Prog. Spec. 5 8,240 50% 20,600.00                                247,200$                             
MicroComputer Support Tech II 1 8,156 5% 407.80                                     4,894$                                  
Admin Assistant 1 7,226 5% 361.30                                     4,336$                                  

 Warehouse Worker 1 5,396 5% 269.80                                     3,238$                                  
   

*Administrative Staff
Total Salaries: 28,653.26$                              343,839$                             

Section II

EMPLOYEE BENEFITS BY CLASSIFICATION DIRECTOR ADMIN ANALYST CAREER DEV. PROG. 
MANAGER

CAREER DEV. PROG. 
SUPERVISOR

 CAREER DEV. PROG. 
SPECIALIST  

MICROCOMP 
SUPPORT TECH II

ADMIN 
ASSISTANT

WAREHOUSE 
WORKER

TOTAL ANNUAL 
COST

Health Plan (3) 20,108.07$       20,108.07$                         20,108.07$                      20,108.07$                              19,528.80$                          19,528.80$                      19,528.80$       19,528.80$        158,547$                  
Dental Plan (included in Health Plan)
Retirement 62,998.08$       39,057.33$                         45,736.08$                      42,793.32$                              33,866.40                            33,521.16 29,698.86 22,177.56 309,849                    
SUI 91.97                 57.02                                   66.77                                62.47                                        49.44                                    48.94 43.36 32.38 452                            
Social Security and/or Medicare 14,071.10         8,723.75                             10,215.50                        9,558.22                                  7,564.32                               7,487.21 6,633.47 4,953.53 69,207                       
Worker's Compensation 9,675.03           5,998.29                             7,023.99                          6,572.05                                  5,201.09                               5,148.07 4,561.05 3,405.96 47,586                       
OPEB (Post-Employment) $876.34 $729.55 $770.50 $752.46 $697.72 $695.61 $672.17 $626.05 $5,820.39
Holidays
Sick Leave
Vacation  
Life Insurance
Fringe Benefits per Classification

            Fringe Benefit Subtotal 107,820.60$    74,674.02$                         83,920.92$                      79,846.59$                              66,907.77$                          66,429.78$                      61,137.70$       50,724.27$        591,462$                  
            % Time Allocation 5.0% 5.0% 5.0% 50% 250% 5% 5% 5%  
Total Fringe Benefits (4): 5,391$              3,734$                                 4,196$                             40,003$                                   167,269$                             3,321$                             3,057$               2,536$                229,507$                  

Footnotes:
(1)     Annual Year is Fiscal Year
(2)     Contractors must be in compliance with the County's Living Wage Ordinance.
(3)     Indicate if Cafeteria Plan
(4)     Fringe Benefits Subtotal per Classification x  number of position
(5)     Change the column heading to the name of the position and provide benefit information for that position

PERSONNEL SCHEDULE

PERSONNEL  SALARIES (2) POSITION CLASSIFICATION
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Job Readiness, Career Planning, and Vocational Assessment Services 323 
Contract #: JRCP-24-01                                          

 
 
 
 
 
 
 
 
 
 
 
 

Line Item Narrative/Justification.
Other Books, Instructional $13,581 Funds are required to purchase books that benefit the program 
Materials, and Office Supplies and clients.  This allows staff to remain current on the latest 

techniques and literature in the area of job readiness and career 
preparation. 

Funds are required to provide instructional materials for client and staff
use.  Additional instructional materials may be purchased that directly
benefit the client or that will be used for motivational training for 
both County and Contractor staff with the purpose of increasing
placements.

Funds are required to provide office supplies to staff in all regions 
and to LACOE GAIN administration. The items are warehoused
and inventoried for staff to service our clients. 

Non-capitalized Equipment $12,000 Please refer to EDP Schedule/Justification.

Mileage $2,200 Funds are required to reimburse staff for mileage pertaining to 
trips via automobile for legitimate business purposes related to 
this program.  The 2023 LACOE rate is $0.655 per mile.  
Amount includes costs for staff based in all regions as well as 
GAIN Job Services administration. 

Reprographics $1,000 Funds are required for duplication of materials as needed by the 
LACOE Reprographics Units. 

Telephone $3,000 Funds are required for telephone/internet service at job club sites
in all regions and telephone/internet service for contract staff
located at LACOE GAIN Headquarters.
This amount also includes cell phone costs for select managers.

Copier $1,500 Funds are required for copier expense incurred at all job club sites 
and at LACOE GAIN Headquarters. 

Contract Budget Narrative
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Job Readiness, Career Planning, and Vocational Assessment Services 324 
Contract #: JRCP-24-01                                          

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Line Item Narrative/Justification.
Support Costs for $374,000 Funds are requested to specifically support the non-traditional 
Requested Classes training classes offered to START clients. These classes include 

the Security Officers training, and other specialized trainings. These funds 
are used to reimburse school districts/community colleges/agencies for the 
expenses of classes that cannot be covered using their ADA. 
All training classes will be pre-approved by DPSS.

Rent/Lease Building $12,000 Funds are required for rent cost for program staff assigned to this contract.
This includes staff who provide direct service and administration staff.
Cost is based on prior years' expenditure for this program.

GPM (Accounting) $25,000 Funds are required for LACOE Federal, State, Special Grants and
Contracts unit.  This unit handles accounting and invoicing for this
program.  Funds are allocated based on actual program usage.

Indirect Cost $102,373 Funds are required for indirect LACOE services such as Payroll, 
Purchasing, Accounts Payable, Risk Management, LACOE 
Senior Management, etc.  Additional programs that were previously
charged to the Allocated Direct Support line item are now included
in this higher rate.  They are Personnel Commission, Human Resources, 
Labor Relations, and Technology Support Services.
The indirect rate to be charged for 2024-25 is 10.18%. 

Contract Budget Narrative
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Job Readiness, Career Planning, and Vocational Assessment Services 325 
Contract #: JRCP-24-01                                          

 
 
 
 
 
 
 
 
 

Department or Agency Los Angeles County Office of Education Fiscal Year: 2024 - 2025
Contact Person Neha Patel MOU Date:
Phone No. (562) 922-8675 Contract #

1 $1,200.00

DPSS  Review / Approval  (circle one):

Title:
Date:

Justification Submitted   Yes   No

START/CFET SHORT TERM TRAINING AND LAPTOP LOAN PROGRAM
 

EDP EQUIPMENT SCHEDULE

Item # Description Quantity Unit Cost Total Cost

Computers or Laptops 10 $12,000.00

 - No EDP equipment over $5,000 per item.

GRAND TOTAL $12,000.00

Name:
Division/Section

 - OMB Circular A-87 provides that the cost of equipment must "be reasonable and necessary for proper  and efficient 
performance and administration of the project."  



 
EXHIBIT B 

 

 
Job Readiness, Career Planning, and Vocational Assessment Services 326 
Contract #: JRCP-24-01                                          

 
 
 
 
 
 
 
 
 

Fiscal Year:

Prepared by: Neha Patel
Phone No. 562-922-8675

Use additional sheets as needed.

EDP EQUIPMENT SCHEDULE 

START/CFET SHORT TERM TRAINING AND LAPTOP LOAN PROGRAM
 

2024 - 2025

JUSTIFICATION

LACOE GAIN Division strives to provide high quality job readiness services to START participants in

the most efficient and cost-effective way possible.  Computers will be used by participants

to create high quality resumes and do internet job searches.  Some computers/laptops will be used by

staff to create the required reports and essential functions.

Our goal is to provide up-to-date working technology to all of our sites.  The requested computers would

be used to replace broken or out-dated equipment. It will be purchased on as-needed basis.
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Job Readiness, Career Planning, and Vocational Assessment Services 327 
Contract #: JRCP-24-01                                          

 
 
 

PROJECT NAME: GAIN/REP CALWORKS VOCATIONAL/CAREER ASSESSMENT INTERMEDIARY SERVICES

CONTRACTOR: L.A. County Office of Education            CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 7/01/2024 - 6/30/2027            TELEPHONE NUMBER: (562) 922-8675
FISCAL YEAR: 2024 - 2025

ADMINISTRATIVE COSTS:  
 

           DIRECT COSTS 

Salaries & Benefits (See Personnel Schedule) Total Cost

Case Management/Administrative Staff:

Salaries 16,431$           
Fringe Benefits 10,823            

Personnel Subtotal 27,254$           

          OPERATING COSTS   Annual Cost
 

Office and Other Supplies 905$               
Mileage  475                 
Travel/Conferences 125                 
Reprographics 50                   
Telephone 125                 
Copier 150                 
Contract Services - Other 1,069              
Contract Services - Temp Agency 1,000              
Telephone Service & Maintenance 200                 
Rent/Lease-Land & Building 4,000              
GPM-Accounting Services 2,000              

Operating Costs -  Subtotal 10,099$           

           INDIRECT COSTS (List all appropriate)
 Percentage  Annual Cost

Indirect Cost  - Subtotal 10.18% 3,395$            

Subtotal Administrative Costs 40,748$           

Estimated Indirect Cost on Invoice Processing (Caseload Driven) 14,252$           

Total Administrative Costs 55,000$           

ESTIMATED DIRECT SERVICES COSTS (Caseload Driven):

          DIRECT SERVICES
CW REP Vocational/Career Assessment & LD Evaluation 140,000$         

140,000$         

Grand Total Contract Cost 195,000$         

Footnotes:
(1)
(2)
(3) Indirect cost rate has been finalized for 2024-25 at 10.18%

Total

All Operating costs must be reasonable and prorated by the percentage of uses in serving CalWORKs participants if costs includes other programs cost.
DPSS prior approval is required for purchases of any Information Technology (IT) equipment.  Attach EDP Equipment Schedule. 
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Job Readiness, Career Planning, and Vocational Assessment Services 328 
Contract #: JRCP-24-01                                          

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CONTRACTOR: L.A. County Office of Education CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 7/01/2024 - 6/30/2027 TELEPHONE NUMBER: (562) 922-8675
FISCAL YEAR:

Section I
NUMBER OF 
POSITIONS

MONTHLY/ HOURLY 
SALARY

% TIME 
ALLOCATION

TOTAL 
MONTHLY COST

TOTAL 
ANNUAL COST

  
Career Development Prog Manager 1 11,086$                          5% 554$                      6,652$                
Voc Assessment Monitoring Spec 1 9,071$                            5% 454$                      5,443$                
Admin Assistant 1 7,226$                            5% 361$                      4,336$                

Total Salaries: 1,369$                   16,431$              

Section II

CAREER 
DEVELOPMENT 

PROG MANAGER

VOC ASSESS 
MONITORING SPEC

ADMIN 
ASSISTANT TOTAL

Health Plan (3) 20,108$                        19,529$                          19,529$              59,166$                 
Dental Plan (Included in Health Plan)
Retirement 45,563$                        37,282$                          29,699$              112,544$              
SUI 67$                                54$                                  43$                      164$                      
Social Security and/or Medicare 10,177$                        8,327$                            6,633$                25,138$                 
Worker's Compensation 6,997$                          5,726$                            4,561$                17,284$                 
OPEB (Post Employment) 769$                             719$                               672$                   2,160$                   
Holidays
Sick Leave
Vacation
Life Insurance
Fringe Benefits per Classification

     Fringe Benefit Subtotal 83,682$                        71,636$                          61,138$              216,456$              
     % of Time Allocation by Classification 5% 5% 5%
Total Fringe Benefits (4): 4,184$                          3,582$                            3,057$                10,823$                 

Footnotes:
(1)     Annual Year is Fiscal Year
(2)     Contractors must be in compliance with the County's Living Wage Ordinance.
(3)     Indicate if Cafeteria Plan
(4)     Fringe Benefits Subtotal per Classification x  number of position
(5)     Change the column heading to the name of the position and provide benefit information for that position

PERSONNEL SCHEDULE

EMPLOYEE BENEFITS BY CLASSIFICATION

PERSONNEL  SALARIES (2) POSITION CLASSIFICATION

2024 - 2025
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Job Readiness, Career Planning, and Vocational Assessment Services 329 
Contract #: JRCP-24-01                                          

 

Line Item
Office and Other Supplies $905 Funds are required to provide office supplies to contract 

staff located at LACOE Headquarters.

Mileage $475 Funds are required to reimburse staff for mileage 
pertaining to trips via automobile for legitimate business 
purposes related to this program.  The 2024 LACOE rate is 
$0.67 per mile.  Amount includes costs for staff based in all 
regions as well as GAIN Job Services administration. 

Travel/Conferences $125 Funds are required to allow staff to attend and present at 
conferences and participate in professional development 
opportunities.

Reprographics $50 Funds are required for duplication of materials as needed 
by the LACOE Reprographics Unit.

Telephone $125 Funds are required for telephone/internet service at job club 
sites in all regions and telephone/internet service for 
contract staff located at LACOE GAIN Headquarters.  This 
amount also includes cellphone costs for select managers.

Copier $150 Funds are required for copier expense incurred at all job 
club sites and at LACOE GAIN Headquarters.

Contract Services - Other $1,069 Contract Services funds will be utilized for the following: 
Language Line - as needed for Non-Threshold Languages, 
mental health expert to diagnose learning disabilities, 
consult, and conduct training for test instruments used for 
LD evaluations; and contractor to train assessors as 
needed, or to train new assessors in program procedures 
after new RFP is awarded.

Contract Services - Temp 
Agency

$1,000 Funds would be utilized as needed to hire 
translators/interpreters. Funds are required for temporary 
clerical personnel from an outside agency when LACOE 
temporary assistance is not available.

Telephone Service & 
Maintenance

$200 Funds are required to repair and maintain equipment such 
as telephone, computers, fax machines, or printers on an as-
needed basis. 

Rent/Lease Building $4,000 Funds are required for rent at LACOE Headquarters for 
contract staff and use of job club facilities for vocational 
assessment.

GPM - Accounting Services $2,000 Funds are required for LACOE Federal, State, Special 
Grants and Contracts unit.  This unit handles accounting 
and invoicing for this program.  Funds are allocated based 
on actual program usage.

Indirect Costs $3,395 Funds are required for indirect LACOE services such as Payroll, 
Purchasing, Accounts Payable, Risk Management, LACOE 

 Senior Management, etc.  Additional programs that were previously
charged to the Allocated Direct Support line item are now included
in this higher rate.  They are Personnel Commission, Human Resources, 
Labor Relations, and Technology Support Services.
The indirect rate to be charged for 2024-25 is 10.18%. 

$14,252 Funds are required for indirect LACOE services such as Contracts, 
Purchasing, Accounts Payable, LACOE Management, etc.
The indirect rate to be charged for 2024-25 is 10.18%. 

Contract Budget Narrative
Amount Narrative/Justification

Indirect Costs on Invoice 
Processing (Caseload 
Driven)
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Contract #: JRCP-24-01                                          

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

PROJECT NAME: GAIN/REP CALWORKS VOCATIONAL/CAREER ASSESSMENT INTERMEDIARY SERVICES

CONTRACTOR: L.A. County Office of Education            CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 7/01/2024 - 6/30/2027            TELEPHONE NUMBER: (562)  922-8675

DIRECT SERVICES (1)

LIST TYPES OF SERVICE:
ESTIMATED 
CASELOAD

COST PER 
CASE TOTAL COST

1 CW REP Vocational Assessments
2    (Complete/Partial) Complete 280                      $450.00 126,050                    
3 Partial 62                        $225.00 13,950                       
4
5
6
7
8
9 140,000$                  
10
11
12 Indirect on Assessment Payments (Caseload Driven) @10.18% 14,252                       

154,252$                  

Footnote:
(1)

DIRECT SERVICE PROVIDER BUDGET

Total Direct Services Cost

Contractors are required to complete a budget narrative for each separate line item in their budget.  
All figures and compilations must be clearly explained.
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Job Readiness, Career Planning, and Vocational Assessment Services 331 
Contract #: JRCP-24-01                                          

 

  

PROJECT NAME: 

CONTRACTOR: L.A. County Office of Education            CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 7/01/2024 - 6/30/2027            TELEPHONE NUMBER: (562) 922-8675
FISCAL YEAR: 2024 - 2025

ADMINISTRATIVE COSTS:  
 

           DIRECT COSTS 

Salaries & Benefits (See Personnel Schedule) Total Cost

Case Management/Administrative Staff:

Salaries 9,858$                
Fringe Benefits 6,493                  

Personnel Subtotal 16,351$              

          OPERATING COSTS   Annual Cost
 

Office and Other Supplies 477$                   
Mileage  285                      
Travel/Conferences 75                        
Reprographics 30                        
Telephone 75                        
Copier 90                        
Contract Services - Other 641                      
Contract Services - Temp Agency 600                      
Telephone Service & Maintenance 120                      
Rent/Lease-Land & Building 2,400                  
GPM-Accounting Services 1,200                  

Operating Costs -  Subtotal 5,993$                

           INDIRECT COSTS (List all appropriate)
 Percentage  Annual Cost

Indirect Cost  - Subtotal 10.18% 2,030$                

Subtotal Administrative Costs 24,374$              

Estimated Indirect Cost on Invoice Processing (Caseload Driven) 7,126$                

Total Administrative Costs 31,500$              

ESTIMATED DIRECT SERVICES COSTS (Caseload Driven):

          DIRECT SERVICES
RCA REP Vocational/Career Assessment 70,000$              

70,000$              

Grand Total Contract Cost 101,500$            

Footnotes:
(1)

(2)

(3) Indirect cost rate has been finalized for 2024-25 at 10.18%

LINE ITEM BUDGET

Total

All Operating costs must be reasonable and prorated by the percentage of uses in serving CalWORKs participants if costs includes other programs cost.

DPSS prior approval is required for purchases of any Information Technology (IT) equipment.  Attach EDP Equipment Schedule. 

GAIN/REP NON-CALWORKS VOCATIONAL/CAREER ASSESSMENT INTERMEDIARY 
SERVICES
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CONTRACTOR: L.A. County Office of Education CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 7/01/2024 - 6/30/2027 TELEPHONE NUMBER: (562) 922-8675
FISCAL YEAR:

Section I

NUMBER OF 
POSITIONS

MONTHLY/ HOURLY 
SALARY

% TIME 
ALLOCATION

TOTAL 
MONTHLY COST

TOTAL 
ANNUAL COST

  
Career Development Prog Manager 1 11,086$                            3% 333$                      3,991$                
Voc Assessment Monitoring Spec 1 9,071$                              3% 272$                      3,266$                
Admin Assistant 1 7,226$                              3% 217$                      2,601$                

Total Salaries: 821$                      9,858$                

Section II
CAREER 

DEVELOPMENT 
PROG MANAGER

VOC ASSESS 
MONITORING SPEC

ADMIN 
ASSISTANT TOTAL

Health Plan (3) 20,108$                         19,529$                            19,529$             59,166$                 
Dental Plan (Included in Health Plan)
Retirement 45,563$                         37,282$                            29,699$             112,544$              
SUI 67$                                54$                                   43$                     164$                      
Social Security and/or Medicare 10,177$                         8,327$                              6,633$               25,138$                 
Worker's Compensation 6,997$                           5,726$                              4,561$               17,284$                 
OPEB (Post Employment) 769$                              719$                                 672$                   2,160$                   
Holidays
Sick Leave
Vacation
Life Insurance
Fringe Benefits per Classification

     Fringe Benefit Subtotal 83,682$                         71,636$                            61,138$             216,456$              
     % of Time Allocation by Classification 3% 3% 3%
Total Fringe Benefits (4): 2,510$                           2,149$                              1,834$               6,493$                   

Footnotes:
(1)     Annual Year is Fiscal Year
(2)     Contractors must be in compliance with the County's Living Wage Ordinance.
(3)     Indicate if Cafeteria Plan
(4)     Fringe Benefits Subtotal per Classification x  number of position
(5)     Change the column heading to the name of the position and provide benefit information for that position

PERSONNEL SCHEDULE

EMPLOYEE BENEFITS BY CLASSIFICATION

PERSONNEL  SALARIES (2) POSITION CLASSIFICATION

2024 - 2025
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Line Item
Office and Other Supplies $477 Funds are required to provide office supplies to contract 

staff located at LACOE Headquarters.

Mileage $285 Funds are required to reimburse staff for mileage 
pertaining to trips via automobile for legitimate business 
purposes related to this program.  The 2024 LACOE rate is 
$0.67 per mile.  Amount includes costs for staff based in all 

Travel/Conferences $75 Funds are required to allow staff to attend and present at 
conferences and participate in professional development 

Reprographics $30 Funds are required for duplication of materials as needed 
by the LACOE Reprographics Unit.

Telephone $75 Funds are required for telephone/internet service at job club 
sites in all regions and telephone/internet service for 
contract staff located at LACOE GAIN Headquarters.  This 
amount also includes cellphone costs for select managers.

Copier $90 Funds are required for copier expense incurred at all job 
club sites and at LACOE GAIN Headquarters.

Contract Services - Other $641 Contract Services funds will be utilized for the following: 
Language Line - as needed for Non-Threshold Languages, 
mental health expert to diagnose learning disabilities, 
consult, and conduct training for test instruments used for 
LD evaluations; and contractor to train assessors as 
needed, or to train new assessors in program procedures 
after new RFP is awarded.

Contract Services - Temp 
Agency

$600 Funds would be utilized as needed to hire 
translators/interpreters. Funds are required for temporary 
clerical personnel from an outside agency when LACOE 
temporary assistance is not available.

Telephone Service & 
Maintenance

$120 Funds are required to repair and maintain equipment such 
as telephone, computers, fax machines, or printers on an as-
needed basis. 

Rent/Lease Building $2,400 Funds are required for rent at LACOE Headquarters for 
contract staff and use of job club facilities for vocational 

GPM - Accounting Services $1,200 Funds are required for LACOE Federal, State, Special 
Grants and Contracts unit.  This unit handles accounting 
and invoicing for this program.  Funds are allocated based 

Indirect Costs $2,030 Funds are required for indirect LACOE services such as Payroll, 
Purchasing, Accounts Payable, Risk Management, LACOE 

 Senior Management, etc.  Additional programs that were previously
charged to the Allocated Direct Support line item are now included
in this higher rate.  They are Personnel Commission, Human Resources, 
Labor Relations, and Technology Support Services.
The indirect rate to be charged for 2024-25 is 10.18%. 

$7,126 Funds are required for indirect LACOE services such as Contracts, 
Purchasing, Accounts Payable, LACOE Management, etc.
The indirect rate to be charged for 2024-25 is 10.18%. 

Contract Budget Narrative
Amount Narrative/Justification

Indirect Costs on Invoice 
Processing (Caseload 
Driven)
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Contract #: JRCP-24-01                                          

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

PROJECT NAME: GAIN/REP NON-CALWORKS VOCATIONAL/CAREER ASSESSMENT INTERMEDIARY SERVICES

CONTRACTOR: L.A. County Office of Education            CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 7/01/2024 - 6/30/2027            TELEPHONE NUMBER: (562)  922-8675

DIRECT SERVICES (1)

LIST TYPES OF SERVICE:
ESTIMATED 
CASELOAD

COST PER 
CASE TOTAL COST

1 RCA REP Vocational Assessments
2 Complete 140               $450.00 62,962                 
3 Partial 31                 $225.00 7,038                   
4
5
6
7
8
9 70,000$              
10
11
12 Indirect on Assessment Payments (Caseload Driven) @10.18% 7,126                   

77,126$              

Footnote:
(1)

DIRECT SERVICE PROVIDER BUDGET

Total Direct Services Cost

Contractors are required to complete a budget narrative for each separate line item in their budget.  All figures and compilations 
must be clearly explained.
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EXHIBIT B - CONTRACTOR’S BUDGETS 
 

FISCAL YEAR 2025-26 
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Job Readiness, Career Planning, and Vocational Assessment Services 336 
Contract #: JRCP-24-01                                          

 

 

   
PROJECT NAME: GAIN JOB SERVICES PROGRAM

CONTRACTOR: L.A. County Office of Education            CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 07/01/2024 - 06/30/2027            TELEPHONE NUMBER: (562) 922-8675
FISCAL YEAR: 2025 - 2026

ADMINISTRATIVE COSTS:  
Cost

Salaries and Benefits for Administrative Staff:
Salaries (from Personnel Schedule) (a) 927,898$                
Fringe Benefits (from Personnel Schedule) (b) 574,474                  

 
Personnel Subtotal (line a+b) (c) 1,502,372$            

ADMINISTRATIVE OPERATING COSTS  Yearly Cost
Office Supplies 50,000$                  
Non-Capitalized Equipment 34,000                    
Mileage 5,500                      
Travel/Conferences 7,000                      
Maintenance - Equipment 2,000                      
Copier 10,000                    
Micro Parts 5,000                      
Telephone 26,000                    
Insurance-Other 5,000                      
Contract Services - Food 25,000                    
Maintenance of Land & Building 95,000                    
Operations Supplies 10,000                    
Utilities 43,000                    
Operations Services 27,000                    
Security Services 40,000                    
Staff Services 126,000                  
Rent/Lease - Land & Building 296,000                  
Records Management 4,000                      
GPM (Accounting) 114,500                  

Operating Costs -  Subtotal (d) 925,000$                

Percentage Yearly Cost
INDIRECT COSTS (List approved %)

Indirect Cost  - Subtotal* 11.68% (e) 248,944$                

Total Administrative Cost (The sum of line c,d,e) (f) 2,676,316$              

DIRECT SERVICES COSTS:
Cost

Salaries and Benefits for Staff Providing Direct Services:
Salaries (from Personnel Schedule) (g) 7,858,055$            
Fringe Benefits (from Personnel Schedule) (h) 5,451,177               

Personnel Subtotal (line g+h) (i) 13,309,232$          

DIRECT SERVICES OPERATING COSTS Yearly Cost

Office Supplies, Instructional Materials, Other Books 88,068$                  
Other Services - Interpreters/Translators, Temporary Agency 50,000                    
Support Costs for Requested Classess 2,300,000               
Contract Services - Language Line 2,000                      
Contract Services - Other 99,031                    
Non-Capitalized Equipment 179,600                  
Mileage 41,000                    
Telephone 103,000                  
Bulk Metered Postage 1,500                      
Travel/Conferences 7,000                      
Outside Conference Facilities 3,000                      
Maintenance - Equipment 5,000                      
Maintenance of Land & Building 300,000                  
Reprographics 20,000                    
Outside Printing 2,000                      
Copier 41,000                    
Micro Parts 8,000                      
Operations Supplies 30,000                    
Utilities 82,000                    
Operations Services 130,000                  
Security Services 570,000                  
Rent/Lease - Land & Building 2,330,000               
Dues/Memberships 3,000                      

Operating Costs -  Subtotal (j) 6,395,199$            

Sub-Contracted costs (from Direct Service Provider Budget)
Subcontractor 1 - Clothes The Deal 125,000                  

Sub-Contract Costs - Subtotal (k) 125,000$                

Percentage Yearly Cost
INDIRECT COSTS (List approved %)

Indirect Cost  - Subtotal* 11.68% (l) 2,032,254$            

Total Direct Services Costs (line i,j,k,l) (m) 21,861,685$           

Total Contract Cost (line f+m) (n) 24,538,000$           

Note:
(1) Provide a narrative for each line item to justify that the cost is both reasonable and necessary to the project. 
(2) All costs must be reasonable and prorated by the percentage of uses in serving specified target population.
(3) Indirect cost rate is estimated--the approval letter will be provided when the rate is finalized.

LINE ITEM BUDGET

 Indirect for rental
excluded from the

base.  
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Job Readiness, Career Planning, and Vocational Assessment Services 337 
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CONTRACTOR: Los Angeles County Office of Education CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 07/01/2024 - 06/30/2027 TELEPHONE NUMBER: (562) 922-8675
FISCAL YEAR: 2025 - 2026

Section I
NUMBER OF 
POSITIONS

MONTHLY/ HOURLY 
SALARY

% TIME 
ALLOCATION

TOTAL MONTHLY 
COST

TOTAL ANNUAL 
COST

  
Classified Administrator* 8 12,082$                        80% 77,325$                       927,898$              

    
Site Manager 8 10,339$                        75% 62,034$                       744,408$              
Employment Coaches 76 7,654$                          90% 523,534$                    6,282,403$          
Support Services Staff 11 6,997$                          90% 69,270$                       831,244$              
   

*Administrative Staff
Total Salaries: 732,162.70 8,785,952$          

Section II

CLASSIFIED 
ADMINISTRATOR SITE MANAGER EMPLOYMENT 

COACHES
SUPPORTIVE 

SERVICES STAFF TOTAL

Health Plan (3) 20,510$                   20,510$                        19,919$                 19,919$                       80,859$                
Dental Plan  (Included in Health Plan)
Retirement 49,657$                   42,493$                        31,458$                 28,758$                       152,366$              
SUI 72$                          62$                                46$                        42$                              222$                     
Social Security and/or Medicare 11,091$                   9,491$                          7,026$                   6,423$                         34,032$                
Worker's Compensation 7,626$                     6,526$                          4,831$                   4,417$                         23,400$                
OPEB (Post Employment) 804$                        760$                             693$                      676$                            2,934$                  
Holidays
Sick Leave
Vacation
Life Insurance
Fringe Benefits per Classification

            Fringe Benefit Subtotal 89,762$                   79,843$                        63,974$                 60,235$                       293,813$              
            % Time Allocation 640% 600% 6840% 990%
Total Fringe Benefits (4): 574,474$                479,059$                      4,375,792$           596,326$                    6,025,651$          

Footnotes:
(1)     Annual Year is Fiscal Year
(2)     Contractors must be in compliance with the County's Living Wage Ordinance.
(3)     Indicate if Cafeteria Plan
(4)     Fringe Benefits Subtotal per Classification x  number of position
(5)     Change the column heading to the name of the position and provide benefit information for that position

PERSONNEL SCHEDULE

PERSONNEL  SALARIES (2) POSITION 
CLASSIFICATION

EMPLOYEE BENEFITS BY CLASSIFICATION
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Line Item Narrative/Justification.
Other Books, Instructional $138,068 Funds are required to purchase books that benefit the program 
Materials, and Office Supplies and clients.  This allows staff to remain current on the latest 

techniques and literature in the area of job readiness and career 
preparation. 

Funds are required to provide instructional materials for client and staff use.
Additional instructional materials may be purchased that directly
benefit the client or that will be used for motivational training for 
both County and Contractor staff with the purpose of increasing
placements.

Funds are required to provide office supplies to staff in all regions 
and to GAIN Job Services administration. The items are warehoused
and inventoried for staff to service our clients. 

Non-capitalized Equipment $213,600 Please refer to EDP Schedule/Justification.

Mileage $46,500 Funds are required to reimburse staff for mileage pertaining to 
trips via automobile for legitimate business purposes related to 
this program.  The 2024 LACOE rate is $0.67 per mile. 
Amount includes costs for staff based in all regions as well as 
GAIN Job Services administration. 

Travel/Conference $14,000 Funds are required to allow staff to attend and present at conferences
and participate in professional development opportunities.

Outside Conference Facilities $3,000 Funds are required to rent outside conference facilities on an 
as-needed basis when LACOE facilities are unavailable or 
unsuitable for conference needs. 

Insurance-Other $5,000 Funds are required to cover auto insurance costs on GAIN 
vehicles required to make deliveries to support job club sites.  

Maintenance-Equipment $7,000 Funds are required to repair equipment such as computers, fax 
machines, or printers on an as-needed basis. 

Contract Budget Narrative
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Line Item Narrative/Justification.
Reprographics $20,000 Funds are required for printing and duplication of materials as needed

by the LACOE Reprographics Units. 

Telephone $129,000 Funds are required for telephone/internet service at job club sites
in all regions and telephone/internet service for contract staff
located at LACOE GAIN Headquarters.
This amount also includes cell phone costs for select managers.

Bulk Metered Postage $1,500 Funds are required for postal or courier charges.

Outside Printing $2,000 Funds are required to print materials with an outside printing 
vendor when the LACOE Reprographics Unit cannot process the 
requested job.  All jobs are coordinated and monitored by the 
LACOE Reprographics Supervisor.  

Copier $51,000 Funds are required for copier expense incurred at all job club sites 
and at LACOE GAIN Headquarters. 

Micro Parts $13,000 Funds are used to purchase required parts.

Contract Budget Narrative
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Line Item Narrative/Justification.
Contract Services-Clothes $125,000 Funds are required for Clothes the Deal to facilitate the donation 
the Deal and collection of clothing for GAIN clients.  CTD would establish clothing drives

nd work with large companies and retail stores targeting larger clothing. 
These funds would allow CTD to expand activities to increase number of items
available for clients.

Contract Services - Language Line $2,000 Funds would be utilized as needed to hire translators or contract with 
Language Line to serve NE-NS speaking clients.  Language Line is only used
when no translators are available.

Other Services: $50,000 Funds would be utilized as needed to hire translators/interpreters.
Interpreters/Translators and Funds are required for temporary clerical personnel from an out-
Temporary Agency side agency when LACOE temporary assistance is not available.

Contract Services - Other $99,031 LACOE does not have additional contracts at this time but may potentially 
use funds to contract for needed/required services in future

Contract Services-Food $25,000 Funds are required to contract for food services at events 
sponsored by LACOE GAIN or at the request of DPSS.  

Support Costs for $2,300,000
Requested Classes

conclusion of these classes. Included here are short term trainings focusing
on in-demand jobs. Classes would be coordinated through subcontractors
and/or provided by LACOE and these classes MUST be approved in advance
by DPSS. Agencies would only be reimbursed for actual costs.
When possible, LACOE will provide CNA trainings utilizing LACOE staff
and subcontractors.  LACOE will also provide tutoring services utilizing
LACOE staff and subcontractors to CalWORKs Teens ages 16-18 and 
CalWORKs children of any age where the parent is in Family Stabilization.
LACOE will also provide boot camps and educational classes that prepare 
participants to enroll in training for in-demand occupations or obtain their
high school diploma/equivalency diploma utilizing LACOE staff and subcontractors.
Funds will also be used for motivational training for both County and Contractor 
staff with the purpose of increasing placements.

Building Operations $592,000 Funds are required for building maintenance expenses, operating 
services, and operating supplies at all GAIN job club sites and 
LACOE GAIN Headquarters. These services include ongoing maintenance 
charges as well as one-time repair fees.  Contract custodian cost 
for job club sites is included in this estimate.  

Utilities $125,000 Funds are required to pay for utilities at all GAIN job club sites
and at LACOE GAIN Headquarters.

Security Services $610,000 Funds are required for security services at all GAIN job club sites 
and LACOE GAIN Headquarters. Staff and client security is a major 
priority for our division.  Cost is based on prior years’ expenditure.

and by educational/training providers which will lead to employmen    
Funds are requested to support and provide classes offered by LA  

Contract Budget Narrative
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Line Item Narrative/Justification.
Staff Services $126,000 Funds are required for staff services performed by other LACOE 

divisions at GAIN job club sites in all regions and at LACOE GAIN
Headquarters.  Other divisions’ personnel (including custodians
at GAIN HQ in Downey, Facility Planners, etc.), perform services
and actual documented salary costs are charged to this account.

Rent/Lease Building $2,626,000 Funds are required for rent/leases at GAIN job club sites and at 
LACOE GAIN Headquarters.  Leased job club site spaces include 
Airport, Lancaster, El Monte, Pomona, Downtown, Carson, 
Downey, East Los Angeles, Palmdale, North Hollywood, 
Santa Clarita, and Glendale.  
Amount estimated on prior year's expenditure.

Records Management $4,000 Funds are required for storage of class rosters, participant folders, 
and other data as required by the contract.  Amount estimated on
prior years' expenditure.

GPM (Accounting) $114,500 Funds are required for LACOE Federal, State, Special Grants and
Contracts unit.  This unit handles accounting and invoicing for this
program.  Funds are allocated based on actual program usage.

Indirect Cost $2,281,198 Funds are required for indirect LACOE services such as Payroll, 
Purchasing, Accounts Payable, Risk Management, LACOE 
Senior Management, etc.  Additional programs that were previously
charged to the Allocated Direct Support line item are now included
in this higher rate.  They are Personnel Commission, Human Resources, 
Labor Relations, and Technology Support Services.
The estimate indirect cost rate for 2025-26 is 11.68%--LACOE will
provide the approval letter when the rate is finalized.

Dues/Memberships $3,000 Dues and Memberships for professional organizations.
Through these memberships we promote our program and make 
employer connections. 

Professional organizations are as follows:
1.     Antelope Valley Chamber of Commerce
2.     Boyle Heights Chamber of Commerce
3.     Burbank Chamber of Commerce
4.     Carson Chamber of Commerce
5.     Chatsworth Chamber of Commerce
6.     Downey Chamber of Commerce
7.     El Monte/South El Monte Chamber of Commerce
8.     Gardena Valley Chamber
9.     Glendale Chamber of Commerce
10.  Lancaster Chamber of Commerce
11.  Palmdale Chamber of Commerce
12.  Pomona Chamber of Commerce
13.  Santa Fe Springs Chamber of Commerce
14.  South Gate Chamber of Commerce
15.  The Commerce Industrial Council Chamber of Commerce 
16.  Universal City North Hollywood Chamber of Commerce
17.  Valley Industry and Commerce Association

Contract Budget Narrative
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Department or Agency Los Angeles County Office of Education Fiscal Year: 2025 - 2026
Contact Person Neha Patel MOU Date:
Phone No. (562) 922-8675 Contract #

1 $1,200

2 $600

3 $1,500

4 $2,500

5 $4,500

6 $500

7 $500

8 $3,000

DPSS  Review / Approval  (circle one) :
Title:

Date:

Justification Submitted   Yes   No

 - No EDP equipment over $5,000 per item.

GRAND TOTAL $213,600

Name:
Division/Section

 - OMB Circular A-87 provides that the cost of equipment must "be reasonable and necessary for proper and efficient 
performance and administration of the project."  

Network wireless access points 4 $12,000

Network modem $2,000

Network fiber transceiver 4 $2,000

4

Network switches $20,000

Network firewall $18,000

8

4

Laser Printer 4 $2,400

Network software infrastructure $6,0004

Computers or Laptops 126 $151,200

GAIN JOB SERVICES PROGRAM
 

EDP EQUIPMENT SCHEDULE

Item # Description Quantity Unit Cost Total Cost
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Fiscal Year:

The current network speed and unstable connection at the sites are causing issues during classroom

instructions.  We plan to upgrade the existing network at the sites to improve the network's speed

and performance.  The estimate is $15,000 per site including the purchase of software and hardware,

such as modems, firewalls, switches, transceivers, wireless access points, etc.

Prepared by: Neha Patel
Phone No. 562-922-8675

Use additional sheets as needed.

Our goal is to provide up-to-date working technology to all of our sites.  The requested computers would

be used to replace broken, out-dated equipment. Similarly, the other equipment requested would mainly

be used as "replacement" equipment and would only be purchased on an as-needed basis.

staff to create required reports.  

EDP EQUIPMENT SCHEDULE 

GAIN JOB SERVICES PROGRAM
 

2025 - 2026

JUSTIFICATION

LACOE GAIN strives to provide high quality job readiness services to GAIN participants in

the most efficient and cost-effective way possible.  Computers and printers will be used by participants

to create high quality resumes and do internet job searches.  Some computers/laptops will be used by
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PROJECT NAME: GAIN JOB READINESS & CAREER PLANNING SERVICES - ORIENTATION

CONTRACTOR: L.A. County Office of Education            CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 07/01/2024 - 06/30/2027            TELEPHONE NUMBER: (562) 922-8675
FISCAL YEAR: 2025 - 2026

ADMINISTRATIVE COSTS:  
Cost

Salaries and Benefits for Administrative Staff:
Salaries (from Personnel Schedule) (a) 63,428$              
Fringe Benefits (from Personnel Schedule) (b) 38,272                

 
Personnel Subtotal (line a+b) (c) 101,700$            

ADMINISTRATIVE OPERATING COSTS  Yearly Cost
Office Supplies 12,604$              
Non-Capitalized Equipment 2,000                  
Mileage 1,500                  
Travel/Conferences 1,000                  
Maintenance - Equipment 1,000                  
Copier 1,000                  
Telephone 4,000                  
Maintenance of Land & Building 2,000                  
Operations Services 3,000                  
Security Services 3,000                  
Rent/Lease - Land & Building 110,000              
GPM (Accounting) 21,000                

Operating Costs -  Subtotal (d) 162,104$            

Percentage Yearly Cost
INDIRECT COSTS (List approved %)

Indirect Cost  - Subtotal* 11.68% (e) 17,964$              

Total Administrative Cost (The sum of line c,d,e) (f) 281,768$              

DIRECT SERVICES COSTS:
Cost

Salaries and Benefits for Staff Providing Direct Services:
Salaries (from Personnel Schedule) (g) 912,072$            
Fringe Benefits (from Personnel Schedule) (h) 608,937              

Personnel Subtotal (line g+h) (i) 1,521,009$        

DIRECT SERVICES OPERATING COSTS Yearly Cost

Office Supplies, Instructional Materials, Other Books 15,713$              
Mileage 2,000                  
Bulk Metered Postage 100                      
Reprographics 500                      
Copier 1,000                  

Operating Costs -  Subtotal (j) 19,313$              

Percentage Yearly Cost
INDIRECT COSTS (List approved %)

Indirect Cost  - Subtotal* 11.68% (l) 179,910$            

Total Direct Services Costs (line i,j,k,l) (m) 1,720,232$          

Total Contract Cost (line f+m) (n) 2,002,000$          

Note:
(1) Provide a narrative for each line item to justify that the cost is both reasonable and necessary to the project. 
(2) All costs must be reasonable and prorated by the percentage of uses in serving specified target population.
(3) Indirect cost rate is estimated--the approval letter will be provided when the rate is finalized.

LINE ITEM BUDGET
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CONTRACTOR: Los Angeles County Office of Education Neha Patel
CONTRACT PERIOD: 07/01/2024 - 06/30/2027 (562) 922-8675
FISCAL YEAR: 2025 - 2026

Section I
NUMBER OF 
POSITIONS

MONTHLY/ HOURLY 
SALARY

% TIME 
ALLOCATION

TOTAL MONTHLY 
COST

TOTAL ANNUAL 
COST

  
Classified Administrator* 3 13,553                         13% 5,285.67                  63,428$               

   
Site Manager 7 10,427                         20% 14,597.80                175,174$             
Employment Coaches 7 8,562                           100% 59,934.00                719,208$             
Support Services Staff 1 7,371                           20% 1,474.20                  17,690$               
Clerical Limited Term  0 0

  
   
      
   

*Administrative Staff
Total Salaries: 81,291.67 975,500$             

Section II
CLASSIFIED 

ADMINISTRATOR SITE MANAGER EMPLOYMENT 
COACHES

SUPPORTIVE 
SERVICES STAFF TOTAL

Health Plan (3) 20,510$                   20,510$                       19,919$              19,919$                   80,859$               
Dental Plan  (Included in Health Plan)
Retirement 55,703$                   42,855$                       35,190$              30,295$                   164,042$             
SUI 81$                           63$                              51$                     44$                           239$                    
Social Security and/or Medicare 12,442$                   9,572$                         7,860$                6,767$                     36,640$               
Worker's Compensation 8,555$                     6,582$                         5,404$                4,653$                     25,193$               
OPEB (Post Employment) 841$                        763$                            716$                   686$                         3,005$                 
Holidays
Sick Leave
Vacation
Life Insurance
Fringe Benefits per Classification

            Fringe Benefit Subtotal 98,132$                   80,344$                       69,140$              62,363$                   309,980$             
            % Time Allocation 39% 140% 700% 20%  
Total Fringe Benefits (4): 38,272$                   112,481$                    483,983$           12,473$                   647,209$             

Footnotes:
(1)     Annual Year is Fiscal Year
(2)     Contractors must be in compliance with the County's Living Wage Ordinance.
(3)     Indicate if Cafeteria Plan
(4)     Fringe Benefits Subtotal per Classification x  number of position
(5)     Change the column heading to the name of the position and provide benefit information for that position

PERSONNEL SCHEDULE

PERSONNEL  SALARIES (2)
POSITION 

CLASSIFICATION

EMPLOYEE BENEFITS BY CLASSIFICATION

CONTACT PERSON:
TELEPHONE NUMBER:
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Line Item Narrative/Justification.
Other Books, Instructional $28,317 Funds are required to purchase books that benefit the program 
Materials, and Office Supplies and clients.  This allows staff to remain current on the latest 

techniques and literature in the area of job readiness and career 
preparation. 

Funds are required to provide instructional materials for client and staff use.
Additional instructional materials may be purchased that directly
benefit the client or that will be used for motivational training for 
both County and Contractor staff with the purpose of increasing
placements.

Funds are required to provide office supplies to staff in all regions 
and to GAIN Job Services administration. The items are warehoused
and inventoried for staff to service our clients. 

Non-capitalized Equipment $2,000 Please refer to EDP Schedule/Justification.

Mileage $3,500 Funds are required to reimburse staff for mileage pertaining to 
trips via automobile for legitimate business purposes related to 
this program.  The 2024 LACOE rate is $0.67 per mile.  
Amount includes costs for staff based in all regions as well as 
GAIN Job Services administration. 

Travel/Conference $1,000 Funds are required to allow staff to attend and present at conferences
and participate in professional development opportunities.

Maintenance-Equipment $1,000 Funds are required to repair equipment such as computers, fax 
machines, or printers on an as-needed basis. 

Reprographics $500 Funds are required for duplication of materials as needed by the 
LACOE Reprographics Units. 

Telephone $4,000 Funds are required for telephone/internet service at job club sites
in all regions and telephone/internet service for contract staff
located at LACOE GAIN Headquarters.
This amount also includes cellphone costs for select managers.

Bulk Metered Postage $100 Funds are required for postal or courier charges.

Copier $2,000 Funds are required for copier expense incurred at all job club sites 
and at LACOE GAIN Headquarters. 

Contract Budget Narrative
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Line Item Narrative/Justification.
Building Operations $5,000 Funds are required for building maintenance expenses, operating 

services, and operating supplies at all GAIN job club sites and 
LACOE GAIN Headquarters. These services include ongoing maintenance 
charges as well as one-time repair fees.  Contract custodian cost 
for job club sites is included in this estimate.  

Security Services $3,000 Funds are required for security services at all GAIN job club sites 
and LACOE GAIN Headquarters. Staff and client security is a major 
priority for our division.  Cost is based on prior years’ expenditure.

Rent/Lease Building $110,000 Funds are required for rent/leases at GAIN job club sites and at 
LACOE GAIN Headquarters.  Leased job club site spaces include 
Airport, Lancaster, El Monte, Pomona, Downtown, Carson, 
Downey, East Los Angeles, Palmdale, North Hollywood, 
Santa Clarita, and Glendale.  
Amount estimated on prior year's expenditure.

GPM (Accounting) $21,000 Funds are required for LACOE Federal, State, Special Grants and
Contracts unit.  This unit handles accounting and invoicing for this
program.  Funds are allocated based on actual program usage.

Indirect Cost $197,874 Funds are required for indirect LACOE services such as Payroll, 
Purchasing, Accounts Payable, Risk Management, LACOE 
Senior Management, etc.  Additional programs that were previously
charged to the Allocated Direct Support line item are now included
in this higher rate.  They are Personnel Commission, Human Resources, 
Labor Relations, and Technology Support Services.
The estimate indirect cost rate for 2025-26 is 11.68%--LACOE will provide
the approval letter when the rate is finalized.

Contract Budget Narrative
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Department or Agency Los Angeles County Office of Education Fiscal Year: 2025 - 2026
Contact Person Neha Patel MOU Date:
Phone No. (562) 922-8675 Contract #

1 $1,000

DPSS  Review / Approval  (circle one) :
Title:

Date:

Justification Submitted   Yes   No

 - No EDP equipment over $5,000 per item.

GRAND TOTAL $2,000

Name:
Division/Section

   

 - OMB Circular A-87 provides that the cost of equipment must "be reasonable and necessary for proper  and efficient 
performance  and administration of the project."  

Computer 2 $2,000

GAIN JOB READINESS & CAREER PLANNING SERVICES - ORIENTATION
 

EDP EQUIPMENT SCHEDULE

Item # Description Quantity Unit Cost Total Cost
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Fiscal Year:

Prepared by: Neha Patel
Phone No. 562-922-8675

Use additional sheets as needed.

JUSTIFICATION

LACOE GAIN strives to provide high quality job readiness services to GAIN participants in

the most efficient and cost-effective way possible.  Computers will be used by participants

to create high quality resumes and do internet job searches.  

Our goal is to provide up-to-date working technology to all of our sites.  The requested computers would

be used to replace broken or out-dated equipment. It will be purchased on as-needed basis.

EDP EQUIPMENT SCHEDULE 

GAIN JOB READINESS & CAREER PLANNING SERVICES - ORIENTATION
 

2025 - 2026
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PROJECT NAME: GAIN VOCATIONAL/CAREER ASSESSMENT INTERMEDIARY SERVICES

CONTRACTOR: L.A. County Office of Education            CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 07/01/2024 - 06/30/2027            TELEPHONE NUMBER: (562) 922-8675
FISCAL YEAR: 2025 - 2026

ADMINISTRATIVE COSTS:  
 

           DIRECT COSTS 

Salaries & Benefits (See Personnel Schedule) Total Cost

Case Management/Administrative Staff:

Salaries 243,516$                         
Fringe Benefits 157,655                           

Personnel Subtotal 401,171$                         

          OPERATING COSTS   Annual Cost
 

Office and Other Supplies 30,376$                           
Non-Capitalized Equipment 6,000                               
Mileage  3,220                               
Travel/Conferences 2,300                               
Reprographics 920                                   
Telephone 2,760                               
Bulk Metered Postage 200                                   
Copier 2,760                               
Contract Services - Other 15,000                             
Contract Services - Temp Agency 15,000                             
Telephone Service & Maintenance 3,680                               
Rent/Lease-Land & Building 75,440                             
GPM-Accounting Services 37,720                             

Operating Costs -  Subtotal 195,376$                         

           INDIRECT COSTS (List all appropriate)
 Percentage  Annual Cost

Indirect Cost  - Subtotal* 11.68% 60,865$                           

Subtotal Administrative Costs 657,412$                         

Estimated Indirect Cost on Invoice Processing (Caseload Driven) 296,088$                         

Total Administrative Costs 953,500$                         

ESTIMATED DIRECT SERVICES COSTS (Caseload Driven):

          DIRECT SERVICES
GAIN Vocational/Career Assessment 1,935,000$                     
GAIN Learning Disability Evaluation 600,000$                         

2,535,000$                     

Grand Total Contract Cost 3,488,500$                     

Footnotes:
(1)
(2)
(3) Indirect cost rate is estimated--the approval letter will be provided when the rate is finalized.
(4)

LINE ITEM BUDGET

Total

GAIN Vocational/Career Assessment direct services cost is decreased by $70,000. However, REP CalWORKs Vocational Assessment direct services 
cost is increased by $70,000 based on  FY 23-24 actuals. The overall direct services budget remains the same. 

DPSS prior approval is required for purchases of any Information Technology (IT) equipment.  Attach EDP Equipment Schedule. 
All Operating costs must be reasonable and prorated by the percentage of uses in serving CalWORKs participants if costs includes other programs cost.
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CONTRACTOR: L.A. County Office of Education CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 07/01/2024 - 06/30/2027 TELEPHONE NUMBER: (562) 922-8675
FISCAL YEAR: 2025 - 2026  

Section I

NUMBER OF 
POSITIONS MONTHLY/ HOURLY SALARY % TIME 

ALLOCATION
TOTAL MONTHLY 

COST TOTAL ANNUAL COST

  
Director 1 15,635                                                   2% 313$                              3,756$                                  
Career Development Prog Manager 1 11,308                                                   37% 4,184$                           50,208                                 
Admin Coordinator 1 11,560                                                   4% 462$                              5,544                                   
Web Coordinator 1 11,647                                                   45% 5,241$                           62,892                                 
Voc Assessment Monitoring Spec 1 9,253                                                     82% 7,587$                           91,044                                 
Admin Assistant 1 7,371                                                     32% 2,359$                           28,308                                 
Admin Assistant 1 7,371                                                     2% 147$                              1,764                                   

Total Salaries: 20,293$                        243,516$                            

Section II

DIRECTOR CAREER DEVELOPMENT PROG 
MANAGER

ADMIN. 
COORDINATOR WEB COORDINATOR VOC ASSESS 

MONITORING  SPEC
ADMIN 

ASSISTANT
ADMIN 

ASSISTANT TOTAL

Health Plan (3) 20,510$               20,510$                                                20,510$                 20,510$                        19,919$                              19,919$              19,919$              141,799$              
Dental Plan (Included in Health Plan)
Retirement 64,260$               46,476$                                                47,512$                 47,869$                        38,030$                              30,295$              30,295$              304,736$              
SUI 94$                       68$                                                        69$                         70$                                56$                                      44$                      44$                      445$                     
Social Security and/or Medicare 14,353$               10,381$                                                10,612$                 10,692$                        8,494$                                 6,767$                 6,767$                 68,065$                
Worker's Compensation 9,869$                 7,138$                                                   7,297$                    7,352$                           5,840$                                 4,653$                 4,653$                 46,800$                
OPEB (Post Employment) 894$                    785$                                                      791$                       793$                              733$                                    686$                    686$                    5,368$                  
Holidays
Sick Leave
Vacation
Life Insurance
Fringe Benefits per Classification

     Fringe Benefit Subtotal 109,980$             85,357$                                                86,791$                 87,286$                        73,073$                              62,363$              62,363$              567,213$              
     % of Time Allocation by Classification 2% 37% 4% 45% 82% 32% 2%
Total Fringe Benefits (4): 2,200$                 31,582$                                                3,472$                    39,279$                        59,919$                              19,956$              1,247$                 157,655$              

Footnotes:
(1)     Annual Year is Fiscal Year
(2)     Contractors must be in compliance with the County's Living Wage Ordinance.
(3)     Indicate if Cafeteria Plan
(4)     Fringe Benefits Subtotal per Classification x  number of position
(5)     Change the column heading to the name of the position and provide benefit information for that position

PERSONNEL SCHEDULE

PERSONNEL  SALARIES (2) POSITION CLASSIFICATION

EMPLOYEE BENEFITS BY CLASSIFICATION
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Line Item
Office and Other Supplies $30,376 Funds are required to provide office supplies to contract staff located at LACOE Headquarters.

Non-Capitalized Equipment $6,000 See EDP Schedule and Justification 

Mileage $3,220 Funds are required to reimburse staff for mileage pertaining to trips via automobile for legitimate 
business purposes related to this program.  The 2024 LACOE rate is $0.67 per mile.  Amount includes 
costs for staff based in all regions as well as GAIN Job Services administration. 

Travel/Conferences $2,300 Funds are required to allow staff to attend and present at conferences and participate in professional 
development opportunities.

Reprographics $920 Funds are required for duplication of materials as needed by the LACOE Reprographics Unit.

Telephone $2,760 Funds are required for telephone/internet service at job club sites in all regions and telephone/internet 
service for contract staff located at LACOE GAIN Headquarters.  This amount also includes cellphone 
costs for select managers.

Bulk Metered Postage $200 Funds are required for postal or courier charges.

Copier $2,760 Funds are required for copier expense incurred at all job club sites and at LACOE GAIN Headquarters.

Contract Services - Other $15,000 Contract Services funds will be utilized for the following: Language Line - as needed for Non-Threshold 
Languages, mental health expert to diagnose learning disabilities, consult, and conduct training for test 
instruments used for LD evaluations; and contractor to train assessors as needed, or to train new 
assessors in program procedures after new RFP is awarded.

Contract Services - Temp Agency $15,000 Funds would be utilized as needed to hire translators/interpreters. Funds are required for temporary 
clerical personnel from an outside agency when LACOE temporary assistance is not available.

Telephone Service & Maintenance $3,680 Funds are required to repair and maintain equipment such as telephone, computers, fax machines, or 
printers on an as-needed basis. 

Rent/Lease Building $75,440 Funds are required for rent at LACOE Headquarters for contract staff and use of job club facilities for 
vocational assessment.

GPM - Accounting Services $37,720 Funds are required for LACOE Federal, State, Special Grants and Contracts unit.  This unit handles 
accounting and invoicing for this program.  Funds are allocated based on actual program usage.

Indirect Costs $356,953 Funds are required for indirect LACOE services such as Payroll, 
Purchasing, Accounts Payable, Risk Management, LACOE 

 Senior Management, etc.  Additional programs that were previously
charged to the Allocated Direct Support line item are now included
in this higher rate.  They are Personnel Commission, Human Resources, 
Labor Relations, and Technology Support Services.
The estimate indirect cost rate for 2025-26 is 11.68%--LACOE will
provide the approval letter when the rate is finalized.

Indirect Costs on Invoice Processing (Caseload 
Driven) $296,088

Funds are required for indirect LACOE services such as Contracts, Purchasing, Accounts Payable, 
LACOE Management, etc. The estimate indirect cost rate for 2025-26 is 11.68%--LACOE will provide 
the approval letter when the rate is finalized.

Contract Budget Narrative
Narrative/Justification
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PROJECT NAME: GAIN VOCATIONAL/CAREER ASSESSMENT INTERMEDIARY SERVICES

CONTRACTOR: L.A. County Office of Education            CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 07/01/2024 - 06/30/2027            TELEPHONE NUMBER: (562)  922-8675

DIRECT SERVICES (1)

LIST TYPES OF SERVICE:
ESTIMATED 
CASELOAD

COST PER 
CASE TOTAL COST

1 GAIN Vocational/Career  
2    Assessment Complete 4,035                  $450.00 1,815,750$           
3 Partial 530                     $225.00 119,250                
4
5 GAIN Learning Disabilities
6    Evaluations Complete 550                     $1,000.00 550,000                
7 Partial 100                     $500.00 50,000                   
8
9

10 2,535,000$           
11
12
13 Estimate Indirect on Assessment Payments (Caseload Driven) @11.68% 296,088                

2,831,088$           

Footnote:
(1)
(2) Indirect cost rate is estimated--the approval letter will be provided when the rate is finalized.

DIRECT SERVICE PROVIDER BUDGET

Total Direct Services Cost

Contractors are required to complete a budget narrative for each separate line item in their budget.  All figures and compilations must be clearly explained.
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Department or Agency Los Angeles County Office of Education Fiscal Year: 2025 - 2026
Contact Person Neha Patel MOU Date:
Phone No. (562) 922-8675 Contract #

1 $1,200

  

  

  

  

DPSS  Review / Approval  (circle one) :
Title:

Date:

Justification Submitted   Yes   No

 - OMB Circular A-87 provides that the cost of equipment must "be  reasonable and necessary for proper    and efficient 

 - No EDP equipment over $5,000 per item.
   and administration of the project."  

GRAND TOTAL $6,000

Name:
Division/Section

$6,000

 

 

 

 

5Computer

 

Item # Unit Cost Total CostQuantityDescription

EDP EQUIPMENT SCHEDULE

GAIN VOCATIONAL/CAREER ASSESSMENT INTERMEDIARY SERVICES

 

 

 

 

 

  

 



 
EXHIBIT B 

 

 
Job Readiness, Career Planning, and Vocational Assessment Services 355 
Contract #: JRCP-24-01                                          

 
  

Fiscal Year:

Prepared by: Neha Patel
Phone No. 562-922-8675

Use additional sheets as needed.

 

 

 

 

including monitoring, tracking, and creating reports.  The requested computer would 

be used to replace broken or out-dated equipment. It will be purchased on as-needed basis.

 

 

 

 

GAIN VOCATIONAL/CAREER ASSESSMENT INTERMEDIARY SERVICES
 

 

Computers will used by contactor staff to perform the duties required by the contract 

2025 - 2026

EDP EQUIPMENT SCHEDULE 

JUSTIFICATION
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Job Readiness, Career Planning, and Vocational Assessment Services 356 
Contract #: JRCP-24-01                                          

 
  

  

PROJECT NAME: START/CFET VOCATIONAL ASSESSMENT

CONTRACTOR: L.A. County Office of Education            CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 07/01/2024 - 06/30/2027            TELEPHONE NUMBER: (562) 922-8675
FISCAL YEAR: 2025 - 2026

ADMINISTRATIVE COSTS:  
 

           DIRECT COSTS 

Salaries & Benefits (See Personnel Schedule) Total Cost

Case Management/Administrative Staff:

Salaries 37,870$                     
Fringe Benefits 24,767                       

Personnel Subtotal 62,637$                     

          OPERATING COSTS   Annual Cost
 

Office and Other Supplies 2,012$                       
Non-Capitalized Equipment 1,000                         
Mileage  500                             
Travel/Conferences 400                             
Reprographics 200                             
Telephone 600                             
Bulk Metered Postage 100                             
Copier 400                             
Contract Services - Other 1,500                         
Contract Services - Temp Agency 1,000                         
Telephone Service & Maintenance 400                             
Rent/Lease-Land & Building 9,000                         
GPM-Accounting Services 4,000                         

Operating Costs -  Subtotal 21,112$                     

           INDIRECT COSTS (List all appropriate)
 Percentage  Annual Cost

Indirect Cost  - Subtotal* 11.68% 8,731$                       

Subtotal Administrative Costs 92,480$                     

Estimated Indirect Cost on Invoice Processing (Caseload Driven)* 17,520$                     

Total Administrative Costs 110,000$                   

ESTIMATED DIRECT SERVICES COSTS (Caseload Driven):

          DIRECT SERVICES
START Vocational/Career Assessment (Caseload Driven) 150,000$                   

Grand Total Contract Cost 260,000$                   

Footnotes:
(1)

(2)
(3) Indirect cost rate is estimated--the approval letter will be provided when the rate is finalized.

LINE ITEM BUDGET

All Operating costs must be reasonable and prorated by the percentage of uses in serving CalWORKs participants if costs includes other programs cost.
DPSS prior approval is required for purchases of any Information Technology (IT) equipment.  Attach EDP Equipment Schedule. 



 
EXHIBIT B 

 

 
Job Readiness, Career Planning, and Vocational Assessment Services 357 
Contract #: JRCP-24-01                                          

 
  

CONTRACTOR: L.A. County Office of Education CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 07/01/2024 - 06/30/2027 TELEPHONE NUMBER: (562) 922-8675
FISCAL YEAR: 2025 - 2026

Section I
NUMBER OF 
POSITIONS

MONTHLY/ HOURLY 
SALARY

% TIME 
ALLOCATION

TOTAL MONTHLY 
COST

TOTAL ANNUAL 
COST

  
1 15,635                                     1% 156.35$                        1,876$                           
1 11,308                                     5% 565.40                          6,785                            
1 11,560                                     1% 115.60                          1,387                            
1 11,647                                     5% 582.35                          6,988                            
1 9,253                                       10% 925.30                          11,104                          
1 7,371                                       10% 737.10                          8,845                            
1 7,371                                       1% 73.71                             885                                

Total Salaries: 3,155.81$                     37,870$                        

Section II

DIRECTOR CAREER DEVELOPMENT 
PROG MANAGER

ADMIN 
COORDINATOR

WEB 
COORDINATOR

VOC ASSESS 
MONITORING SPEC

ADMIN 
ASSISTANT

ADMIN 
ASSISTANT TOTAL

Health Plan (3) 20,510$              20,510$                                   20,510$                 20,510$                        19,919$                        19,919$       19,919$       141,797$      
Dental Plan (Included in Health Plan)
Retirement 64,260$              46,476$                                   47,512$                 47,869$                        38,030$                        30,295$       30,295$       304,736$      
SUI 94$                      68$                                          69$                        70$                                56$                                44$              44$              445$             
Social Security and/or Medicare 14,353$              10,381$                                   10,612$                 10,692$                        8,494$                          6,767$         6,767$         68,065$        
Worker's Compensation 9,869$                7,138$                                     7,297$                   7,352$                          5,840$                          4,653$         4,653$         46,800$        
OPEB (Post Employment) 894$                   785$                                        791$                      793$                              733$                             686$            686$            5,368$          
Holidays
Sick Leave
Vacation
Life Insurance
Fringe Benefits per Classification

     Fringe Benefit Subtotal 109,979$            85,357$                                   86,791$                 87,286$                        73,072$                        62,363$       62,363$       567,211$      
     % of Time Allocation by Classification 1% 5% 1% 5% 10% 10% 1%
Total Fringe Benefits (4): 1,100$                4,268$                                     868$                      4,364$                          7,307$                          6,236$         624$            24,767$        

Footnotes:
(1)     Annual Year is Fiscal Year
(2)     Contractors must be in compliance with the County's Living Wage Ordinance.
(3)     Indicate if Cafeteria Plan
(4)     Fringe Benefits Subtotal per Classification x  number of position
(5)     Change the column heading to the name of the position and provide benefit information for that position

PERSONNEL SCHEDULE

PERSONNEL  SALARIES (2)

EMPLOYEE BENEFITS BY CLASSIFICATION



 
EXHIBIT B 

 

 
Job Readiness, Career Planning, and Vocational Assessment Services 358 
Contract #: JRCP-24-01                                          

 
  

Line Item Amount
Office and Other Supplies $2,012 Funds are required to provide office supplies to contract staff located at LACOE 

Headquarters.

Non-Capitalized Equipment $1,000 See EDP Schedule and Justification 

Mileage $500 Funds are required to reimburse staff for mileage pertaining to trips via automobile for 
legitimate business purposes related to this program. The 2024 LACOE rate is $0.67 per 
mile.  Amount includes costs for staff based in all regions as well as GAIN Job Services 
administration. 

Travel/Conferences $400 Funds are required to allow staff to attend and present at conferences and participate in 
professional development opportunities.

Reprographics $200 Funds are required for duplication of materials as needed by the LACOE Reprographics 
Unit.

Telephone $600 Funds are required for telephone/internet service at job club sites in all regions and 
telephone/internet service for contract staff located at LACOE GAIN Headquarters.  This 
amount also includes cellphone costs for select managers.

Bulk Metered Postage $100 Funds are required for postal or courier charges.

Copier $400 Funds are required for copier expense incurred at all job club sites and at LACOE GAIN 
Headquarters.

Contract Services - Other $1,500 Contract Services funds will be utilized for the following: Language Line - as needed for Non-
Threshold Languages, mental health expert to diagnose learning disabilities, consult, and 
conduct training for test instruments used for LD evaluations; and contractor to train 
assessors as needed, or to train new assessors in program procedures after new RFP is 
awarded.

Contract Services - Temp Agency $1,000 Funds would be utilized as needed to hire translators/interpreters. Funds are required for 
temporary clerical personnel from an outside agency when LACOE temporary assistance is 
not available.

Telephone Service & Maintenance $400 Funds are required to repair and maintain equipment such as telephone, computers, fax 
machines, or printers on an as-needed basis. 

Rent/Lease Building $9,000 Funds are required for rent at LACOE Headquarters for contract staff and use of job club 
facilities for vocational assessment.

GPM - Accounting Services $4,000 Funds are required for LACOE Federal, State, Special Grants and Contracts unit.  This unit 
handles accounting and invoicing for this program.  Funds are allocated based on actual 
program usage.

Indirect Costs $8,731 Funds are required for indirect LACOE services such as Payroll, Purchasing, Accounts 
Payable, Risk Management, LACOE Senior Management, etc.  Additional programs that 
were previously charged to the Allocated Direct Support line item are now included in this 
higher rate.  They are Personnel Commission, Human Resources, Labor Relations, and 
Technology Support Services. The estimate indirect cost rate for 2025-26 is 11.68%--
LACOE will provide the approval letter when the rate is finalized.

$17,520 Funds are required for indirect LACOE services such as Contracts, 
Purchasing, Accounts Payable, LACOE Management, etc.
The estimate indirect cost rate for 2025-26 is 11.68%--LACOE will
provide the approval letter when the rate is finalized.

Contract Budget Narrative
Narrative/Justification

Indirect Costs on Invoice Processing 
(Caseload Driven)
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Job Readiness, Career Planning, and Vocational Assessment Services 359 
Contract #: JRCP-24-01                                          

 
  

PROJECT NAME: START/CFET VOCATIONAL ASSESSMENT

CONTRACTOR: L.A. County Office of Education            CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 07/01/2024 - 06/30/2027            TELEPHONE NUMBER: (562)  922-8675

DIRECT SERVICES (1)

LIST TYPES OF SERVICE: ESTIMATED CASELOAD
COST PER 

CASE TOTAL COST

1 START Vocational/Career  
2    Assessment Complete 450                                                            $325.00 146,250$            
3
4
5 START Vocational/Career  
6    Assessment Partial 23                                                               $162.50 3,750                   
7
8
9
10
11
12
13
14
15
16
17
18 150,000$            
19
20
21 Estimate Indirect on Assessment Payments (Caseload Driven) @11.68% 17,520                 

167,520$            

Footnote:
(1)
(2) Indirect cost rate is estimated--the approval letter will be provided when the rate is finalized.

DIRECT SERVICE PROVIDER BUDGET

Total Direct Services Cost

Contractors are required to complete a budget narrative for each separate line item in their budget.  All figures and compilations must be clearly explained.



 
EXHIBIT B 

 

 
Job Readiness, Career Planning, and Vocational Assessment Services 360 
Contract #: JRCP-24-01                                          

 
  

Department or Agency Los Angeles County Office of Education Fiscal Year: 2025 - 2026
Contact Person Neha Patel MOU Date:
Phone No. (562) 922-8675 Contract #

1 $1,000

  

  

  

  

DPSS  Review / Approval  (circle one) :
Title:

Date:

Justification Submitted   Yes   No

 - OMB Circular A-87 provides that the cost of equipment must "be reasonable and necessary for proper  and efficient 
performance    and administration of the project."  
 - No EDP equipment over $5,000 per item.

GRAND TOTAL $1,000

Name:
Division/Section

$1,000

 

 

 

 

1Computer

EDP EQUIPMENT SCHEDULE

START/CFET VOCATIONAL ASSESSMENT
 

Item # Unit Cost Total CostQuantityDescription

 

 

 

 

 

  

 



 
EXHIBIT B 

 

 
Job Readiness, Career Planning, and Vocational Assessment Services 361 
Contract #: JRCP-24-01                                          

 
  

Fiscal Year:

Prepared by: Neha Patel
Phone No. 562-922-8675

Use additional sheets as needed.

 

 

 

including monitoring, tracking and creating reports.  The requested computer would 

be used to replace broken or out-dated equipment. It will be purchased on as-needed basis.

 

 

 

 

START/CFET VOCATIONAL ASSESSMENT
 

 

Computer will used by contactor staff to perform the duties required by the contract 

2025 - 2026

EDP EQUIPMENT SCHEDULE 

JUSTIFICATION



 
EXHIBIT B 

 

 
Job Readiness, Career Planning, and Vocational Assessment Services 362 
Contract #: JRCP-24-01                                          

 
  

   
PROJECT NAME: REFUGEE EMPLOYMENT PROGRAM - CALWORKS

CONTRACTOR: L.A. County Office of Education            CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 07/01/2024 - 06/30/2027            TELEPHONE NUMBER: (562) 922-8675
FISCAL YEAR: 2025 - 2026

ADMINISTRATIVE COSTS:  
Cost

ADMINISTRATIVE OPERATING COSTS  Yearly Cost

GPM (Accounting) 36,000                

Operating Costs -  Subtotal (d) 36,000$              

Percentage Yearly Cost
INDIRECT COSTS (List approved %)

Indirect Cost  - Subtotal* 11.68% (e) 4,205$                

Total Administrative Cost (The sum of line c,d,e) (f) 40,205$                   

DIRECT SERVICES COSTS:
Cost

Salaries and Benefits for Staff Providing Direct Services:
Salaries (from Personnel Schedule) (g) 138,900$            
Fringe Benefits (from Personnel Schedule) (h) 91,538                

Personnel Subtotal (line g+h) (i) 230,438$            

DIRECT SERVICES OPERATING COSTS Yearly Cost

Office Supplies, Instructional Materials, Other Books 10,137$              
Contract Services - Other 15,000                
Mileage 2,500                  
Telephone 3,500                  
Operations Services 3,000                  
Security Services 7,000                  
Rent/Lease - Land & Building 78,500                

Operating Costs -  Subtotal (j) 119,637$            

Percentage Yearly Cost
INDIRECT COSTS (List approved %)

Indirect Cost  - Subtotal* 11.68% (l) 31,720$              

Total Direct Services Costs (line i,j,k,l) (m) 381,795$                

Total Contract Cost (line f+m) (n) 422,000$                

Note:
(1) Provide a narrative for each line item to justify that the cost is both reasonable and necessary to the project. 
(2) All costs must be reasonable and prorated by the percentage of uses in serving specified target population.
(3) Indirect cost rate is estimated--the approval letter will be provided when the rate is finalized.

Budget increase justification:
(1) To cover the salary and benefits increase due to COLA.

(3) Higher costs of rent/lease building, security guards and services.

 Indirect for rental
excluded from the

base.  

(2) Grant Project Management (Accounting) needs a higher budget due to the new invoice template, invoice itemization of administrative and direct services, budget modifications and 
monthy expense/budget justifications.

LINE ITEM BUDGET



 
EXHIBIT B 

 

 
Job Readiness, Career Planning, and Vocational Assessment Services 363 
Contract #: JRCP-24-01                                          

 
  

CONTRACTOR: Los Angeles County Office of Education CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 07/01/2024 - 06/30/2027 TELEPHONE NUMBER: (562) 922-8675
FISCAL YEAR: 2025 - 2026

Section I

NUMBER OF 
POSITIONS

MONTHLY/ HOURLY 
SALARY

% TIME 
ALLOCATION

TOTAL 
MONTHLY 

COST

TOTAL 
ANNUAL COST

  
Site Manager 1 10,576$                               25% 2,644$            31,728$             
Employment Coaches 2 8,931$                                 50% 8,931$            107,172$           

Total Salaries: 11,575.00 138,900$           

Section II

SITE MANAGER EMPLOYMENT 
COACHES TOTAL

Health Plan (3) 20,510$                 19,919$                               40,430$                   
Dental Plan  (Included in Health Plan)
Retirement 43,467$                 36,706$                               80,174$                   
SUI 63$                         54$                                       117$                         
Social Security and/or Medicare 9,709$                   8,199$                                 17,907$                   
Worker's Compensation 6,676$                   5,637$                                 12,313$                   
OPEB (Post Employment) 766$                       725$                                    1,491$                      
Holidays
Sick Leave
Vacation
Life Insurance
Fringe Benefits per Classification

            Fringe Benefit Subtotal 81,192$                 71,240$                               152,432$                 
            % Time Allocation 25% 100%
Total Fringe Benefits (4): 20,298$                 71,240$                               91,538$                   

Footnotes:
(1)     Annual Year is Fiscal Year
(2)     Contractors must be in compliance with the County's Living Wage Ordinance.
(3)     Indicate if Cafeteria Plan
(4)     Fringe Benefits Subtotal per Classification x  number of position
(5)     Change the column heading to the name of the position and provide benefit information for that position

PERSONNEL SCHEDULE

PERSONNEL  SALARIES (2) POSITION 
CLASSIFICATION

EMPLOYEE BENEFITS BY CLASSIFICATION
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Job Readiness, Career Planning, and Vocational Assessment Services 364 
Contract #: JRCP-24-01                                          

 
  

Line Item Narrative/Justification.
Other Books, Instructional $10,137 Funds are required to purchase books that benefit the program 
Materials, and Office Supplies and clients.  This allows staff to remain current on the latest 

techniques and literature in the area of job readiness and career 
preparation. 

Funds are required to provide instructional materials for client and staff use.
Additional instructional materials may be purchased that directly
benefit the client or that will be used for motivational training for 
both County and Contractor staff with the purpose of increasing
placements.

Funds are required to provide office supplies to staff in all regions 
and to GAIN Job Services administration. The items are warehoused
and inventoried for staff to service our clients. 

Contract Services - Other $15,000 LACOE does not have additional contracts at this time but may potentially 
use funds to contract for needed/required services in future.

Mileage $2,500 Funds are required to reimburse staff for mileage pertaining to 
trips via automobile for legitimate business purposes related to 
this program.  The 2024 LACOE rate is $0.67 per mile.  
Amount includes costs for staff based in all regions as well as 
GAIN Job Services administration. 

Telephone $3,500 Funds are required for telephone/internet service at job club sites
in all regions and telephone/internet service for contract staff
located at LACOE GAIN Headquarters.
This amount also includes cell phone costs for select managers.

Building Operations $3,000 Funds are required for building maintenance expenses, operating 
services, and operating supplies at all GAIN job club sites and 
LACOE GAIN Headquarters. These services include ongoing maintenance 
charges as well as one-time repair fees.  Contract custodian cost 
for job club sites is included in this estimate.  

Security Services $7,000 Funds are required for security services at all GAIN job club sites 
and LACOE GAIN Headquarters. Staff and client security is a major 
priority for our division.  Cost is based on prior years’ expenditure.

Rent/Lease Building $78,500 Funds are required for rent/leases at GAIN job club sites and at 
LACOE GAIN Headquarters.  Leased job club site spaces include 
Airport, Lancaster, El Monte, Pomona, Downtown, Carson, 
Downey, East Los Angeles, Palmdale, North Hollywood, 
Santa Clarita, and Glendale.  
Amount estimated on prior year's expenditure.

GPM (Accounting) $36,000 Funds are required for LACOE Federal, State, Special Grants and
Contracts unit.  This unit handles accounting and invoicing for this
program.  Funds are allocated based on actual program usage.

Indirect Cost $35,925 Funds are required for indirect LACOE services such as Payroll, 
Purchasing, Accounts Payable, Risk Management, LACOE 
Senior Management, etc.  Additional programs that were previously
charged to the Allocated Direct Support line item are now included
in this higher rate.  They are Personnel Commission, Human Resources, 
Labor Relations, and Technology Support Services.
The estimate indirect cost rate for 2025-26 is 11.68%--LACOE will provide
the approval letter when the rate is finalized.

Contract Budget Narrative



 
EXHIBIT B 

 

 
Job Readiness, Career Planning, and Vocational Assessment Services 365 
Contract #: JRCP-24-01                                          

 
  

   
PROJECT NAME: REFUGEE EMPLOYMENT PROGRAM - NON-CALWORKS

CONTRACTOR: L.A. County Office of Education            CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 07/01/2024 - 06/30/2027            TELEPHONE NUMBER: (562) 922-8675
FISCAL YEAR: 2025 - 2026

ADMINISTRATIVE COSTS:  

ADMINISTRATIVE OPERATING COSTS  Yearly Cost
GPM (Accounting) 15,500                

Operating Costs -  Subtotal (d) 15,500$              

Percentage Yearly Cost
INDIRECT COSTS (List approved %)

Indirect Cost  - Subtotal* 11.68% (e) 1,810$                

Total Administrative Cost (The sum of line c,d,e) (f) 17,310$                   

DIRECT SERVICES COSTS:
Cost

Salaries and Benefits for Staff Providing Direct Services:
Salaries (from Personnel Schedule) (g) 17,063$              
Fringe Benefits (from Personnel Schedule) (h) 11,184                

Personnel Subtotal (line g+h) (i) 28,247$              

DIRECT SERVICES OPERATING COSTS Yearly Cost

Office Supplies, Instructional Materials, Other Books 2,781$                
Contract Services - Other 4,361                  
Mileage 2,000                  
Telephone 2,000                  
Operations Services 3,000                  
Security Services 3,000                  
Rent/Lease - Land & Building 26,000                

Operating Costs -  Subtotal (j) 43,142$              

Percentage Yearly Cost
INDIRECT COSTS (List approved %)

Indirect Cost  - Subtotal* 11.68% (l) 5,301$                

Total Direct Services Costs (line i,j,k,l) (m) 76,690$                   

Total Contract Cost (line f+m) (n) 94,000$                   

Note:
(1) Provide a narrative for each line item to justify that the cost is both reasonable and necessary to the project. 
(2) All costs must be reasonable and prorated by the percentage of uses in serving specified target population.
(3) Indirect cost rate is estimated--the approval letter will be provided when the rate is finalized.

Budget increase justification:
(1) To cover the salary and benefits increase due to COLA.

(3) Higher costs of rent/lease building, security guards and services.

 Indirect for rental
excluded from the

base.  

(2) Grant Project Management (Accounting) needs a higher budget due to the new invoice template, invoice itemization of administrative and direct services, budget modifications and 
monthy expense/budget justifications.

LINE ITEM BUDGET



 
EXHIBIT B 

 

 
Job Readiness, Career Planning, and Vocational Assessment Services 366 
Contract #: JRCP-24-01                                          

 
  

CONTRACTOR: Los Angeles County Office of Education CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 07/01/2024 - 06/30/2027 TELEPHONE NUMBER: (562) 922-8675
FISCAL YEAR: 2025 - 2026

Section I

NUMBER OF 
POSITIONS

MONTHLY/ HOURLY 
SALARY

% TIME 
ALLOCATION

TOTAL 
MONTHLY 

COST

TOTAL 
ANNUAL 

COST
  

Site Manager 1 10,576$                          5% 529$           6,346$        
Employment Coaches 1 8,931$                            10% 893$           10,717$      

Total Salaries: 1,421.90 17,063$      

Section II

SITE MANAGER EMPLOYMENT 
COACHES TOTAL

Health Plan (3) 20,510$                 19,919$                          40,430$              
Dental Plan  (Included in Health Plan)
Retirement 43,467$                 36,706$                          80,174$              
SUI 63$                         54$                                 117$                   
Social Security and/or Medicare 9,709$                   8,199$                            17,907$              
Worker's Compensation 6,676$                   5,637$                            12,313$              
OPEB (Post Employment) 766$                       725$                               1,491$                
Holidays
Sick Leave
Vacation
Life Insurance
Fringe Benefits per Classification

            Fringe Benefit Subtotal 81,192$                 71,240$                          152,432$            
            % Time Allocation 5% 10%
Total Fringe Benefits (4): 4,060$                   7,124$                            11,184$              

Footnotes:
(1)     Annual Year is Fiscal Year
(2)     Contractors must be in compliance with the County's Living Wage Ordinance.
(3)     Indicate if Cafeteria Plan
(4)     Fringe Benefits Subtotal per Classification x  number of position
(5)     Change the column heading to the name of the position and provide benefit information for that position

PERSONNEL SCHEDULE

PERSONNEL  SALARIES (2) POSITION 
CLASSIFICATION

EMPLOYEE BENEFITS BY CLASSIFICATION
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Job Readiness, Career Planning, and Vocational Assessment Services 367 
Contract #: JRCP-24-01                                          

 
  

Line Item Narrative/Justification.
Other Books, Instructional $2,781 Funds are required to purchase books that benefit the program 
Materials, and Office Supplies and clients.  This allows staff to remain current on the latest 

techniques and literature in the area of job readiness and career 
preparation. 

Funds are required to provide instructional materials for client and staff use.
Additional instructional materials may be purchased that directly
benefit the client or that will be used for motivational training for 
both County and Contractor staff with the purpose of increasing
placements.

Funds are required to provide office supplies to staff in all regions 
and to GAIN Job Services administration. The items are warehoused
and inventoried for staff to service our clients. 

Contract Services - Other $4,361 LACOE does not have additional contracts at this time but may potentially 
use funds to contract for needed/required services in future

Mileage $2,000 Funds are required to reimburse staff for mileage pertaining to 
trips via automobile for legitimate business purposes related to 
this program.  The 2024 LACOE rate is $0.67 per mile.  
Amount includes costs for staff based in all regions as well as 
GAIN Job Services administration. 

Telephone $2,000 Funds are required for telephone/internet service at job club sites
in all regions and telephone/internet service for contract staff
located at LACOE GAIN Headquarters.
This amount also includes cell phone costs for select managers.

Building Operations $3,000 Funds are required for building maintenance expenses, operating 
services, and operating supplies at all GAIN job club sites and 
LACOE GAIN Headquarters. These services include ongoing maintenance 
charges as well as one-time repair fees.  Contract custodian cost 
for job club sites is included in this estimate.  

Security Services $3,000 Funds are required for security services at all GAIN job club sites 
and LACOE GAIN Headquarters. Staff and client security is a major 
priority for our division.  Cost is based on prior years’ expenditure.

Rent/Lease Building $26,000 Funds are required for rent/leases at GAIN job club sites and at 
LACOE GAIN Headquarters.  Leased job club site spaces include 
Airport, Lancaster, El Monte, Pomona, Downtown, Carson, 
Downey, East Los Angeles, Palmdale, North Hollywood, 
Santa Clarita, and Glendale.  
Amount estimated on prior year's expenditure.

GPM (Accounting) $15,500 Funds are required for LACOE Federal, State, Special Grants and
Contracts unit.  This unit handles accounting and invoicing for this
program.  Funds are allocated based on actual program usage.

Indirect Cost $7,111 Funds are required for indirect LACOE services such as Payroll, 
Purchasing, Accounts Payable, Risk Management, LACOE 
Senior Management, etc.  Additional programs that were previously
charged to the Allocated Direct Support line item are now included
in this higher rate.  They are Personnel Commission, Human Resources, 
Labor Relations, and Technology Support Services.
The estimate indirect cost rate for 2025-26 is 11.68%--LACOE will provide
the approval letter when the rate is finalized.

Contract Budget Narrative



 
EXHIBIT B 

 

 
Job Readiness, Career Planning, and Vocational Assessment Services 368 
Contract #: JRCP-24-01                                          

 
  

   
PROJECT NAME: START/CFET SHORT TERM TRAINING AND LAPTOP LOAN PROGRAM

CONTRACTOR: L. A. CO. OFFICE OF EDUCATION            CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 07/01/2024 - 06/30/2027            TELEPHONE NUMBER: (562) 922-8675
FISCAL YEAR: 2025 - 2026

ADMINISTRATIVE COSTS:  
Cost

Salaries and Benefits for Administrative Staff:
Salaries (from Personnel Schedule) (a) 22,007$              
Fringe Benefits (from Personnel Schedule) (b) 13,587                

 
Personnel Subtotal (line a+b) (c) 35,594$              

ADMINISTRATIVE OPERATING COSTS  Yearly Cost

Office Supplies 2,500$                
Mileage 1,000                  
Copier 1,000                  
Telephone 3,000                  
Rent/Lease - Land & Building 5,000                  
GPM (Accounting) 26,000                

Operating Costs -  Subtotal (d) 38,500$              

Percentage Yearly Cost
INDIRECT COSTS (List approved %)

Indirect Cost  - Subtotal* 11.68% (e) 8,070$                

Total Administrative Cost (The sum of line c,d,e) (f) 82,164$              

DIRECT SERVICES COSTS:
Cost

Salaries and Benefits for Staff Providing Direct Services:
Salaries (from Personnel Schedule) (g) 332,080$            
Fringe Benefits (from Personnel Schedule) (h) 222,109              

Personnel Subtotal (line g+h) (i) 554,189$            

DIRECT SERVICES OPERATING COSTS Yearly Cost

Office Supplies, Instructional Materials, Other Books 11,442$              
Support Cost of Office Class/Short Term Trainings 341,000              
Non-Capitalized Equipment 12,000                
Mileage 1,500                  
Reprographics 1,000                  
Copier 1,000                  
Rent/Lease - Land & Building 8,000                  

Operating Costs -  Subtotal (j) 375,942$            

Percentage Yearly Cost
INDIRECT COSTS (List approved %)

Indirect Cost  - Subtotal* 11.68% (l) 107,705$            

Total Direct Services Costs (line i,j,k,l) (m) 1,037,836$        

Total Contract Cost (line f+m) (n) 1,120,000$        

Note:
(1) Provide a narrative for each line item to justify that the cost is both reasonable and necessary to the project. 
(2) All costs must be reasonable and prorated by the percentage of uses in serving specified target population.
(3) Indirect cost rate is estimated--the approval letter will be provided when the rate is finalized.

 Indirect for rental
excluded from the

base.  

LINE ITEM BUDGET
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Job Readiness, Career Planning, and Vocational Assessment Services 369 
Contract #: JRCP-24-01                                          

 
  

CONTRACTOR: L. A. CO. OFFICE OF EDUCATION CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 07/01/2024 - 06/30/2027 TELEPHONE NUMBER: (562) 922-8675
FISCAL YEAR: 2025 - 2026

Section I
NUMBER OF 
POSITIONS

MONTHLY/ HOURLY 
SALARY % TIME ALLOCATION TOTAL MONTHLY 

COST
TOTAL ANNUAL 

COST
Director* 1 15,635 5% 781.75$                            9,381$                        
Admin Analyst* 1 9,693 5% 484.65                              5,816$                        
Career Dev. Program Mgr.* 1 11,351 5% 567.55                              6,811$                        
Career Dev. Program Supr. 3 10,621 16.7% 5,321.12                           63,853$                      
Career Dev. Prog. Spec. 5 8,517 50% 21,292.50                        255,510$                    
MicroComputer Support Tech II 1 8,319 5% 415.95                              4,991$                        
Admin Assistant 1 7,371 5% 368.55                              4,423$                        

 Warehouse Worker 1 5,504 5% 275.20                              3,302$                        
   

*Administrative Staff
Total Salaries: 29,507.27$                      354,087$                    

Section II

DIRECTOR ADMIN ANALYST CAREER DEV. PROG. 
MANAGER

CAREER DEV. PROG. 
SUPERVISOR

 CAREER DEV. 
PROG. SPECIALIST  

MICROCOMP 
SUPPORT TECH II

ADMIN 
ASSISTANT

WAREHOUSE 
WORKER

TOTAL ANNUAL 
COST

Health Plan (3) 20,510$            20,510$                          20,510$                          20,510$                            19,919$                      19,919$                      19,919$         19,919$             161,718$              
Dental Plan (included in Health Plan)
Retirement 64,260$            39,838$                          46,653$                          43,652$                            35,005$                      34,191$                      30,295$         22,621$             316,515$              
SUI 94$                    58$                                 68$                                 64$                                   51$                              50$                              44$                 33$                     462$                      
Social Security and/or Medicare 14,353$            8,898$                            10,420$                          9,750$                              7,819$                        7,637$                         6,767$            5,053$                70,696$                
Worker's Compensation 9,869$              6,118$                            7,165$                            6,704$                              5,376$                        5,251$                         4,653$            3,474$                48,609$                
OPEB (Post-Employment) 894$                  744$                               786$                               768$                                 715$                            710$                            686$               639$                   5,940$                   
Holidays
Sick Leave
Vacation  
Life Insurance
Fringe Benefits per Classification

            Fringe Benefit Subtotal 109,980$          76,167$                          85,602$                          81,448$                            68,884$                      67,758$                      62,363$         51,739$             603,941$              
            % Time Allocation 5% 5% 5% 50% 250% 5% 5% 5%  
Total Fringe Benefits (4): 5,499$              3,808$                            4,280$                            40,805$                            172,211$                    3,388$                         3,118$            2,587$                235,696$              

Footnotes:
(1)     Annual Year is Fiscal Year
(2)     Contractors must be in compliance with the County's Living Wage Ordinance.
(3)     Indicate if Cafeteria Plan
(4)     Fringe Benefits Subtotal per Classification x  number of position
(5)     Change the column heading to the name of the position and provide benefit information for that position

PERSONNEL  SALARIES (2) POSITION CLASSIFICATION

EMPLOYEE BENEFITS BY CLASSIFICATION

PERSONNEL SCHEDULE
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Job Readiness, Career Planning, and Vocational Assessment Services 370 
Contract #: JRCP-24-01                                          

 
  

Line Item Narrative/Justification.
Other Books, Instructional $13,942 Funds are required to purchase books that benefit the program 
Materials, and Office Supplies and clients.  This allows staff to remain current on the latest 

techniques and literature in the area of job readiness and career 
preparation. 

Funds are required to provide instructional materials for client and staff use.
Additional instructional materials may be purchased that directly
benefit the client or that will be used for motivational training for 
both County and Contractor staff with the purpose of increasing
placements.

Funds are required to provide office supplies to staff in all regions 
and to LACOE GAIN administration. The items are warehoused
and inventoried for staff to service our clients. 

Non-capitalized Equipment $12,000 Please refer to EDP Schedule/Justification.

Mileage $2,500 Funds are required to reimburse staff for mileage pertaining to 
trips via automobile for legitimate business purposes related to 
this program.  The 2024 LACOE rate is $0.67 per mile.
Amount includes costs for staff based in all regions as well as 
GAIN Job Services administration. 

Reprographics $1,000 Funds are required for duplication of materials as needed by the 
LACOE Reprographics Units. 

Telephone $3,000 Funds are required for telephone/internet service at job club sites
in all regions and telephone/internet service for contract staff
located at LACOE GAIN Headquarters.
This amount also includes cell phone costs for select managers.

Copier $2,000 Funds are required for copier expense incurred at all job club sites 
and at LACOE GAIN Headquarters. 

Contract Budget Narrative
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Job Readiness, Career Planning, and Vocational Assessment Services 371 
Contract #: JRCP-24-01                                          

 
  

Line Item Narrative/Justification.
Support Costs for $341,000 Funds are requested to specifically support the non-traditional 
Requested Classes training classes offered to START clients. These classes include 

the Security Officers training, and other specialized trainings. These funds 
are used to reimburse school districts/community colleges/agencies for the 
expenses of classes that cannot be covered using their ADA. 
All training classes will be pre-approved by DPSS.

Rent/Lease Building $13,000 Funds are required for rent cost for program staff assigned to this contract.
This includes staff who provide direct service and administration staff.
Cost is based on prior years' expenditure for this program.

GPM (Accounting) $26,000 Funds are required for LACOE Federal, State, Special Grants and
Contracts unit.  This unit handles accounting and invoicing for this
program.  Funds are allocated based on actual program usage.

Indirect Cost $115,775 Funds are required for indirect LACOE services such as Payroll, 
Purchasing, Accounts Payable, Risk Management, LACOE 
Senior Management, etc.  Additional programs that were previously
charged to the Allocated Direct Support line item are now included
in this higher rate.  They are Personnel Commission, Human Resources, 
Labor Relations, and Technology Support Services.
The estimate indirect cost rate for 2025-26 is 11.68%--LACOE will
provide the approval letter when the rate is finalized.

Contract Budget Narrative
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Job Readiness, Career Planning, and Vocational Assessment Services 372 
Contract #: JRCP-24-01                                          

 
  

Department or Agency Los Angeles County Office of Education Fiscal Year: 2025 - 2026
Contact Person Neha Patel MOU Date:
Phone No. (562) 922-8675 Contract #

1 $1,200

DPSS  Review / Approval  (circle one):
Title:

Date:

Justification Submitted   Yes   No

Item # Description Quantity Unit Cost Total Cost

START/CFET SHORT TERM TRAINING AND LAPTOP LOAN PROGRAM
 

EDP EQUIPMENT SCHEDULE

Computers 10 $12,000

 - No EDP equipment over $5,000 per item.

GRAND TOTAL $12,000

Name:
Division/Section

 - OMB Circular A-87 provides that the cost of equipment must "be reasonable and necessary for proper  and 
efficient performance and administration of the project."  
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Fiscal Year:

Prepared by: Neha Patel
Phone No. 562-922-8675

Use additional sheets as needed.

EDP EQUIPMENT SCHEDULE 

START/CFET SHORT TERM TRAINING AND LAPTOP LOAN PROGRAM
 

2025 - 2026

JUSTIFICATION

LACOE GAIN Division strives to provide high quality job readiness services to START participants in

the most efficient and cost-effective way possible.  Computers will be used by participants

to create high quality resumes and do internet job searches.  Some computers will be used by

staff to create the required reports and essential functions.

Our goal is to provide up-to-date working technology to all of our sites.  The requested computers would

be used to replace broken or out-dated equipment. It will be purchased on as-needed basis.
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PROJECT NAME: REP CALWORKS VOCATIONAL ASSESSMENT

CONTRACTOR: L.A. County Office of Education            CONTACT PERSON: Neha Patel

CONTRACT PERIOD: 07/01/2024 - 06/30/2027            TELEPHONE NUMBER: (562) 922-8675
FISCAL YEAR: 2025 - 2026

ADMINISTRATIVE COSTS:  
 

           DIRECT COSTS 

Salaries & Benefits (See Personnel Schedule) Total Cost

Case Management/Administrative Staff:

Salaries 16,764$                       
Fringe Benefits 11,040                         

Personnel Subtotal 27,804$                       

          OPERATING COSTS   Annual Cost
 

Office and Other Supplies 1,022$                         
Mileage  175                               
Travel/Conferences 125                               
Reprographics 50                                 
Telephone 150                               
Copier 150                               
Contract Services - Other 500                               
Contract Services - Temp Agency 500                               
Telephone Service & Maintenance 200                               
Rent/Lease-Land & Building 4,100                            
GPM - Accounting Services 2,050                            

Operating Costs -  Subtotal 9,022$                         

           INDIRECT COSTS (List all appropriate)
 Percentage  Annual Cost

Indirect Cost  - Subtotal* 11.68% 3,822$                         

Subtotal Administrative Costs 40,648$                       

Estimated Indirect Cost on Invoice Processing (Caseload Driven)* 16,352$                       

Total Administrative Costs 57,000$                       

ESTIMATED DIRECT SERVICES COSTS (Caseload Driven):

          DIRECT SERVICES
CW REP Vocational/Career Assessment & LD Evaluation 140,000$                     

140,000$                     

Grand Total Contract Cost 197,000$                     

Footnotes:
(1)
(2)
(3) Indirect cost rate is estimated--the approval letter will be provided when the rate is finalized.

Total

All Operating costs must be reasonable and prorated by the percentage of uses in serving CalWORKs participants if costs includes other programs 
DPSS prior approval is required for purchases of any Information Technology (IT) equipment.  Attach EDP Equipment Schedule. 

LINE ITEM BUDGET
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Job Readiness, Career Planning, and Vocational Assessment Services 375 
Contract #: JRCP-24-01                                          

 
  

CONTRACTOR: L.A. County Office of Education CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 07/01/2024 - 06/30/2027 TELEPHONE NUMBER: (562) 922-8675
FISCAL YEAR: 2025 - 2026

Section I

NUMBER OF POSITIONS MONTHLY/ HOURLY 
SALARY

% TIME 
ALLOCATION

TOTAL MONTHLY 
COST

TOTAL ANNUAL 
COST

  
Career Development Prog Manager 1 11,308                            5% 565$                        6,780$                      
Voc Assessment Monitoring Spec 1 9,253                              5% 463$                        5,556$                      
Admin Assistant 1 7,371                              5% 369$                        4,428$                      

Total Salaries: 1,397$                     16,764$                    

Section II
CAREER DEVELOPMENT 

PROG MANAGER
VOC ASSESS 

MONITORING SPEC
ADMIN 

ASSISTANT TOTAL

Health Plan (3) 20,510$                                 19,919$                          19,919$             60,349$                   
Dental Plan (Included in Health Plan)
Retirement 46,476$                                 38,030$                          30,295$             114,801$                
SUI 68$                                         56$                                 44$                     168$                        
Social Security and/or Medicare 10,381$                                 8,494$                            6,767$               25,642$                   
Worker's Compensation 7,138$                                    5,840$                            4,653$               17,631$                   
OPEB (Post Employment) 785$                                       733$                               686$                   2,204$                     
Holidays
Sick Leave
Vacation
Life Insurance
Fringe Benefits per Classification

     Fringe Benefit Subtotal 85,357$                                 73,073$                          62,363$             220,793$                
     % of Time Allocation by Classification 5% 5% 5%
Total Fringe Benefits (4): 4,268$                                    3,654$                            3,118$               11,040$                   

Footnotes:
(1)     Annual Year is Fiscal Year
(2)     Contractors must be in compliance with the County's Living Wage Ordinance.
(3)     Indicate if Cafeteria Plan
(4)     Fringe Benefits Subtotal per Classification x  number of position
(5)     Change the column heading to the name of the position and provide benefit information for that position

PERSONNEL SCHEDULE

PERSONNEL  SALARIES (2) POSITION CLASSIFICATION

EMPLOYEE BENEFITS BY CLASSIFICATION
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Line Item Amount
Office and Other Supplies $1,022 Funds are required to provide office supplies to contract staff located at LACOE 

Headquarters.

Mileage $175 Funds are required to reimburse staff for mileage pertaining to trips via automobile for 
legitimate business purposes related to this program.  The 2024 LACOE rate is $0.67 
per mile.  Amount includes costs for staff based in all regions as well as GAIN Job 
Services administration. 

Travel/Conferences $125 Funds are required to allow staff to attend and present at conferences and participate 
in professional development opportunities.

Reprographics $50 Funds are required for duplication of materials as needed by the LACOE 
Reprographics Unit.

Telephone $150 Funds are required for telephone/internet service at job club sites in all regions and 
telephone/internet service for contract staff located at LACOE GAIN Headquarters.  
This amount also includes cellphone costs for select managers.

Copier $150 Funds are required for copier expense incurred at all job club sites and at LACOE 
GAIN Headquarters.

Contract Services - Other $500 Contract Services funds will be utilized for the following: Language Line - as needed 
for Non-Threshold Languages, mental health expert to diagnose learning disabilities, 
consult, and conduct training for test instruments used for LD evaluations; and 
contractor to train assessors as needed, or to train new assessors in program 
procedures after new RFP is awarded.

Contract Services - Temp 
Agency

$500 Funds would be utilized as needed to hire translators/interpreters. Funds are required 
for temporary clerical personnel from an outside agency when LACOE temporary 
assistance is not available.

Telephone Service & 
Maintenance

$200 Funds are required to repair and maintain equipment such as telephone, computers, 
fax machines, or printers on an as-needed basis. 

Rent/Lease Building $4,100 Funds are required for rent at LACOE Headquarters for contract staff and use of job 
club facilities for vocational assessment.

GPM - Accounting Services $2,050 Funds are required for LACOE Federal, State, Special Grants and Contracts unit.  
This unit handles accounting and invoicing for this program.  Funds are allocated 
based on actual program usage.

Indirect Costs $3,822 Funds are required for indirect LACOE services such as Payroll, 
Purchasing, Accounts Payable, Risk Management, LACOE 

 Senior Management, etc.  Additional programs that were previously
charged to the Allocated Direct Support line item are now included
in this higher rate.  They are Personnel Commission, Human Resources, 
Labor Relations, and Technology Support Services.
The estimate indirect cost rate for 2025-26 is 11.68%--LACOE will
provide the approval letter when the rate is finalized.

$16,352 Funds are required for indirect LACOE services such as Contracts, 
Purchasing, Accounts Payable, LACOE Management, etc.
The estimate indirect cost rate for 2025-26 is 11.68%--LACOE will
provide the approval letter when the rate is finalized.

Contract Budget Narrative
Narrative/Justification

Indirect Costs on Invoice 
Processing (Caseload 
Driven)
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Job Readiness, Career Planning, and Vocational Assessment Services 377 
Contract #: JRCP-24-01                                          

 
  

PROJECT NAME: REP CALWORKS VOCATIONAL ASSESSMENT

CONTRACTOR: L.A. County Office of Education            CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 07/01/2024 - 06/30/2027            TELEPHONE NUMBER: (562)  922-8675

DIRECT SERVICES (1)

LIST TYPES OF SERVICE: ESTIMATED CASELOAD COST PER CASE TOTAL COST

1 CW REP Vocational Assessments
2    (Complete/Partial) Complete 280                                            $450.00 126,050                        
3 Partial 62                                              $225.00 13,950                          
4
5
6
7
8
9 140,000$                     
10
11
12 Estimate Indirect on Assessment Payments (Caseload Driven) @11.68% 16,352                          

156,352$                     

Footnote:
(1)
(2) Indirect cost rate is estimated--the approval letter will be provided when the rate is finalized.

DIRECT SERVICE PROVIDER BUDGET

Total Direct Services Cost

Contractors are required to complete a budget narrative for each separate line item in their budget.  All figures and compilations must be clearly explained.
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PROJECT NAME: REP NON-CALWORKS VOCATIONAL ASSESSMENT

CONTRACTOR: L.A. County Office of Education            CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 07/01/2024 - 06/30/2027            TELEPHONE NUMBER: (562) 922-8675
FISCAL YEAR: 2025 - 2026

ADMINISTRATIVE COSTS:  
 

           DIRECT COSTS 

Salaries & Benefits (See Personnel Schedule) Total Cost

Case Management/Administrative Staff:

Salaries 10,056$                        
Fringe Benefits 6,624                             

Personnel Subtotal 16,680$                        

          OPERATING COSTS   Annual Cost
 

Office and Other Supplies 557$                              
Mileage  105                                
Travel/Conferences 75                                  
Reprographics 30                                  
Telephone 90                                  
Copier 90                                  
Contract Services - Other 300                                
Contract Services - Temp Agency 300                                
Telephone Service & Maintenance 120                                
Rent/Lease-Land & Building 2,460                             
GPM-Accounting Services 1,230                             

Operating Costs -  Subtotal 5,357$                           

           INDIRECT COSTS (List all appropriate)
 Percentage  Annual Cost

Indirect Cost  - Subtotal* 11.68% 2,287$                           

Subtotal Administrative Costs 24,324$                        

Estimated Indirect Cost on Invoice Processing (Caseload Driven)* 8,176$                           

Total Administrative Costs 32,500$                        

ESTIMATED DIRECT SERVICES COSTS (Caseload Driven):

          DIRECT SERVICES
RCA REP Vocational/Career Assessment 70,000$                        

70,000$                        

Grand Total Contract Cost 102,500$                      

Footnotes:
(1)
(2)
(3) Indirect cost rate is estimated--the approval letter will be provided when the rate is finalized.

LINE ITEM BUDGET

Total

All Operating costs must be reasonable and prorated by the percentage of uses in serving CalWORKs participants if costs includes other programs cost.
DPSS prior approval is required for purchases of any Information Technology (IT) equipment.  Attach EDP Equipment Schedule. 
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CONTRACTOR: L.A. County Office of Education CONTACT PERSON: Neha Patel

CONTRACT PERIOD: 07/01/2024 - 06/30/2027 TELEPHONE NUMBER: (562) 922-8675
FISCAL YEAR: 2025 - 2026  

Section I

NUMBER OF POSITIONS MONTHLY/ HOURLY 
SALARY

% TIME 
ALLOCATION

TOTAL MONTHLY 
COST

TOTAL ANNUAL 
COST

  
Career Development Prog Manager 1 11,308$                           3% 339$                         4,068$                       
Voc Assessment Monitoring Spec 1 9,253$                             3% 278$                         3,336$                       
Admin Assistant 1 7,371$                             3% 221$                         2,652$                       

Total Salaries: 838$                         10,056$                    

Section II
CAREER DEVELOPMENT 

PROG MANAGER
VOC ASSESS 

MONITORING SPEC
ADMIN 

ASSISTANT TOTAL

Health Plan (3) 20,510$                                 19,919$                           19,919$              60,349$                    
Dental Plan (Included in Health Plan)
Retirement 46,476$                                 38,030$                           30,295$              114,801$                 
SUI 68$                                         56$                                   44$                      168$                         
Social Security and/or Medicare 10,381$                                 8,494$                             6,767$                25,642$                    
Worker's Compensation 7,138$                                    5,840$                             4,653$                17,631$                    
OPEB (Post Employment) 785$                                       733$                                 686$                   2,204$                      
Holidays
Sick Leave
Vacation
Life Insurance
Fringe Benefits per Classification

     Fringe Benefit Subtotal 85,357$                                 73,073$                           62,363$              220,793$                 
     % of Time Allocation by Classification 3% 3% 3%
Total Fringe Benefits (4): 2,561$                                    2,192$                             1,871$                6,624$                      

Footnotes:
(1)     Annual Year is Fiscal Year
(2)     Contractors must be in compliance with the County's Living Wage Ordinance.
(3)     Indicate if Cafeteria Plan
(4)     Fringe Benefits Subtotal per Classification x  number of position
(5)     Change the column heading to the name of the position and provide benefit information for that position

PERSONNEL SCHEDULE

PERSONNEL  SALARIES (2) POSITION CLASSIFICATION

EMPLOYEE BENEFITS BY CLASSIFICATION
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Line Item Amount
Office and Other Supplies $557 Funds are required to provide office supplies to contract staff located at LACOE 

Headquarters.

Mileage $105 Funds are required to reimburse staff for mileage pertaining to trips via automobile 
for legitimate business purposes related to this program.  The 2024 LACOE rate is 
$0.67 per mile.  Amount includes costs for staff based in all regions as well as GAIN 
Job Services administration. 

Travel/Conferences $75 Funds are required to allow staff to attend and present at conferences and 
participate in professional development opportunities.

Reprographics $30 Funds are required for duplication of materials as needed by the LACOE 
Reprographics Unit.

Telephone $90 Funds are required for telephone/internet service at job club sites in all regions and 
telephone/internet service for contract staff located at LACOE GAIN Headquarters.  
This amount also includes cellphone costs for select managers.

Copier $90 Funds are required for copier expense incurred at all job club sites and at LACOE 
GAIN Headquarters.

Contract Services - Other $300 Contract Services funds will be utilized for the following: Language Line - as needed 
for Non-Threshold Languages, mental health expert to diagnose learning 
disabilities, consult, and conduct training for test instruments used for LD 
evaluations; and contractor to train assessors as needed, or to train new assessors 
in program procedures after new RFP is awarded.

Contract Services - Temp Agency $300 Funds would be utilized as needed to hire translators/interpreters. Funds are 
required for temporary clerical personnel from an outside agency when LACOE 
temporary assistance is not available.

Telephone Service & Maintenance $120 Funds are required to repair and maintain equipment such as telephone, 
computers, fax machines, or printers on an as-needed basis. 

Rent/Lease Building $2,460 Funds are required for rent at LACOE Headquarters for contract staff and use of job 
club facilities for vocational assessment.

GPM - Accounting Services $1,230 Funds are required for LACOE Federal, State, Special Grants and Contracts unit.  
This unit handles accounting and invoicing for this program.  Funds are allocated 
based on actual program usage.

Indirect Costs $2,287 Funds are required for indirect LACOE services such as Payroll, 
Purchasing, Accounts Payable, Risk Management, LACOE 

 Senior Management, etc.  Additional programs that were previously
charged to the Allocated Direct Support line item are now included
in this higher rate.  They are Personnel Commission, Human Resources, 
Labor Relations, and Technology Support Services.
The estimate indirect cost rate for 2025-26 is 11.68%--LACOE will
provide the approval letter when the rate is finalized.

$8,176 Funds are required for indirect LACOE services such as Contracts, 
Purchasing, Accounts Payable, LACOE Management, etc.
The estimate indirect cost rate for 2025-26 is 11.68%--LACOE will
provide the approval letter when the rate is finalized.

Contract Budget Narrative
Narrative/Justification

Indirect Costs on Invoice Processing 
(Caseload Driven)
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Job Readiness, Career Planning, and Vocational Assessment Services 381 
Contract #: JRCP-24-01                                          

 

PROJECT NAME: REP NON-CALWORKS VOCATIONAL ASSESSMENT

CONTRACTOR: L.A. County Office of Education            CONTACT PERSON: Neha Patel
CONTRACT PERIOD: 07/01/2024 - 06/30/2027            TELEPHONE NUMBER: (562)  922-8675

DIRECT SERVICES (1)

LIST TYPES OF SERVICE: ESTIMATED 
CASELOAD COST PER CASE TOTAL COST

1 RCA REP Vocational Assessments
2 Complete 140                                      $450.00 62,962                 
3 Partial 31                                        $225.00 7,038                   
4
5
6
7
8
9 70,000$              
10
11
12 Estimate Indirect on Assessment Payments (Caseload Driven) @11.68% 8,176                   

78,176$              

Footnote:
(1)
(2) Indirect cost rate is estimated--the approval letter will be provided when the rate is finalized.

Total Direct Services Cost

Contractors are required to complete a budget narrative for each separate line item in their budget.  All figures and compilations must be clearly explained.

DIRECT SERVICE PROVIDER BUDGET
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Job Readiness, Career Planning, and Vocational Assessment Services 382 
Contract #: JRCP-24-01                                          

COUNTY’S ADMINISTRATION 
 

CONTRACT NO. Click or tap here to enter text. 
 

 

 

COUNTY’S PROJECT MANAGER: 
Name: Click or tap here to enter text. 

Title: Click or tap here to enter text. 

Address: Click or tap here to enter text. 
 Click or tap here to enter text. 

Telephone: Click or tap here to enter text. 

Facsimile: Click or tap here to enter text. 

E-mail Address: Click or tap here to enter text. 
 
 

COUNTY’S PROJECT MONITOR: 
Name: Click or tap here to enter text. 

Title: Click or tap here to enter text. 

Address: Click or tap here to enter text. 
 Click or tap here to enter text. 

Telephone: Click or tap here to enter text. 

Facsimile: Click or tap here to enter text. 

E-mail Address: Click or tap here to enter text. 

 
 
 
 
 

COUNTY’S PROJECT DIRECTOR: 
Name:  Click or tap here to enter text. 

Title: Click or tap here to enter text. 

Address: Click or tap here to enter text. 
 Click or tap here to enter text. 

Telephone: Click or tap here to enter text. 

Facsimile: Click or tap here to enter text. 

E-mail Address: Click or tap here to enter text. 



                                                                                            
EXHIBIT E  

 
Job Readiness, Career Planning, and Vocational Assessment Services 383 
Contract #: JRCP-24-01                                          

CONTRACTOR’S ADMINISTRATION 
 
CONTRACTOR’S NAME: Click or tap here to enter text.  
CONTRACT NO. Click or tap here to enter text. 
 
CONTRACTOR’S PROJECT MANAGER: 
Name: Click or tap here to enter text. 

Title: Click or tap here to enter text. 

Address: Click or tap here to enter text. 
 Click or tap here to enter text. 

Telephone: Click or tap here to enter text. 

Facsimile: Click or tap here to enter text. 

E-mail Address: Click or tap here to enter text. 
 

CONTRACTOR’S AUTHORIZED OFFICIAL(S): 
Name: Click or tap here to enter text. 

Title: Click or tap here to enter text. 

Address: Click or tap here to enter text. 
 Click or tap here to enter text. 

Telephone: Click or tap here to enter text. 

Facsimile: Click or tap here to enter text. 

E-mail Address: Click or tap here to enter text. 
 

Name: Click or tap here to enter text. 

Title: Click or tap here to enter text. 

Address: Click or tap here to enter text. 
 Click or tap here to enter text. 

Telephone: Click or tap here to enter text. 

Facsimile: Click or tap here to enter text. 

E-mail Address: Click or tap here to enter text. 
 

NOTICES TO CONTRACTOR: 
Name: Click or tap here to enter text. 

Title: Click or tap here to enter text. 

Address: Click or tap here to enter text. 
 Click or tap here to enter text. 

Telephone: Click or tap here to enter text. 

Facsimile: Click or tap here to enter text. 

E-mail Address: Click or tap here to enter text. 



 
                                                                              EXHIBIT F-1 

 
Job Readiness, Career Planning, and Vocational Assessment Services 384 
Contract #: JRCP-24-01                                          

CONTRACTOR ACKNOWLEDGEMENT AND CONFIDENTIALITY 
AGREEMENT 

 
Contractor Name: Click or tap here to enter text. Contract No Click or tap here to enter text. 
 

GENERAL INFORMATION: 
The Contractor referenced above has entered into a contract with the County of Los Angeles to provide certain services to 
the County.  The County requires the Corporation to sign this Contractor Acknowledgement and Confidentiality Agreement. 

 

CONTRACTOR ACKNOWLEDGEMENT: 
Contractor understands and agrees that the Contractor employees, consultants, Outsourced Vendors and independent 
contractors (Contractor’s Staff) that will provide services in the above referenced agreement are Contractor’s sole 
responsibility.  Contractor understands and agrees that Contractor’s Staff must rely exclusively upon Contractor for payment 
of salary and any and all other benefits payable by virtue of Contractor’s Staff’s performance of work under the above-
referenced contract. 

 
Contractor understands and agrees that Contractor’s Staff are not employees of the County of Los Angeles for any purpose 
whatsoever and that Contractor’s Staff do not have and will not acquire any rights or benefits of any kind from the County 
of Los Angeles by virtue of my performance of work under the above-referenced contract.  Contractor understands and 
agrees that Contractor’s Staff will not acquire any rights or benefits from the County of Los Angeles pursuant to any 
agreement between any person or entity and the County of Los Angeles. 

 

CONFIDENTIALITY AGREEMENT: 
Contractor and Contractor’s Staff may be involved with work pertaining to services provided by the County of Los Angeles 
and, if so, Contractor and Contractor’s Staff may have access to confidential data and information pertaining to persons 
and/or entities receiving services from the County.  In addition, Contractor and Contractor’s Staff may also have access to 
proprietary information supplied by other vendors doing business with the County of Los Angeles.  The County has a legal 
obligation to protect all such confidential data and information in its possession, especially data and information concerning 
health, criminal, and welfare recipient records.  Contractor and Contractor’s Staff understand that if they are involved in 
County work, the County must ensure that Contractor and Contractor’s Staff, will protect the confidentiality of such data and 
information.  Consequently, Contractor must sign this Confidentiality Agreement as a condition of work to be provided by 
Contractor’s Staff for the County.   

 
Contractor and Contractor’s Staff hereby agrees that they will not divulge to any unauthorized person any data or information 
obtained while performing work pursuant to the above-referenced contract between Contractor and the County of 
Los Angeles.  Contractor and Contractor’s Staff agree to forward all requests for the release of any data or information 
received to County’s Project Manager. 

 
Contractor and Contractor’s Staff agree to keep confidential all health, criminal, and welfare recipient records and all data 
and information pertaining to persons and/or entities receiving services from the County, design concepts, algorithms, 
programs, formats, documentation, Contractor proprietary information and all other original materials produced, created, or 
provided to Contractor and Contractor’s Staff under the above-referenced contract.  Contractor and Contractor’s Staff agree 
to protect these confidential materials against disclosure to other than Contractor or County employees who have a need 
to know the information.  Contractor and Contractor’s Staff agree that if proprietary information supplied by other County 
vendors is provided to me during this employment,  Contractor and Contractor’s Staff must keep such information 
confidential. 

 
Contractor and Contractor’s Staff agree to report any and all violations of this agreement by Contractor and Contractor’s 
Staff and/or by any other person of whom Contractor and Contractor’s Staff become aware.   

 
Contractor and Contractor’s Staff acknowledge that violation of this agreement may subject Contractor and Contractor’s 
Staff to civil and/or criminal action and that the County of Los Angeles may seek all possible legal redress. 

 
SIGNATURE:  DATE: Click or tap here to enter text. 
 
PRINTED NAME: 

Click or tap here to enter text. 

 
POSITION: 

Click or tap here to enter text. 



 
EXHIBIT F-2 

 
Job Readiness, Career Planning, and Vocational Assessment Services 385 
Contract #: JRCP-24-01                                          

CONTRACTOR EMPLOYEE ACKNOWLEDGEMENT AND CONFIDENTIALITY 
AGREEMENT 

(Note: This certification is to be executed and returned to County with Contractor's executed Contract.  Work cannot begin on 
the Contract until County receives this executed document.) 

 

Contractor Name: Click or tap here to enter text. Contract No Click or tap here to enter text. 
 
Employee Name: Click or tap here to enter text. 
 
GENERAL INFORMATION: 

Your employer referenced above has entered into a contract with the County of Los Angeles to provide certain services to the 
County.  The County requires your signature on this Contractor Employee Acknowledgement and Confidentiality Agreement. 
 

EMPLOYEE ACKNOWLEDGEMENT: 

I understand and agree that the Contractor referenced above is my sole employer for purposes of the above-referenced contract.  
I understand and agree that I must rely exclusively upon my employer for payment of salary and any and all other benefits 
payable to me or on my behalf by virtue of my performance of work under the above-referenced contract. 
 
I understand and agree that I am not an employee of the County of Los Angeles for any purpose whatsoever and that I do not 
have and will not acquire any rights or benefits of any kind from the County of Los Angeles by virtue of my performance of work 
under the above-referenced contract.  I understand and agree that I do not have and will not acquire any rights or benefits from 
the County of Los Angeles pursuant to any agreement between any person or entity and the County of Los Angeles. 
 
I understand and agree that I may be required to undergo a background and security investigation(s).  I understand and agree 
that my continued performance of work under the above-referenced contract is contingent upon my passing, to the satisfaction 
of the County, any and all such investigations.  I understand and agree that my failure to pass, to the satisfaction of the County, 
any such investigation will result in my immediate release from performance under this and/or any future contract. 
 

CONFIDENTIALITY AGREEMENT: 

I may be involved with work pertaining to services provided by the County of Los Angeles and, if so, I may have access to 
confidential data and information pertaining to persons and/or entities receiving services from the County.  In addition, I may 
also have access to proprietary information supplied by other vendors doing business with the County of Los Angeles.  The 
County has a legal obligation to protect all such confidential data and information in its possession, especially data and 
information concerning health, criminal, and welfare recipient records.  I understand that if I am involved in County work, the 
County must ensure that I, too, will protect the confidentiality of such data and information.  Consequently, I understand that I 
must sign this agreement as a condition of my work to be provided by my employer for the County.  I have read this agreement 
and have taken due time to consider it prior to signing. 
 
I hereby agree that I will not divulge to any unauthorized person any data or information obtained while performing work pursuant 
to the above-referenced contract between my employer and the County of Los Angeles.  I agree to forward all requests for the 
release of any data or information received by me to my immediate supervisor. 

 
I agree to keep confidential all health, criminal, and welfare recipient records and all data and information pertaining to persons 
and/or entities receiving services from the County, design concepts, algorithms, programs, formats, documentation, Contractor 
proprietary information and all other original materials produced, created, or provided to or by me under the above-referenced 
contract.  I agree to protect these confidential materials against disclosure to other than my employer or County employees who 
have a need to know the information.  I agree that if proprietary information supplied by other County vendors is provided to me 
during this employment, I must keep such information confidential. 
 
I agree to report to my immediate supervisor any and all violations of this agreement by myself and/or by any other person of 
whom I become aware.  I agree to return all confidential materials to my immediate supervisor upon completion of this contract 
or termination of my employment with my employer, whichever occurs first. 
 
SIGNATURE: 

  
DATE: 

Click or tap here to enter text. 

 
PRINTED NAME: 

Click or tap here to enter text. 

 
POSITION: Click or tap here to enter text. 



 
EXHIBIT F-3 

 
Job Readiness, Career Planning, and Vocational Assessment Services 386 
Contract #: JRCP-24-01                                          

CONTRACTOR NON-EMPLOYEE ACKNOWLEDGEMENT AND 
CONFIDENTIALITY AGREEMENT 

(Note: This certification is to be executed and returned to County with Contractor's executed Contract.  Work cannot begin on 
the Contract until County receives this executed document.) 

Contractor Name: Click or tap here to enter text. Contract No Click or tap here to enter text. 
 
Non-Employee Name: Click or tap here to enter text. 
 
GENERAL INFORMATION: 
The Contractor referenced above has entered into a contract with the County of Los Angeles to provide certain services to the 
County.  The County requires your signature on this Contractor Non-Employee Acknowledgement and Confidentiality 
Agreement. 
 

NON-EMPLOYEE ACKNOWLEDGEMENT: 
I understand and agree that the Contractor referenced above has exclusive control for purposes of the above-referenced 
contract.  I understand and agree that I must rely exclusively upon the Contractor referenced above for payment of salary and 
any and all other benefits payable to me or on my behalf by virtue of my performance of work under the above-referenced 
contract. 
 
I understand and agree that I am not an employee of the County of Los Angeles for any purpose whatsoever and that I do not 
have and will not acquire any rights or benefits of any kind from the County of Los Angeles by virtue of my performance of work 
under the above-referenced contract.  I understand and agree that I do not have and will not acquire any rights or benefits from 
the County of Los Angeles pursuant to any agreement between any person or entity and the County of Los Angeles. 
 
I understand and agree that I may be required to undergo a background and security investigation(s).  I understand and agree 
that my continued performance of work under the above-referenced contract is contingent upon my passing, to the satisfaction 
of the County, any and all such investigations.  I understand and agree that my failure to pass, to the satisfaction of the County, 
any such investigation will result in my immediate release from performance under this and/or any future contract. 
 
CONFIDENTIALITY AGREEMENT: 
I may be involved with work pertaining to services provided by the County of Los Angeles and, if so, I may have access to 
confidential data and information pertaining to persons and/or entities receiving services from the County.  In addition, I may 
also have access to proprietary information supplied by other vendors doing business with the County of Los Angeles.  The 
County has a legal obligation to protect all such confidential data and information in its possession, especially data and 
information concerning health, criminal, and welfare recipient records.  I understand that if I am involved in County work, the 
County must ensure that I, too, will protect the confidentiality of such data and information.  Consequently, I understand that I 
must sign this agreement as a condition of my work to be provided by the above-referenced Contractor for the County.  I have 
read this agreement and have taken due time to consider it prior to signing. 
 
I hereby agree that I will not divulge to any unauthorized person any data or information obtained while performing work pursuant 
to the above-referenced contract between the above-referenced Contractor and the County of Los Angeles.  I agree to forward 
all requests for the release of any data or information received by me to the above-referenced Contractor. 
 
I agree to keep confidential all health, criminal, and welfare recipient records and all data and information pertaining to persons 
and/or entities receiving services from the County, design concepts, algorithms, programs, formats, documentation, Contractor 
proprietary information, and all other original materials produced, created, or provided to or by me under the above-referenced 
contract.  I agree to protect these confidential materials against disclosure to other than the above-referenced Contractor or 
County employees who have a need to know the information.  I agree that if proprietary information supplied by other County 
vendors is provided to me, I must keep such information confidential. 
 
I agree to report to the above-referenced Contractor any and all violations of this agreement by myself and/or by any other 
person of whom I become aware.  I agree to return all confidential materials to the above-referenced Contractor upon completion 
of this contract or termination of my services hereunder, whichever occurs first. 
 
SIGNATURE:  DATE: Click or tap here to enter text. 
 
PRINTED NAME: 

Click or tap here to enter text. 

 
POSITION: 

Click or tap here to enter text. 
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EXHIBIT K 

Sample Monthly Invoice 

 
Job Readiness, Career Planning, and Vocational Assessment Services 390 
Contract #: JRCP-24-01                                         
 

Sample Monthly Invoice Instructions 
 
 
 Section Field Instruction

Contract Name Type contract name
Contractor Type contractor name
Vendor Number Type vendor ID
Contract Number Type contract number
Funding Source Type funding source
Component Name Type the component name
Invoice Number Type invoice number
Service Months Type service month
Type of Year Select  type of year (Fiscal or Calendar) from drop-down menu
Invoice Date Type the date invoice received

I. Direct Costs Include total amount (1+2+3)
1. Personnel Salaries and Benefits Include personnel salaries and benefits

2. Operating costs
Include operating costs (e.g., supplies, mileage, postage, equipment, rent, 
storage, telephone, utilities, etc.)

3. Other Include all other costs
II. Indirect cost Include indirect cost (e.g., federally approved, De Minimis Rate, actual rate, etc)

III. Adjustments
Include any adjustments:  +/- Advance Recoupment, Overpayment, 
Dissallowance, etc.

Total Administrative Services Include total amount of Direct cost+ Indirect cost +/-adjustments

I. Direct Costs Include total amount (1+2+3)

1. Personnel Salaries and Benefits
Include salaries and benefits for staff directly administering the Program, paid 
work experience salaries for Transitional Subsidized Employment participants 
as well as their FICA and Workers Comp benefits

2. Operating costs
Include operating costs of managing the program and delivering the payments to 
participants. It might also include training provided directly to public assistance 
program participants

3. Other include all other costs for providing services directly to program participants
II. Indirect cost

III. Adjustments
Include any adjustments:  +/- Advance Recoupment, Overpayment, 
Disallowance, etc.

Total Direct Services Include total amount of Direct cost+ Indirect cost +/-adjustments

Contractor Signature Signature of the authorized contractor
Contractor Name Name of the authorized contractor
Date Type date 

Administrative Advance Payment Amount: Include any administrative advance payment, if any
Direct Services Advance Payment Amount: Include any direct services advance payment, if any
Total Advance Payment to be Paid Include total amount of any advance payment, if any
Total Administrative Services Include total Administrative services
Total Direct Services Include total Direct services
Bonus Include any bonus paid
Deductions Include any deductions made
Total Amount to be Paid Include total amount to be paid
Approved By: Include Authorized County personnel name
County Administrator signature Include County Administrator signature
County Administrator name Include County Administrator name
Date signed Type date signed

Instructions for Completing the Monthly Invoice

Administrative Services (Program Operating Costs)

Direct Services (costs of Public Assistance and other State programs associated w ith providing program services to participants, such as diversion 
benefits, case management, job development, and post-employment support, screening and assessments and the development of employability plans and 
w ork services. It may  include sub-contractors costs).

For County Use Only



 
EXHIBIT K-1 

Sample Monthly Invoice 

 
Job Readiness, Career Planning, and Vocational Assessment Services 391 
Contract #: JRCP-24-01                                         
 

 

Contract Name: Component Name:

Contractor: Invoice Number:

Vendor Number: Service Month:

Contract Number: Select Type of Year:

Funding Source: Invoice Date:

Administrative Advance Payment  Amount: $

Direct Services Advance Payment  Amount: $
Total Advance Payment  Amount: $

ADMINISTRATIVE SERVICES

I. Direct Costs -$                             

1. Personnel Salaries and Benefits

2. Operating costs

3. Other

II. Indirect Cost

III. Adjustments (+/-)  (Advance Recoupment,  Overpayment, 
Dissallowance, etc. ) 

TOTAL ADMINISTRATIVE SERVICES -$                             

DIRECT SERVICES

I. Direct Costs

1. Personnel Salaries and Benefits

2. Operating costs

3. Other

II. Indirect Cost

III. Adjustments (+/-)  (Advance Recoupment,  Overpayment, 
Dissallowance, etc. ) 

TOTAL DIRECT SERVICES

Date Signed 

FOR COUNTY USE ONLY Invoice Received Date:
Administrative Advance Payment  Amount: $

Direct Services Advance Payment  Amount: $

Total Advance Payment to be Paid  $                              -   

Total Administrative Services  $                              -   

Total Direct Services  $                              -   

Bonus  $                              -   

Deductions (Add description and more lines as needed for 
different adjustment types).  $                              -   

Total Amount to be Paid  $                              -   

Approved By:

Date Signed 

ACTUAL COST REIMBURSEMENT 
MONTHLY INVOICE 

COUNTY Administrator Signature 

TOTAL INVOICE AMOUNT (Administrative Services+Direct Services)

Contractor Certification: I certify under penalty of perjury, that this report is accurately completed and that services required by this billing have 
been provided.

CONTRACTOR Signature 

CONTRACTOR Name/Title (Please Print)  

COUNTY Administrator Name (Please Print)

NOTE: Supporting documentation is required for monthly actual Cost Invoice; however, monthly invoices that are 1/12th of annual 
maximum amount does not require supporting documentation. 
* The full cost of major Public Assistance (e.g., TANF funding) and Social Insurance Programs includes: (a) the costs of federal 
resources that have been transferred to individuals and state/local governments (Direct Services Costs) and (b) the costs of operating 
the programs (Administrative Costs). "Administrative costs" is defined as costs necessary for the proper administration of the TANF 
program or separate State programs. It includes the costs for general administration, eligibility determination, and program 
coordination, including indirect (or overhead) costs.
** "Direct Services Costs" are defined as costs associated with providing program services, such as diversion benefits, case 
management, job development, and post-employment support, screening and assessments and the development of employability plans 
and work services. Expenditures for contract activities are treated as program or administrative costs based on the nature or purpose 
of the contract.
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CIVIL RIGHTS COMPLAINT FLOWCHART PROCESS 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

Contractor employee receives a complaint of 
discrimination  

Contractor employee immediately provides a PA 607, Complaint of Discriminatory 
Treatment Form or GEN 1179, Complaint of Discrimination Form (in the 
customer’s designated/preferred language) and if requested, assists the customer 
in completing the form.  Additionally, please provide the customer with the DPSS 
Civil Rights Hotline: (562) 908-8501. 

CCM/CRL receives a complaint of discrimination 

CCM/CRL immediately provides a PA 607 or GEN 1179 (in 
the customer’s designated/preferred language) and if 

requested, assists the customer in completing a PA 607/GEN 
1179 and provides the customer with the DPSS Civil Rights 

Hotline phone number (562) 908-8501. 
 

Contractor employee forwards the PA 607 or GEN 
1179 to the Contractor Contract Manager 

(CCM/Civil Rights Liaison (CRL) 

Within two business days, the CCM/CRL forwards the 
PA 607 to the County Contract Administrator (CCA) 
and maintains a copy. 

The CCA immediately forwards the PA 607 to the Civil 
Rights Section (CRS) and maintains a copy. 

Upon receipt of a complaint, the Civil Rights Section will evaluate the complaint and if applicable, will 
conduct an investigation within 60 days. Investigation reports are approved by either the State or Civil 
Rights Coordinator based on the type of complaint.  Upon approval, a response is provided to the 
complainant, DPSS County Contract Administrator and the CCM/CRL 

CCM/CRL logs the complaint on the Contractor’s Civil 
Rights Complaint Log  
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CHARITABLE CONTRIBUTIONS CERTIFICATION 
 
 
Click or tap here to enter text. 
Company Name 

Click or tap here to enter text. 
Address 

Click or tap here to enter text. 
Internal Revenue Service Employer Identification Number 

Click or tap here to enter text. 
California Registry of Charitable Trusts “CT” number (if applicable) 

 
The Nonprofit Integrity Act (SB 1262, Chapter 919) added requirements to California’s Supervision of 
Trustees and Fundraisers for Charitable Purposes Act which regulates those receiving and raising 
charitable contributions. 
 
Check the Certification below that is applicable to your company. 

 
  Proposer or Contractor has examined its activities and determined that it does not now receive or 

raise charitable contributions regulated under California’s Supervision of Trustees and 
Fundraisers for Charitable Purposes Act.  If Bidder engages in activities subjecting it to those laws 
during the term of a County contract, it will timely comply with them and provide County a copy of 
its initial registration with the California State Attorney General’s Registry of Charitable Trusts 
when filed. 

 
OR 

 
  Proposer or Contractor is registered with the California Registry of Charitable Trusts under the 

CT number listed above and is in compliance with its registration and reporting requirements 
under California law.  Attached is a copy of its most recent filing with the Registry of Charitable 
Trusts as required by Title 11 California Code of Regulations, sections 300-301 and Government 
Code sections 12585-12586.  

 
 
Signature:  Date: Click or tap here to enter text. 
 
Printed Name: Click or tap here to enter text. Title: Click or tap here to enter text. 
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GAIN/START/REP VOCATIONAL ASSESSMENT 
EMPLOYMENT AND TRAINING 

PARTICIPANT LIST 
Service Period: MONTH, YYYY 

Agency: Los Angeles County Office of Education Contract Number: JRCP-XX-XX 

Contract Name: Job Readiness & Career Planning Services GAIN/START/REP Vocational Assessment Services 
 
# 

 
Case Number 

 
Last Name 

 
First Name 

 
Service Date 

Service 
Type 

START 
Site 
Number 

 
Contract 
Identifier 

*Assessment 
Provider No. 
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SECURITY REQUIREMENTS AND PROCEDURES 

FOR STATE AND LOCAL AGENCIES EXCHANGING 
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VIA ENCRYPTED E-MAIL 
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BUSINESS ASSOCIATE AGREEMENT 

UNDER THE HEALTH INSURANCE PORTABILITY 
AND ACCOUNTABILITY ACT OF 1996 ("HIPAA") 

 
County is a Covered Entity as defined by, and subject to the requirements and prohibitions of, the 
Administrative Simplification provisions of the Health Insurance Portability and Accountability Act of 1996, 
Public Law 104-191 (“HIPAA”), and regulations promulgated thereunder, including the Privacy, Security, 
Breach Notification, and Enforcement Rules at 45 Code of Federal Regulations (C.F.R.) Parts 160 and 
164 (collectively, the "HIPAA Rules").   

Contractor performs or provides functions, activities or services to County that require Contractor in order 
to provide such functions, activities or services to create, access, receive, maintain, and/or transmit 
information that includes or that may include Protected Health Information, as defined by the HIPAA 
Rules.  As such, Contractor is a Business Associate, as defined by the HIPAA Rules, and is therefore 
subject to those provisions of the HIPAA Rules that are applicable to Business Associates. 

The HIPAA Rules require a written agreement ("Business Associate Agreement") between County and 
Contractor in order to mandate certain protections for the privacy and security of Protected Health 
Information, and these HIPAA Rules prohibit the disclosure to or use of Protected Health Information by 
Contractor if such an agreement is not in place. 

This Business Associate Agreement and its provisions are intended to protect the privacy and provide 
for the security of Protected Health Information disclosed to or used by Contractor in compliance with the 
HIPAA Rules. 
 
Therefore, the parties agree as follows: 

 
1. DEFINITIONS 

1.1 "Breach" has the same meaning as the term "breach" at 45 C.F.R. § 164.402. 

1.2 "Business Associate" has the same meaning as the term "business associate" at 
45 C.F.R. § 160.103.  For the convenience of the parties, a "business associate" 
is a person or entity, other than a member of the workforce of covered entity, who 
performs functions or activities on behalf of, or provides certain services to, a 
covered entity that involve access by the business associate to Protected Health 
Information.  A "business associate" also is a subcontractor that creates, receives, 
maintains, or transmits Protected Health Information on behalf of another business 
associate.  And in reference to the party to this Business Associate Agreement 
"Business Associate" will mean Contractor.   

1.3 "Covered Entity" has the same meaning as the term “covered entity” at 45 C.F.R. 
§ 160.103, and in reference to the party to this Business Associate Agreement, 
"Covered Entity" will mean County. 

1.4 "Data Aggregation" has the same meaning as the term "data aggregation" at 45 
C.F.R. § 164.501. 

1.5 "De-identification" refers to the de-identification standard at 45 C.F.R. § 164.514. 
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1.6 "Designated Record Set" has the same meaning as the term "designated record 
set" at 45 C.F.R. § 164.501. 

1.7 "Disclose” and “Disclosure” mean, with respect to Protected Health Information, 
the release, transfer, provision of access to, or divulging in any other manner of 
Protected Health Information outside Business Associate’s internal operations or 
to other than its workforce.  (See 45 C.F.R. § 160.103.) 

1.8 "Electronic Health Record” means an electronic record of health-related 
information on an individual that is created, gathered, managed, and consulted by 
authorized health care clinicians and staff.  (See 42 U.S. C. § 17921.) 

1.9 “Electronic Media” has the same meaning as the term “electronic media” at 45 
C.F.R. § 160.103.  For the convenience of the parties, electronic media means (1) 
Electronic storage material on which data is or may be recorded electronically, 
including, for example, devices in computers (hard drives) and any 
removable/transportable digital memory medium, such as magnetic tape or disk, 
optical disk, or digital memory card; (2) Transmission media used to exchange 
information already in electronic storage media.  Transmission media include, for 
example, the Internet, extranet or intranet, leased lines, dial-up lines, private 
networks, and the physical movement of removable/transportable electronic 
storage media.  Certain transmissions, including of paper, via facsimile, and of 
voice, via telephone, are not considered to be transmissions via electronic media 
if the information being exchanged did not exist in electronic form immediately 
before the transmission. 

1.10 "Electronic Protected Health Information” has the same meaning as the term 
“electronic protected health information” at 45 C.F.R. § 160.103, limited to 
Protected Health Information created or received by Business Associate from or 
on behalf of Covered Entity.  For the convenience of the parties, Electronic 
Protected Health Information means Protected Health Information that is (i) 
transmitted by electronic media; (ii) maintained in electronic media. 

1.11 "Health Care Operations" has the same meaning as the term "health care 
operations" at 45 C.F.R. § 164.501. 

1.12 "Individual” has the same meaning as the term "individual" at 45 C.F.R. § 160.103.  
For the convenience of the parties, Individual means the person who is the subject 
of Protected Health Information and will include a person who qualifies as a 
personal representative in accordance with 45 C.F.R. § 164.502 (g). 

1.13 "Law Enforcement Official" has the same meaning as the term "law enforcement 
official" at 45 C.F.R. § 164.103. 

1.14 "Minimum Necessary" refers to the minimum necessary standard at 45 C.F.R. § 
164.502 (b). 

1.15 “Protected Health Information” has the same meaning as the term “protected 
health information” at 45 C.F.R. § 160.103, limited to the information created or 
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received by Business Associate from or on behalf of Covered Entity.  For the 
convenience of the parties, Protected Health Information includes information that 
(i) 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; (ii) identifies the Individual 
(or for which there is a reasonable basis for believing that the information can be 
used to identify the Individual); and (iii) is created, received, maintained, or 
transmitted by Business Associate from or on behalf of Covered Entity, and 
includes Protected Health Information that is made accessible to Business 
Associate by Covered Entity.  “Protected Health Information” includes Electronic 
Protected Health Information. 

1.16 “Required by Law” " has the same meaning as the term "required by law" at 45 
C.F.R. § 164.103. 

1.17 "Secretary" has the same meaning as the term "secretary" at 45 C.F.R. § 160.103 

1.18 "Security Incident” has the same meaning as the term "security incident" at 45 
C.F.R. § 164.304.  

1.19 "Services” means, unless otherwise specified, those functions, activities, or 
services in the applicable underlying Agreement, Contract, Master Agreement, 
Work Order, or Purchase Order or other service arrangement, with or without 
payment, that gives rise to Contractor's status as a Business Associate. 

1.20 "Subcontractor" has the same meaning as the term "subcontractor" at 45 C.F.R. § 
160.103.   

1.21 "Unsecured Protected Health Information" has the same meaning as the term 
“unsecured protected health information" at 45 C.F.R. § 164.402. 

1.22 “Use” or “Uses” means, with respect to Protected Health Information, the sharing, 
employment, application, utilization, examination or analysis of such Information 
within Business Associate’s internal operations.  (See 45 C.F.R § 164.103.) 

1.23 Terms used, but not otherwise defined in this Business Associate Agreement, have 
the same meaning as those terms in the HIPAA Rules. 

2. PERMITTED AND REQUIRED USES AND DISCLOSURES OF PROTECTED HEALTH 
INFORMATION 

2.1 Business Associate may only Use and/or Disclose Protected Health Information 
as necessary to perform Services, and/or as necessary to comply with the 
obligations of this Business Associate Agreement. 

2.2 Business Associate may Use Protected Health Information for de-identification of 
the information if de-identification of the information is required to provide Services. 

2.3 Business Associate may Use or Disclose Protected Health Information as 
Required by Law. 
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2.4 Business Associate will make Uses and Disclosures and requests for Protected 
Health Information consistent with the Covered Entity’s applicable Minimum 
Necessary policies and procedures. 

2.5 Business Associate may Use Protected Health Information as necessary for the 
proper management and administration of its business or to carry out its legal 
responsibilities. 

2.6 Business Associate may Disclose Protected Health Information as necessary for 
the proper management and administration of its business or to carry out its legal 
responsibilities, provided the Disclosure is Required by Law or Business Associate 
obtains reasonable assurances from the person to whom the Protected Health 
Information is disclosed (i.e., the recipient) that it will be held confidentially and 
Used or further Disclosed only as Required by Law or for the purposes for which it 
was disclosed to the recipient and the recipient notifies Business Associate of any 
instances of which it is aware in which the confidentiality of the Protected Health 
Information has been breached. 

2.7 Business Associate may provide Data Aggregation services relating to Covered 
Entity's Health Care Operations if such Data Aggregation services are necessary 
in order to provide Services. 

3. PROHIBITED USES AND DISCLOSURES OF PROTECTED HEALTH INFORMATION 

3.1 Business Associate must not Use or Disclose Protected Health Information other 
than as permitted or required by this Business Associate Agreement or as 
Required by Law. 

3.2 Business Associate must not Use or Disclose Protected Health Information in a 
manner that would violate Subpart E of 45 C.F.R. Part 164 if done by Covered 
Entity, except for the specific Uses and Disclosures set forth in Sections 2.5 and 
2.6. 

3.3 Business Associate must not Use or Disclose Protected Health Information for de-
identification of the information except as set forth in section 2.2. 

4. OBLIGATIONS TO SAFEGUARD PROTECTED HEALTH INFORMATION 

4.1 Business Associate must implement, use, and maintain appropriate safeguards to 
prevent the Use or Disclosure of Protected Health Information other than as 
provided for by this Business Associate Agreement. 

4.2 Business Associate must comply with Subpart C of 45 C.F.R Part 164 with respect 
to Electronic Protected Health Information, to prevent the Use or Disclosure of 
such information other than as provided for by this Business Associate Agreement. 

5. REPORTING NON-PERMITTED USES OR DISCLOSURES, SECURITY INCIDENTS, 
AND BREACHES OF UNSECURED PROTECTED HEALTH INFORMATION 
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5.1 Business Associate must report to Covered Entity any Use or Disclosure of 
Protected Health Information not permitted by this Business Associate Agreement, 
any Security Incident, and/ or any Breach of Unsecured Protected Health 
Information as further described in Sections 5.1.1, 5.1.2, and 5.1.3. 

5.1.1 Business Associate must report to Covered Entity any Use or Disclosure of 
Protected Health Information by Business Associate, its employees, 
representatives, agents or Subcontractors not provided for by this 
Agreement of which Business Associate becomes aware. 

5.1.2 Business Associate must report to Covered Entity any Security Incident of 
which Business Associate becomes aware. 

5.1.3. Business Associate must report to Covered Entity any Breach by Business 
Associate, its employees, representatives, agents, workforce members, or 
Subcontractors of Unsecured Protected Health Information that is known to 
Business Associate or, by exercising reasonable diligence, would have 
been known to Business Associate.  Business Associate will be deemed to 
have knowledge of a Breach of Unsecured Protected Health Information if 
the Breach is known, or by exercising reasonable diligence would have 
been known, to any person, other than the person committing the Breach, 
who is an employee, officer, or other agent of Business Associate, including 
a Subcontractor, as determined in accordance with the federal common law 
of agency. 

5.2 Except as provided in Section 5.3, for any reporting required by Section 5.1, 
Business Associate must provide, to the extent available, all information required 
by, and within the times frames specified in, Sections 5.2.1 and 5.2.2. 

5.2.1 Business Associate must make an immediate telephonic report upon 
discovery of the non-permitted Use or Disclosure of Protected Health 
Information, Security Incident or Breach of Unsecured Protected Health 
Information to (562) 940-3335 that minimally includes: 

(a) A brief description of what happened, including the date of the non-
permitted Use or Disclosure, Security Incident, or Breach and the 
date of Discovery of the non-permitted Use or Disclosure, Security 
Incident, or Breach, if known; 

(b) The number of Individuals whose Protected Health Information is 
involved; 

(c) A description of the specific type of Protected Health Information 
involved in the non-permitted Use or Disclosure, Security Incident, or 
Breach (such as whether full name, social security number, date of 
birth, home address, account number, diagnosis, disability code or 
other types of information were involved); 
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(d) The name and contact information for a person highly knowledge of 
the facts and circumstances of the non-permitted Use or Disclosure 
of PHI, Security Incident, or Breach 

5.2.2 Business Associate must make a written report without unreasonable delay 
and in no event later than three business days from the date of discovery 
by Business Associate of the non-permitted Use or Disclosure of Protected 
Health Information, Security Incident, or Breach of Unsecured Protected 
Health Information and to the HIPAA Compliance Officer at:  Hall of 
Records, County of Los Angeles, Chief Executive Office, Risk 
Management Branch-Office of Privacy, 320 W. Temple Street, 7th 
Floor, Los Angeles, California 90012, PRIVACY@ceo.lacounty.gov, 
that includes, to the extent possible: 

(a) A brief description of what happened, including the date of the non-
permitted Use or Disclosure, Security Incident, or Breach and the 
date of Discovery of the non-permitted Use or Disclosure, Security 
Incident, or Breach, if known; 

(b) The number of Individuals whose Protected Health Information is 
involved; 

(c) A description of the specific type of Protected Health Information 
involved in the non-permitted Use or Disclosure, Security Incident, or 
Breach (such as whether full name, social security number, date of 
birth, home address, account number, diagnosis, disability code or 
other types of information were involved); 

(d) The identification of each Individual whose Unsecured Protected 
Health Information has been, or is reasonably believed by Business 
Associate to have been, accessed, acquired, Used, or Disclosed; 

(e) Any other information necessary to conduct an assessment of 
whether notification to the Individual(s) under 45 C.F.R. § 164.404 is 
required; 

(f) Any steps Business Associate believes that the Individual(s) could 
take to protect themselves from potential harm from the non-
permitted Use or Disclosure, Security Incident, or Breach; 

(g) A brief description of what Business Associate is doing to investigate, 
to mitigate harm to the Individual(s), and to protect against any 
further similar occurrences; and  

(h) The name and contact information for a person highly knowledge of 
the facts and circumstances of the non-permitted Use or Disclosure 
of PHI, Security Incident, or Breach. 

5.2.3 If Business Associate is not able to provide the information specified in 
Section 5.2.1 or 5.2.2 at the time of the required report, Business Associate 

mailto:PRIVACY@ceo.lacounty.gov
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must provide such information promptly thereafter as such information 
becomes available. 

5.3 Business Associate may delay the notification required by Section 5.1.3, if a law 
enforcement official states to Business Associate that notification would impede a 
criminal investigation or cause damage to national security.   

5.3.1 If the law enforcement official's statement is in writing and specifies the time 
for which a delay is required, Business Associate must delay its reporting 
and/or notification obligation(s) for the time period specified by the official. 

5.3.2 If the statement is made orally, Business Associate must document the 
statement, including the identity of the official making the statement, and 
delay its reporting and/or notification obligation(s) temporarily and no longer 
than 30 days from the date of the oral statement, unless a written statement 
as described in Section 5.3.1 is submitted during that time.  

6. WRITTEN ASSURANCES OF SUBCONTRACTORS 

6.1 In accordance with 45 C.F.R. § 164.502 (e)(1)(ii) and § 164.308 (b)(2), if 
applicable, Business Associate must ensure that any Subcontractor that creates, 
receives, maintains, or transmits Protected Health Information on behalf of 
Business Associate is made aware of its status as a Business Associate with 
respect to such information and that Subcontractor agrees in writing to the same 
restrictions, conditions, and requirements that apply to Business Associate with 
respect to such information. 

6.2 Business Associate must take reasonable steps to cure any material breach or 
violation by Subcontractor of the agreement required by Section 6.1.   

6.3 If the steps required by Section 6.2 do not cure the breach or end the violation, 
Contractor must terminate, if feasible, any arrangement with Subcontractor by 
which Subcontractor creates, receives, maintains, or transmits Protected Health 
Information on behalf of Business Associate. 

6.4 If neither cure nor termination as set forth in Sections 6.2 and 6.3 is feasible, 
Business Associate must immediately notify County. 

6.5 Without limiting the requirements of Section 6.1, the agreement required by 
Section 6.1 (Subcontractor Business Associate Agreement) must require 
Subcontractor to contemporaneously notify Covered Entity in the event of a Breach 
of Unsecured Protected Health Information. 

6.6 Without limiting the requirements of Section 6.1, agreement required by Section 
6.1 (Subcontractor Business Associate Agreement) must include a provision 
requiring Subcontractor to destroy, or in the alternative to return to Business 
Associate, any Protected Health Information created, received, maintained, or 
transmitted by Subcontractor on behalf of Business Associate so as to enable 
Business Associate to comply with the provisions of Section 18.4. 
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6.7 Business Associate must provide to Covered Entity, at Covered Entity's request, a 
copy of any and all Subcontractor Business Associate Agreements required by 
Section 6.1. 

6.8 Sections 6.1 and 6.7 are not intended by the parties to limit in any way the scope 
of Business Associate's obligations related to Subcontracts or Subcontracting in 
the applicable underlying Agreement, Contract, Master Agreement, Work Order, 
Purchase Order, or other services arrangement, with or without payment, that 
gives rise to Contractor's status as a Business Associate. 

7. ACCESS TO PROTECTED HEALTH INFORMATION 

7.1 To the extent Covered Entity determines that Protected Health Information is 
maintained by Business Associate or its agents or Subcontractors in a Designated 
Record Set, Business Associate must, within two business days after receipt of a 
request from Covered Entity, make the Protected Health Information specified by 
Covered Entity available to the Individual(s) identified by Covered Entity as being 
entitled to access and must provide such Individuals(s) or other person(s) 
designated by Covered Entity with a copy the specified Protected Health 
Information, in order for Covered Entity to meet the requirements of 45 C.F.R. § 
164.524. 

7.2 If any Individual requests access to Protected Health Information directly from 
Business Associate or its agents or Subcontractors, Business Associate must 
notify Covered Entity in writing within two days of the receipt of the request.  
Whether access will be provided or denied will be determined by Covered Entity. 

7.3 To the extent that Business Associate maintains Protected Health Information that 
is subject to access as set forth above in one or more Designated Record Sets 
electronically and if the Individual requests an electronic copy of such information, 
Business Associate must provide the Individual with access to the Protected 
Health Information in the electronic form and format requested by the Individual, if 
it is readily producible in such form and format; or, if not, in a readable electronic 
form and format as agreed to by Covered Entity and the Individual. 

8. AMENDMENT OF PROTECTED HEALTH INFORMATION 

8.1 To the extent Covered Entity determines that any Protected Health Information is 
maintained by Business Associate or its agents or Subcontractors in a Designated 
Record Set, Business Associate must, within ten business days after receipt of a 
written request from Covered Entity, make any amendments to such Protected 
Health Information that are requested by Covered Entity, in order for Covered 
Entity to meet the requirements of 45 C.F.R. § 164.526. 

8.2 If any Individual requests an amendment to Protected Health Information directly 
from Business Associate or its agents or Subcontractors, Business Associate must 
notify Covered Entity in writing within five days of the receipt of the request.  
Whether an amendment will be granted or denied will be determined by Covered 
Entity. 
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9. ACCOUNTING OF DISCLOSURES OF PROTECTED HEALTH INFORMATION 

9.1 Business Associate must maintain an accounting of each Disclosure of Protected 
Health Information made by Business Associate or its employees, agents, 
representatives or Subcontractors, as is determined by Covered Entity to be 
necessary in order to permit Covered Entity to respond to a request by an 
Individual for an accounting of disclosures of Protected Health Information in 
accordance with 45 C.F.R. § 164.528. 

9.1.1 Any accounting of disclosures provided by Business Associate under 
Section 9.1 must include:  

(a) The date of the Disclosure;  

(b) The name, and address if known, of the entity or person who 
received the Protected Health Information; 

(c) A brief description of the Protected Health Information Disclosed; 
and  

(d) A brief statement of the purpose of the Disclosure.   

9.1.2 For each Disclosure that could require an accounting under Section 9.1, 
Business Associate must document the information specified in Section 
9.1.1, and must maintain the information for six years from the date of the 
Disclosure.   

9.2 Business Associate must provide to Covered Entity, within ten business days after 
receipt of a written request from Covered Entity, information collected in 
accordance with Section 9.1.1 to permit Covered Entity to respond to a request by 
an Individual for an accounting of disclosures of Protected Health Information in 
accordance with 45 C.F.R. § 164.528 

9.3 If any Individual requests an accounting of disclosures directly from Business 
Associate or its agents or Subcontractors, Business Associate must notify Covered 
Entity in writing within five days of the receipt of the request, and must provide the 
requested accounting of disclosures to the Individual(s) within 30 days.  The 
information provided in the accounting must be in accordance with 45 C.F.R. § 
164.528. 

10. COMPLIANCE WITH APPLICABLE HIPAA RULES 

10.1 To the extent Business Associate is to carry out one or more of Covered Entity's 
obligation(s) under Subpart E of 45 C.F.R. Part 164, Business Associate must 
comply with the requirements of Subpart E that apply to Covered Entity's 
performance of such obligation(s). 

10.2 Business Associate must comply with all HIPAA Rules applicable to Business 
Associate in the performance of Services. 
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11. AVAILABILITY OF RECORDS 

11.1 Business Associate must make its internal practices, books, and records relating 
to the Use and Disclosure of Protected Health Information received from, or 
created or received by Business Associate on behalf of Covered Entity available 
to the Secretary for purposes of determining Covered Entity’s compliance with the 
Privacy and Security Regulations. 

11.2 Unless prohibited by the Secretary, Business Associate must immediately notify 
Covered Entity of any requests made by the Secretary and provide Covered Entity 
with copies of any documents produced in response to such request. 

12. MITIGATION OF HARMFUL EFFECTS 

12.1 Business Associate must mitigate, to the extent practicable, any harmful effect of 
a Use or Disclosure of Protected Health Information by Business Associate in 
violation of the requirements of this Business Associate Agreement that is known 
to Business Associate. 

13. BREACH NOTIFICATION TO INDIVIDUALS   

13.1 Business Associate must, to the extent Covered Entity determines that there has 
been a Breach of Unsecured Protected Health Information by Business Associate, 
its employees, representatives, agents or Subcontractors, provide breach 
notification to the Individual in a manner that permits Covered Entity to comply with 
its obligations under 45 C.F.R. § 164.404. 

13.1.1 Business Associate must notify, subject to the review and approval of 
Covered Entity, each Individual whose Unsecured Protected Health 
Information has been, or is reasonably believed to have been, accessed, 
acquired, Used, or Disclosed as a result of any such Breach. 

13.1.2 The notification provided by Business Associate must be written in plain 
language, will be subject to review and approval by Covered Entity, and 
must include, to the extent possible: 

(a) A brief description of what happened, including the date of the 
Breach and the date of the Discovery of the Breach, if known; 

(b) A description of the types of Unsecured Protected Health Information 
that were involved in the Breach (such as whether full name, social 
security number, date of birth, home address, account number, 
diagnosis, disability code, or other types of information were 
involved); 

(c) Any steps the Individual should take to protect themselves from 
potential harm resulting from the Breach; 
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(d) A brief description of what Business Associate is doing to investigate 
the Breach, to mitigate harm to Individual(s), and to protect against 
any further Breaches; and 

(e) Contact procedures for Individual(s) to ask questions or learn 
additional information, including a toll-free telephone number, an e-
mail address, Web site, or postal address. 

13.2 Covered Entity, in its sole discretion, may elect to provide the notification required 
by Section 13.1 and/or to establish the contact procedures described in Section 
13.1.2. 

13.3 Business Associate must reimburse Covered Entity any and all costs incurred by 
Covered Entity, in complying with Subpart D of 45 C.F.R. Part 164, including but 
not limited to costs of notification, internet posting, or media publication, as a result 
of Business Associate's Breach of Unsecured Protected Health Information; 
Covered Entity will not be responsible for any costs incurred by Business Associate 
in providing the notification required by 13.1 or in establishing the contact 
procedures required by Section 13.1.2. 

14. INDEMNIFICATION 

14.1 Business Associate must indemnify, defend, and hold harmless Covered Entity, its 
Special Districts, elected and appointed officers, employees, and agents from and 
against any and all liability, including but not limited to demands, claims, actions, 
fees, costs, expenses (including attorney and expert witness fees), and penalties 
and/or fines (including regulatory penalties and/or fines), arising from or connected 
with Business Associate's acts and/or omissions arising from and/or relating to this 
Business Associate Agreement, including, but not limited to, compliance and/or 
enforcement actions and/or activities, whether formal or informal, by the Secretary 
or by the Attorney General of the State of California. 

14.2 Section 14.1 is not intended by the parties to limit in any way the scope of Business 
Associate's obligations related to Insurance and/or Indemnification in the 
applicable underlying Agreement, Contract, Master Agreement, Work Order, 
Purchase Order, or other services arrangement, with or without payment, that 
gives rise to Contractor's status as a Business Associate. 

15. OBLIGATIONS OF COVERED ENTITY 

15.1 Covered Entity will notify Business Associate of any current or future restrictions 
or limitations on the Use or Disclosure of Protected Health Information that would 
affect Business Associate’s performance of the Services, and Business Associate 
must thereafter restrict or limit its own Uses and Disclosures accordingly. 

15.2 Covered Entity will not request Business Associate to Use or Disclose Protected 
Health Information in any manner that would not be permissible under Subpart E 
of 45 C.F.R. Part 164 if done by Covered Entity, except to the extent that Business 
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Associate may Use or Disclose Protected Health Information as provided in 
Sections 2.3, 2.5, and 2.6. 

16. TERM 

16.1 Unless sooner terminated as set forth in Section 17, the term of this Business 
Associate Agreement will be the same as the term of the applicable underlying 
Agreement, Contract, Master Agreement, Work Order, Purchase Order, or other 
service arrangement, with or without payment, that gives rise to Contractor's status 
as a Business Associate. 

16.2 Notwithstanding Section 16.1, Business Associate’s obligations under Sections 
11, 14, and 18 will survive the termination or expiration of this Business Associate 
Agreement. 

17. TERMINATION FOR CAUSE  

17.1 In addition to and notwithstanding the termination provisions set forth in the 
applicable underlying Agreement, Contract, Master Agreement, Work Order, 
Purchase Order, or other services arrangement, with or without payment, that 
gives rise to Contractor's status as a Business Associate, if either party determines 
that the other party has violated a material term of this Business Associate 
Agreement, and the breaching party has not cured the breach or ended the 
violation within the time specified by the non-breaching party, which must be 
reasonable given the nature of the breach and/or violation, the non-breaching party 
may terminate this Business Associate Agreement. 

17.2 In addition to and notwithstanding the termination provisions set forth in the 
applicable underlying Agreement, Contract, Master Agreement, Work Order, 
Purchase Order, or other services arrangement, with or without payment, that 
gives rise to Contractor's status as a Business Associate, if either party determines 
that the other party has violated a material term of this Business Associate 
Agreement, and cure is not feasible, the non-breaching party may terminate this 
Business Associate Agreement immediately. 

18. DISPOSITION OF PROTECTED HEALTH INFORMATION UPON TERMINATION OR 
EXPIRATION 

18.1 Except as provided in Section 18.3, upon termination for any reason or expiration 
of this Business Associate Agreement, Business Associate must return or, if 
agreed to by Covered entity, must destroy as provided for in Section 18.2, all 
Protected Health Information received from Covered Entity, or created, 
maintained, or received by Business Associate on behalf of Covered Entity, that 
Business Associate, including any Subcontractor, still maintains in any form.  
Business Associate will retain no copies of the Protected Health Information. 

18.2 Destruction for purposes of Section 18.2 and Section 6.6 will mean that media on 
which the Protected Health Information is stored or recorded has been destroyed 
and/or electronic media have been cleared, purged, or destroyed in accordance 
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with the use of a technology or methodology specified by the Secretary in guidance 
for rendering Protected Health Information unusable, unreadable, or 
indecipherable to unauthorized individuals. 

18.3 Notwithstanding Section 18.1, in the event that return or destruction of Protected 
Health Information is not feasible or Business Associate determines that any such 
Protected Health Information is necessary for Business Associate to continue its 
proper management and administration or to carry out its legal responsibilities, 
Business Associate may retain that Protected Health Information for which 
destruction or return is infeasible or that Protected Health Information which is 
necessary for Business Associate to continue its proper management and 
administration or to carry out its legal responsibilities and must return or destroy 
all other Protected Health Information.   

18.3.1 Business Associate must extend the protections of this Business Associate 
Agreement to such Protected Health Information, including continuing to 
use appropriate safeguards and continuing to comply with Subpart C of 45 
C.F.R Part 164 with respect to Electronic Protected Health Information, to 
prevent the Use or Disclosure of such information other than as provided 
for in Sections 2.5 and 2.6 for so long as such Protected Health Information 
is retained, and Business Associate must not Use or Disclose such 
Protected Health Information other than for the purposes for which such 
Protected Health Information was retained. 

18.3.2 Business Associate must return or, if agreed to by Covered entity, destroy 
the Protected Health Information retained by Business Associate when it is 
no longer needed by Business Associate for Business Associate's proper 
management and administration or to carry out its legal responsibilities. 

18.4 Business Associate must ensure that all Protected Health Information created, 
maintained, or received by Subcontractors is returned or, if agreed to by Covered 
entity, destroyed as provided for in Section 18.2. 

19. AUDIT, INSPECTION, AND EXAMINATION 

19.1 Covered Entity reserves the right to conduct a reasonable inspection of the 
facilities, systems, information systems, books, records, agreements, and policies 
and procedures relating to the Use or Disclosure of Protected Health Information 
for the purpose determining whether Business Associate is in compliance with the 
terms of this Business Associate Agreement and any non-compliance may be a 
basis for termination of this Business Associate Agreement and the applicable 
underlying Agreement, Contract, Master Agreement, Work Order, Purchase Order 
or other services arrangement, with or without payment, that gives rise to 
Contractor's status as a Business Associate, as provided for in section 17. 

19.2 Covered Entity and Business Associate will mutually agree in advance upon the 
scope, timing, and location of any such inspection. 
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19.3 At Business Associate's request, and to the extent permitted by law, Covered 
Entity will execute a nondisclosure agreement, upon terms and conditions mutually 
agreed to by the parties. 

19.4 That Covered Entity inspects, fails to inspect, or has the right to inspect as provided 
for in Section 19.1 does not relieve Business Associate of its responsibility to 
comply with this Business Associate Agreement and/or the HIPAA Rules or impose 
on Covered Entity any responsibility for Business Associate's compliance with any 
applicable HIPAA Rules. 

19.5 Covered Entity's failure to detect, its detection but failure to notify Business 
Associate, or its detection but failure to require remediation by Business Associate 
of an unsatisfactory practice by Business Associate, will not constitute acceptance 
of such practice or a waiver of Covered Entity's enforcement rights under this 
Business Associate Agreement or the applicable underlying Agreement, Contract, 
Master Agreement, Work Order, Purchase Order or other services arrangement, 
with or without payment, that gives rise to Contractor's status as a Business 
Associate. 

19.6 Section 19.1 is not intended by the parties to limit in any way the scope of Business 
Associate's obligations related to Inspection and/or Audit and/or similar review in 
the applicable underlying Agreement, Contract, Master Agreement, Work Order, 
Purchase Order, or other services arrangement, with or without payment, that 
gives rise to Contractor's status as a Business Associate. 

20. MISCELLANEOUS PROVISIONS 

20.1 Disclaimer.  Covered Entity makes no warranty or representation that compliance 
by Business Associate with the terms and conditions of this Business Associate 
Agreement will be adequate or satisfactory to meet the business needs or legal 
obligations of Business Associate. 

20.2 HIPAA Requirements.  The Parties agree that the provisions under HIPAA Rules 
that are required by law to be incorporated into this Amendment are hereby 
incorporated into this Agreement. 

20.3 No Third Party Beneficiaries.  Nothing in this Business Associate Agreement will 
confer upon any person other than the parties and their respective successors or 
assigns, any rights, remedies, obligations, or liabilities whatsoever. 

20.4 Construction.  In the event that a provision of this Business Associate Agreement 
is contrary to a provision of the applicable underlying Agreement, Contract, Master 
Agreement, Work Order, Purchase Order, or other services arrangement, with or 
without payment, that gives rise to Contractor's status as a Business Associate, 
the provision of this Business Associate Agreement will control.  Otherwise, this 
Business Associate Agreement will be construed under, and in accordance with, 
the terms of the applicable underlying Agreement, Contract, Master Agreement, 
Work Order, Purchase Order or other services arrangement, with or without 
payment, that gives rise to Contractor's status as a Business Associate. 



 
EXHIBIT X 

 

 
Job Readiness, Career Planning, and Vocational Assessment Services 511 
Contract #: JRCP-24-01                                        
 

20.5 Regulatory References.  A reference in this Business Associate Agreement to a 
section in the HIPAA Rules means the section as in effect or as amended. 

20.6 Interpretation.  Any ambiguity in this Business Associate Agreement will be 
resolved in favor of a meaning that permits the parties to comply with the HIPAA 
Rules. 

20.7 Amendment.  The parties agree to take such action as is necessary to amend this 
Business Associate Agreement from time to time as is necessary for Covered 
Entity or Business Associate to comply with the requirements of the HIPAA Rules 
and any other privacy laws governing Protected Health Information. 

 
  



 
EXHIBIT Y 

 

 
Job Readiness, Career Planning, and Vocational Assessment Services 512 
Contract #: JRCP-24-01                                        
 

INFORMATION SECURITY AND PRIVACY REQUIREMENTS EXHIBIT 

The County of Los Angeles (“County”) is committed to safeguarding the Integrity of the County systems, 
Data, Information and protecting the privacy rights of the individuals that it serves. This Information 
Security and Privacy Requirements Exhibit (“Exhibit”) sets forth the County and the Contractor’s 
commitment and agreement to fulfill each of their obligations under applicable state or federal laws, rules, 
or regulations, as well as applicable industry standards concerning privacy, Data protections, Information 
Security, Confidentiality, Availability, and Integrity of such Information. The Information Security and 
privacy requirements and procedures in this Exhibit are to be established by the Contractor before the 
Effective Date of the Contract and maintained throughout the term of the Contract.  
 
These requirements and procedures are a minimum standard and are in addition to the requirements of 
the underlying base agreement between the County and Contractor (the “Contract”) and any other 
agreements between the parties. However, it is the Contractor's sole obligation to: (i) implement 
appropriate and reasonable measures to secure and protect its systems and all County Information 
against internal and external Threats and Risks; and (ii) continuously review and revise those measures 
to address ongoing Threats and Risks. Failure to comply with the minimum requirements and procedures 
set forth in this Exhibit will constitute a material, non-curable breach of Contract by the Contractor, 
entitling the County, in addition to the cumulative of all other remedies available to it at law, in equity, or 
under the Contract, to immediately terminate the Contract. To the extent there are conflicts between this 
Exhibit and the Contract, this Exhibit will prevail unless stated otherwise. 

1. DEFINITIONS 
Unless otherwise defined in the Contract, the definitions herein contained are specific to the uses within 
this exhibit. 
 
a. Availability: the condition of Information being accessible and usable upon demand by an authorized 

entity (Workforce Member or process). 
b. Confidentiality: the condition that Information is not disclosed to system entities (users, processes, 

devices) unless they have been authorized to access the Information. 
c. County Information: all Data and Information belonging to the County. 
d. Data: a subset of Information comprised of qualitative or quantitative values. 
e. Incident: a suspected, attempted, successful, or imminent Threat of unauthorized electronic and/or 

physical access, use, disclosure, breach, modification, or destruction of information; interference with 
Information Technology operations; or significant violation of County policy. 

f. Information: any communication or representation of knowledge or understanding such as facts, 
Data, or opinions in any medium or form, including electronic, textual, numerical, graphic, 
cartographic, narrative, or audiovisual. 

g. Information Security Policy: high level statements of intention and direction of an organization used 
to create an organization’s Information Security Program as formally expressed by its top 
management. 

h. Information Security Program: formalized and implemented Information Security Policies, 
standards and procedures that are documented describing the program management safeguards and 
common controls in place or those planned for meeting the County’s information security 
requirements. 

i. Information Technology: any equipment or interconnected system or subsystem of equipment that 
is used in the automatic acquisition, storage, manipulation, management, movement, control, display, 
switching, interchange, transmission, or reception of Data or Information. 
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j. Integrity: the condition whereby Data or Information has not been improperly modified or destroyed 
and authenticity of the Data or Information can be ensured. 

k. Mobile Device Management (MDM): software that allows Information Technology administrators to 
control, secure, and enforce policies on smartphones, tablets, and other endpoints. 

l. Privacy Policy: high level statements of intention and direction of an organization used to create an 
organization’s Privacy Program as formally expressed by its top management. 

m. Privacy Program: A formal document that provides an overview of an organization’s privacy 
program, including a description of the structure of the privacy program, the resources dedicated to 
the privacy program, the role of the organization’s privacy official and other staff, the strategic goals 
and objectives of the Privacy Program, and the program management controls and common controls 
in place or planned for meeting applicable privacy requirements and managing privacy risks. 

n. Risk: a measure of the extent to which the County is threatened by a potential circumstance or event, 
Risk is typically a function of: (i) the adverse impacts that would arise if the circumstance or event 
occurs; and (ii) the likelihood of occurrence. 

o. Threat: any circumstance or event with the potential to adversely impact County operations (including 
mission, functions, image, or reputation), organizational assets, individuals, or other organizations 
through an Information System via unauthorized access, destruction, disclosure, modification of 
Information, and/or denial of service. 

p. Vulnerability: a weakness in a system, application, network or process that is subject to exploitation 
or misuse. 

q. Workforce Member: employees, volunteers, and other persons whose conduct, in the performance 
of work for Los Angeles County, is under the direct control of Los Angeles County, whether or not 
they are paid by Los Angeles County.  This includes, but may not be limited to, full and part time 
elected or appointed officials, employees, affiliates, associates, students, volunteers, and staff from 
third party entities who provide service to the County. 

2. INFORMATION SECURITY AND PRIVACY PROGRAMS 
a. Information Security Program. The Contractor must maintain a company-wide Information Security 

Program designed to evaluate Risks to the Confidentiality, Availability, and Integrity of the County 
Information covered under this Contract. 
Contractor’s Information Security Program must include the creation and maintenance of Information 
Security Policies, standards, and procedures. Information Security Policies, standards, and 
procedures will be communicated to all Contractor employees in a relevant, accessible, and 
understandable form and will be regularly reviewed and evaluated to ensure operational 
effectiveness, compliance with all applicable laws and regulations, and addresses new and emerging 
Threats and Risks. 
 
The Contractor must exercise the same degree of care in safeguarding and protecting County 
Information that the Contractor exercises with respect to its own Information and Data, but in no event 
less than a reasonable degree of care. The Contractor will implement, maintain, and use appropriate 
administrative, technical, and physical security measures to preserve the Confidentiality, Integrity, 
and Availability of County Information. 
 
The Contractor’s Information Security Program must: 
 
• Protect the Confidentiality, Integrity, and Availability of County Information in the Contractor’s 

possession or control; 
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• Protect against any anticipated Threats or hazards to the Confidentiality, Integrity, and Availability 
of County Information; 

• Protect against unauthorized or unlawful access, use, disclosure, alteration, or destruction of 
County Information; 

• Protect against accidental loss or destruction of, or damage to, County Information; and 
• Safeguard County Information in compliance with any applicable laws and regulations which apply 

to the Contractor. 
b. Privacy Program. The Contractor must establish and maintain a company-wide Privacy Program 

designed to incorporate Privacy Policies and practices in its business operations to provide 
safeguards for Information, including County Information. The Contractor’s Privacy Program must 
include the development of, and ongoing reviews and updates to Privacy Policies, guidelines, 
procedures and appropriate workforce privacy training within its organization. These Privacy Policies, 
guidelines, procedures, and appropriate training will be provided to all Contractor employees, agents, 
and volunteers. The Contractor’s Privacy Policies, guidelines, and procedures must be continuously 
reviewed and updated for effectiveness and compliance with applicable laws and regulations, and to 
appropriately respond to new and emerging Threats and Risks. The Contractor’s Privacy Program 
must perform ongoing monitoring and audits of operations to identify and mitigate privacy Threats. 
The Contractor must exercise the same degree of care in safeguarding the privacy of County 
Information that the Contractor exercises with respect to its own Information, but in no event less than 
a reasonable degree of care. The Contractor will implement, maintain, and use appropriate privacy 
practices and protocols to preserve the Confidentiality of County Information. 
The Contractor’s Privacy Program must include: 
• A Privacy Program framework that identifies and ensures that the Contractor complies with all 

applicable laws and regulations; 

• External Privacy Policies, and internal privacy policies, procedures and controls to support the 
privacy program; 

• Protections against unauthorized or unlawful access, use, disclosure, alteration, or destruction of 
County Information; 

• A training program that covers Privacy Policies, protocols and awareness; 

• A response plan to address privacy Incidents and privacy breaches; and 

• Ongoing privacy assessments and audits. 

3. PROPERTY RIGHTS TO COUNTY INFORMATION 
All County Information is deemed property of the County, and the County will retain exclusive rights and 
ownership thereto. County Information must not be used by the Contractor for any purpose other than as 
required under this Contract, nor will such or any part of such be disclosed, sold, assigned, leased, or 
otherwise disposed of, to third parties by the Contractor, or commercially exploited or otherwise used by, 
or on behalf of, the Contractor, its officers, directors, employees, or agents. The Contractor may assert 
no lien on or right to withhold from the County, any County Information it receives from, receives 
addressed to, or stores on behalf of, the County. Notwithstanding the foregoing, the Contractor may 
aggregate, compile, and use County Information in order to improve, develop or enhance the System 
Software and/or other services offered, or to be offered, by the Contractor, provided that (i) no County 
Information in such aggregated or compiled pool is identifiable as originating from, or can be traced back 
to the County, and (ii) such Data or Information cannot be associated or matched with the identity of an 
individual alone, or linkable to a specific individual. The Contractor specifically consents to the County's 
access to such County Information held, stored, or maintained on any and all devices Contactor owns, 
leases or possesses. 
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4. CONTRACTOR’S USE OF COUNTY INFORMATION 
The Contractor may use County Information only as necessary to carry out its obligations under this 
Contract. The Contractor must collect, maintain, or use County Information only for the purposes 
specified in the Contract and, in all cases, in compliance with all applicable local, state, and federal laws 
and regulations governing the collection, maintenance, transmission, dissemination, storage, use, and 
destruction of County Information, including, but not limited to, (i) any state and federal law governing the 
protection of personal Information, (ii) any state and federal security breach notification laws, and (iii) the 
rules, regulations and directives of the Federal Trade Commission, as amended from time to time. 

5. SHARING COUNTY INFORMATION AND DATA 
The Contractor must not share, release, disclose, disseminate, make available, transfer, or otherwise 
communicate orally, in writing, or by electronic or other means, County Information to a third party for 
monetary or other valuable consideration. 

6. CONFIDENTIALITY 
a. Confidentiality of County Information. The Contractor agrees that all County Information is 

Confidential and proprietary to the County regardless of whether such Information was disclosed 
intentionally or unintentionally, or marked as "confidential". 

b. Disclosure of County Information. The Contractor may disclose County Information only as 
necessary to carry out its obligations under this Contract, or as required by law, and is prohibited from 
using County Information for any other purpose without the prior express written approval of the 
County’s contract administrator in consultation with the County’s Chief Information Security Officer 
and/or Chief Privacy Officer. If required by a court of competent jurisdiction or an administrative body 
to disclose County Information, the Contractor must notify the County’s contract administrator 
immediately and prior to any such disclosure, to provide the County an opportunity to oppose or 
otherwise respond to such disclosure, unless prohibited by law from doing so. 

c. Disclosure Restrictions of Non-Public Information. While performing work under the Contract, the 
Contractor may encounter County Non-public Information (“NPI”) in the course of performing this 
Contract, including, but not limited to, licensed technology, drawings, schematics, manuals, sealed 
court records, and other materials described and/or identified as “Internal Use”, “Confidential” or 
“Restricted” as defined in Board of Supervisors Policy 6.104 – Information Classification Policy as 
NPI. The Contractor must not disclose or publish any County NPI and material received or used in 
performance of this Contract. This obligation is perpetual. 

d. Individual Requests. The Contractor must acknowledge any request or instructions from the County 
regarding the exercise of any individual’s privacy rights provided under applicable federal or state 
laws. The Contractor must have in place appropriate policies and procedures to promptly respond to 
such requests and comply with any request or instructions from the County within seven calendar 
days. If an individual makes a request directly to the Contractor involving County Information, the 
Contractor must notify the County within five calendar days and the County will coordinate an 
appropriate response, which may include instructing the Contractor to assist in fulfilling the request. 
Similarly, if the Contractor receives a privacy or security complaint from an individual regarding 
County Information, the Contractor must notify the County as described in Section 14 SECURITY 
AND PRIVACY INCIDENTS, and the County will coordinate an appropriate response. 

e. Retention of County Information. The Contractor must not retain any County Information for any 
period longer than necessary for the Contractor to fulfill its obligations under the Contract and 
applicable law, whichever is longest. 

7. CONTRACTOR EMPLOYEES 

The Contractor must perform background and security investigation procedures in the manner 

https://library.municode.com/ca/la_county_-_bos/codes/board_policy?nodeId=CH6INTE_6.104INCLPO
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prescribed in this section unless the Contract prescribes procedures for conducting background 
and security investigations and those procedures are no less stringent than the procedures 
described in this section. 
 
To the extent permitted by applicable law, the Contractor must screen and conduct background 
investigations on all Contractor employees and Subcontractors as appropriate to their role, with access 
to County Information for potential security Risks. Such background investigations must be obtained 
through fingerprints submitted to the California Department of Justice to include State, local, and federal-
level review and conducted in accordance with the law, may include criminal and financial history to the 
extent permitted under the law, and will be repeated on a regular basis. The fees associated with the 
background investigation will be at the expense of the Contractor, regardless of whether the member of 
the Contractor’s staff passes or fails the background investigation. The Contractor, in compliance with its 
legal obligations, must conduct an individualized assessment of their employees, agents, and volunteers 
regarding the nature and gravity of a criminal offense or conduct; the time that has passed since a criminal 
offense or conduct and completion of the sentence; and the nature of the access to County Information 
to ensure that no individual accesses County Information whose past criminal conduct poses a risk or 
threat to County Information. 
 
The Contractor must require all employees, agents, and volunteers to abide by the requirements in this 
Exhibit, as set forth in the Contract, and sign an appropriate written Confidentiality/non-disclosure 
agreement with the Contractor. 
 
The Contractor must supply each of its employees with appropriate, annual training regarding Information 
Security procedures, Risks, and Threats. The Contractor agrees that training will cover, but may not be 
limited to the following topics: 
 
a) Secure Authentication: The importance of utilizing secure authentication, including proper 

management of authentication credentials (login name and password) and multi-factor authentication. 
b) Social Engineering Attacks: Identifying different forms of social engineering including, but not 

limited to, phishing, phone scams, and impersonation calls. 
c) Handling of County Information: The proper identification, storage, transfer, archiving, and 

destruction of County Information. 
d) Causes of Unintentional Information Exposure: Provide awareness of causes of unintentional 

exposure of Information such as lost mobile devices, emailing Information to inappropriate recipients, 
etc. 

e) Identifying and Reporting Incidents: Awareness of the most common indicators of an Incident and 
how such indicators should be reported within the organization. 

f) Privacy: The Contractor’s Privacy Policies and procedures as described in Section 2b. Privacy 
Program. 

The Contractor must have an established set of procedures to ensure the Contractor’s employees 
promptly report actual and/or suspected breaches of security. 

8. SUBCONTRACTORS AND THIRD PARTIES 
The County acknowledges that in the course of performing its services, the Contractor may desire or 
require the use of goods, services, and/or assistance of Subcontractors or other third parties or suppliers. 
The terms of this Exhibit will also apply to all Subcontractors and third parties. The Contractor or third 
party will be subject to the following terms and conditions: (i) each Subcontractor and third party must 
agree in writing to comply with and be bound by the applicable terms and conditions of this Exhibit, both 
for itself and to enable the Contractor to be and remain in compliance with its obligations hereunder, 
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including those provisions relating to Confidentiality, Integrity, Availability, disclosures, security,  and such 
other terms and conditions as may be reasonably necessary to effectuate the Contract including this 
Exhibit; and (ii) the Contractor will be and remain fully liable for the acts and omissions of each 
Subcontractor and third party, and fully responsible for the due and proper performance of all Contractor 
obligations under this Contract. 
 
The Contractor must obtain advanced approval from the County’s Chief Information Security Officer 
and/or Chief Privacy Officer prior to subcontracting services subject to this Exhibit. 

9. STORAGE AND TRANSMISSION OF COUNTY INFORMATION 
All County Information must be rendered unusable, unreadable, or indecipherable to unauthorized 
individuals. Without limiting the generality of the foregoing, the Contractor will encrypt all workstations, 
portable devices (such as mobile, wearables, tablets,) and removable media (such as portable or 
removable hard disks, floppy disks, USB memory drives, CDs, DVDs, magnetic tape, and all other 
removable storage media) that store County Information in accordance with Federal Information 
Processing Standard (FIPS) 140-2 or otherwise approved by the County’s Chief Information Security 
Officer. 
 
The Contractor will encrypt County Information transmitted on networks outside of the Contractor’s 
control with Transport Layer Security (TLS) or Internet Protocol Security (IPSec), at a minimum cipher 
strength of 128 bit or an equivalent secure transmission protocol or method approved by County’s Chief 
Information Security Officer. 
 
In addition, the Contractor must not store County Information in the cloud or in any other online storage 
provider without written authorization from the County’s Chief Information Security Officer. All mobile 
devices storing County Information must be managed by a Mobile Device Management system. Such 
system must provide provisions to enforce a password/passcode on enrolled mobile devices. All 
workstations/Personal Computers (including laptops, 2-in-1s, and tablets) will maintain the latest 
operating system security patches, and the latest virus definitions. Virus scans must be performed at 
least monthly. Request for less frequent scanning must be approved in writing by the County’s Chief 
Information Security Officer. 

10. RETURN OR DESTRUCTION OF COUNTY INFORMATION 
The Contractor must return or destroy County Information in the manner prescribed in this section unless 
the Contract prescribes procedures for returning or destroying County Information and those procedures 
are no less stringent than the procedures described in this section. 
 
a. Return or Destruction. Upon County’s written request, or upon expiration or termination of this 

Contract for any reason, Contractor must (i) promptly return or destroy, at the County’s option, all 
originals and copies of all documents and materials it has received containing County Information; or 
(ii) if return or destruction is not permissible under applicable law, continue to protect such Information 
in accordance with the terms of this Contract; and (iii) deliver or destroy, at the County’s option, all 
originals and copies of all summaries, records, descriptions, modifications, negatives, drawings, 
adoptions and other documents or materials, whether in writing or in machine-readable form, 
prepared by the Contractor, prepared under its direction, or at its request, from the documents and 
materials referred to in Subsection (i) of this Section. For all documents or materials referred to in 
Subsections (i) and (ii) of this Section that the County requests be returned to the County, the 
Contractor must provide a written attestation on company letterhead certifying that all documents and 
materials have been delivered to the County.  For documents or materials referred to in Subsections 
(i) and (ii) of this Section that the County requests be destroyed, the Contractor must provide an 
attestation on company letterhead and certified documentation from a media destruction firm 
consistent with subdivision b of this Section. Upon termination or expiration of the Contract or at any 
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time upon the County’s request, the Contractor must return all hardware, if any, provided by the 
County to the Contractor. The hardware should be physically sealed and returned via a bonded 
courier, or as otherwise directed by the County. 

b. Method of Destruction. The Contractor must destroy all originals and copies by (i) cross-cut 
shredding paper, film, or other hard copy media so that the Information cannot be read or otherwise 
reconstructed; and (ii) purging, or destroying electronic media containing County Information 
consistent with NIST Special Publication 800-88, “Guidelines for Media Sanitization” such that the 
County Information cannot be retrieved. The Contractor will provide an attestation on company 
letterhead and certified documentation from a media destruction firm, detailing the destruction method 
used and the County Information involved, the date of destruction, and the company or individual who 
performed the destruction. Such statement will be sent to the designated County contract manager 
within ten days of termination or expiration of the Contract or at any time upon the County’s request. 
On termination or expiration of this Contract, the County will return or destroy all Contractor’s 
Information marked as confidential (excluding items licensed to the County hereunder, or that 
provided to the County by the Contractor hereunder), at the County’s option. 

11. PHYSICAL AND ENVIRONMENTAL SECURITY 
All Contractor facilities that process County Information will be located in secure areas and protected by 
perimeter security such as barrier access controls (e.g., the use of guards and entry badges) that provide 
a physically secure environment from unauthorized access, damage, and interference. 
 
All Contractor facilities that process County Information will be maintained with physical and 
environmental controls (temperature and humidity) that meet or exceed hardware manufacturer’s 
specifications. 

12. OPERATIONAL MANAGEMENT, BUSINESS CONTINUITY, AND DISASTER RECOVERY 
The Contractor must: (i) monitor and manage all of its Information processing facilities, including, without 
limitation, implementing operational procedures, change management, and Incident response 
procedures consistent with Section 14 SECURITY AND PRIVACY INCIDENTS; and (ii) deploy adequate 
anti-malware software and adequate back-up systems to ensure essential business Information can be 
promptly recovered in the event of a disaster or media failure; and (iii) ensure its operating procedures 
are adequately documented and designed to protect Information and computer media from theft and 
unauthorized access. 
 
The Contractor must have business continuity and disaster recovery plans. These plans must include a 
geographically separate back-up data center and a formal framework by which an unplanned event will 
be managed to minimize the loss of County Information and services. The formal framework includes a 
defined back-up policy and associated procedures, including documented policies and procedures 
designed to: (i) perform back-up of data to a remote back-up data center in a scheduled and timely 
manner; (ii) provide effective controls to safeguard backed-up data; (iii) securely transfer County 
Information to and from back-up location; (iv) fully restore applications and operating systems; and (v) 
demonstrate periodic testing of restoration from back-up location. If the Contractor makes backups to 
removable media (as described in Section 9 STORAGE AND TRANSMISSION OF COUNTY 
INFORMATION), all such backups must be encrypted in compliance with the encryption requirements 
noted above in Section 9 STORAGE AND TRANSMISSION OF COUNTY INFORMATION. 

13. ACCESS CONTROL 
Subject to and without limiting the requirements under Section 9 STORAGE AND TRANSMISSION OF 
COUNTY INFORMATION, County Information (i) may only be made available and accessible to those 
parties explicitly authorized under the Contract or otherwise expressly approved by the County Project 
Director or Project Manager in writing; and (ii) if transferred using removable media (as described in 
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Section 9 STORAGE AND TRANSMISSION OF COUNTY INFORMATION) must be sent via a bonded 
courier and protected using encryption technology designated by the Contractor and approved by the 
County’s Chief Information Security Officer in writing. The foregoing requirements will apply to back-up 
media stored by the Contractor at off-site facilities. 
 
The Contractor must implement formal procedures to control access to County systems, services, and/or 
Information, including, but not limited to, user account management procedures and the following 
controls: 
 
a. Network access to both internal and external networked services must be controlled, including, but 

not limited to, the use of industry standard and properly configured firewalls; 
b. Operating systems will be used to enforce access controls to computer resources including, but not 

limited to, multi-factor authentication, use of virtual private networks (VPN), authorization, and event 
logging; 

c. The Contractor will conduct regular, no less often than semi-annually, user access reviews to ensure 
that unnecessary and/or unused access to County Information is removed in a timely manner; 

d. Applications will include access control to limit user access to County Information and application 
system functions;  

e. All systems will be monitored to detect deviation from access control policies and identify suspicious 
activity. The Contractor must record, review and act upon all events in accordance with Incident 
response policies set forth in Section 14 SECURITY AND PRIVACY INCIDENTS; and 

f. In the event any hardware, storage media, or removable media (as described in Section 9 STORAGE 
AND TRANSMISSION OF COUNTY INFORMATION) must be disposed of or sent off-site for 
servicing, the Contractor must ensure all County Information, has been eradicated from such 
hardware and/or media using industry best practices as discussed in Section 9 STORAGE AND 
TRANSMISSION OF COUNTY INFORMATION. 

14. SECURITY AND PRIVACY INCIDENTS 
In the event of a Security or Privacy Incident, the Contractor must: 
 
a. Promptly notify the County’s Chief Information Security Officer, the Departmental Information Security 

Officer, and the County’s Chief Privacy Officer of any Incidents involving County Information, within 
24 hours of detection of the Incident. All notifications must be submitted via encrypted email and 
telephone. 
County Chief Information Security Officer and Chief Privacy Officer email 
CISO-CPO_Notify@lacounty.gov 
Chief Information Security Officer: 
Ralph Johnson 
Chief Information Security Officer 
320 W Temple, 7th Floor 
Los Angeles, CA 90012 
(213) 253-5600 
Chief Privacy Officer: 
Lillian Russell 
Chief Privacy Officer 
320 W Temple, 7th Floor 
Los Angeles, CA 90012 
(213) 351-5363 
Departmental Information Security Officer: 

mailto:CISO-CPO_Notify@lacounty.gov?subject=Information%20Security%20and/or%20Privacy%20Incident
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Name 
Departmental Information Security Officer 
Address 
City, State Zip 
Telephone 
Email address 
 

b. Include the following Information in all notices: 
i. The date and time of discovery of the Incident, 
ii. The approximate date and time of the Incident, 
iii. A description of the type of County Information involved in the reported Incident, and 
iv. A summary of the relevant facts, including a description of measures being taken to respond 

to and remediate the Incident, and any planned corrective actions as they are identified. 
v. The name and contact information for the organizations official representative(s), with relevant 

business and technical information relating to the incident. 
c. Cooperate with the County to investigate the Incident and seek to identify the specific County 

Information involved in the Incident upon the County’s written request, without charge, unless the 
Incident was caused by the acts or omissions of the County. As Information about the Incident is 
collected or otherwise becomes available to the Contractor, and unless prohibited by law, the 
Contractor must provide Information regarding the nature and consequences of the Incident that are 
reasonably requested by the County to allow the County to notify affected individuals, government 
agencies, and/or credit bureaus.  

d. Immediately initiate the appropriate portions of their Business Continuity and/or Disaster Recovery 
plans in the event of an Incident causing an interference with Information Technology operations. 

e. Assist and cooperate with forensic investigators, the County, law firms, and and/or law enforcement 
agencies at the direction of the County to help determine the nature, extent, and source of any 
Incident, and reasonably assist and cooperate with the County on any additional disclosures that the 
County is required to make as a result of the Incident. 

f. Allow the County or its third-party designee at the County’s election to perform audits and tests of the 
Contractor's environment that may include, but are not limited to, interviews of relevant employees, 
review of documentation, or technical inspection of systems, as they relate to the receipt, 
maintenance, use, retention, and authorized destruction of County Information. 

Notwithstanding any other provisions in this Contract and Exhibit, The Contractor will be (i) liable for all 
damages and fines, (ii) responsible for all corrective action, and (iii) responsible for all notifications arising 
from an Incident involving County Information caused by the Contractor’s weaknesses, negligence, 
errors, or lack of Information Security or privacy controls or provisions. 

15. NON-EXCLUSIVE EQUITABLE REMEDY 
The Contractor acknowledges and agrees that due to the unique nature of County Information there can 
be no adequate remedy at law for any breach of its obligations hereunder, that any such breach may 
result in irreparable harm to the County, and therefore, that upon any such breach, the County will be 
entitled to appropriate equitable remedies, and may seek injunctive relief from a court of competent 
jurisdiction without the necessity of proving actual loss, in addition to whatever remedies are available 
within law or equity. Any breach of Section 6 CONFIDENTIALITY will constitute a material breach of this 
Contract and be grounds for immediate termination of this Contract in the exclusive discretion of the 
County. 
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16. AUDIT AND INSPECTION 
a. Self-Audits. The Contractor must periodically conduct audits, assessments, testing of the system of 

controls, and testing of Information Security and privacy procedures, including penetration testing, 
intrusion detection, and firewall configuration reviews. These periodic audits will be conducted by staff 
certified to perform the specific audit in question at Contractor’s sole cost and expense through either 
(i) an internal independent audit function, (ii) a nationally recognized, external, independent auditor, 
or (iii) another independent auditor approved by the County. 
The Contractor must have a process for correcting control deficiencies that have been identified in 
the periodic audit, including follow up documentation providing evidence of such corrections. The 
Contractor must provide the audit results and any corrective action documentation to the County 
promptly upon its completion at the County’s request. With respect to any other report, certification, 
or audit or test results prepared or received by the Contractor that contains any County Information, 
the Contractor must promptly provide the County with copies of the same upon the County’s 
reasonable request, including identification of any failure or exception in the Contractor’s Information 
systems, products, and services, and the corresponding steps taken by the Contractor to mitigate 
such failure or exception. Any reports and related materials provided to the County pursuant to this 
Section must be provided at no additional charge to the County. 
 

b. County Requested Audits. At its own expense, the County, or an independent third-party auditor 
commissioned by the County, will have the right to audit the Contractor’s infrastructure, security and 
privacy practices, Data center, services and/or systems storing or processing County Information via 
an onsite inspection at least once a year. Upon the County’s request the Contractor must complete a 
questionnaire regarding Contractor’s Information Security and/or program. The County will pay for 
the County requested audit unless the auditor finds that the Contractor has materially breached this 
Exhibit, in which case the Contractor must bear all costs of the audit; and if the audit reveals material 
non-compliance with this Exhibit, the County may exercise its termination rights underneath the 
Contract. 
Such audit will be conducted during the Contractor’s normal business hours with reasonable advance 
notice, in a manner that does not materially disrupt or otherwise unreasonably and adversely affect 
the Contractor’s normal business operations. The County's request for the audit will specify the scope 
and areas (e.g., Administrative, Physical, and Technical) that are subject to the audit and may include, 
but are not limited to physical controls inspection, process reviews, policy reviews, evidence of 
external and internal Vulnerability scans, penetration test results, evidence of code reviews, and 
evidence of system configuration and audit log reviews. It is understood that the results may be 
filtered to remove the specific Information of other Contractor customers such as IP address, server 
names, etc. The Contractor must cooperate with the County in the development of the scope and 
methodology for the audit, and the timing and implementation of the audit. This right of access will 
extend to any regulators with oversight of the County. The Contractor agrees to comply with all 
reasonable recommendations that result from such inspections, tests, and audits within reasonable 
timeframes. 
 
When not prohibited by regulation, the Contractor will provide to the County a summary of: (i) the 
results of any security audits, security reviews, or other relevant audits, conducted by the Contractor 
or a third party; and (ii) corrective actions or modifications, if any, the Contractor will implement in 
response to such audits. 

17. CYBER LIABILITY INSURANCE 
 
The Contractor must secure and maintain cyber liability insurance coverage with limits of at least $2 Million 
per occurrence and in the aggregate during the term of the Contract, including coverage for: network 
security liability; privacy liability; privacy regulatory proceeding defense, response, expenses and fines; 
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technology professional liability (errors and omissions); privacy breach expense reimbursement (liability 
arising from the loss or disclosure of County Information no matter how it occurs); system breach; denial 
or loss of service; introduction, implantation, or spread of malicious software code; unauthorized access 
to or use of computer systems; and Data/Information loss and business interruption; any other liability or 
risk that arises out of the Contract. The Contractor must add the County as an additional insured to its 
cyber liability insurance policy and provide to the County certificates of insurance evidencing the 
foregoing upon the County’s request.  The procuring of the insurance described herein, or delivery of the 
certificates of insurance described herein, must not be construed as a limitation upon the Contractor’s 
liability or as full performance of its indemnification obligations hereunder. No exclusion/restriction for 
unencrypted portable devices/media may be on the policy. 

18. PRIVACY AND SECURITY INDEMNIFICATION 
In addition to the indemnification provisions in the Contract, the Contractor agrees to indemnify, defend, 
and hold harmless the County, its Special Districts, elected and appointed officers, agents, employees, 
and volunteers from and against any and all claims, demands liabilities, damages, judgments, awards, 
losses, costs, expenses or fees including reasonable attorneys’ fees, accounting and other expert, 
consulting or professional fees, and amounts paid in any settlement arising from, connected with, or 
relating to: 
 
• The Contractor’s violation of any federal and state laws in connection with its accessing, collecting, 

processing, storing, disclosing, or otherwise using County Information; 
• The Contractor’s failure to perform or comply with any terms and conditions of this Contract or related 

agreements with the County; and/or, 
• Any Information loss, breach of Confidentiality, or Incident involving any County Information that 

occurs on the Contractor’s systems or networks (including all costs and expenses incurred by the 
County to remedy the effects of such loss, breach of Confidentiality, or Incident, which may include 
(i) providing appropriate notice to individuals and governmental authorities, (ii) responding to 
individuals’ and governmental authorities’ inquiries, (iii) providing credit monitoring to individuals, and 
(iv) conducting litigation and settlements with individuals and governmental authorities). 

Notwithstanding the preceding sentences, the County will have the right to participate in any such 
defense at its sole cost and expense, except that in the event contractor fails to provide County with a 
full and adequate defense, as determined by County in its sole judgment, County will be entitled to retain 
its own counsel, including, without limitation, County Counsel, and to reimbursement from contractor for 
all such costs and expenses incurred by County in doing so. Contractor will not have the right to enter 
into any settlement, agree to any injunction or other equitable relief, or make any admission, in each 
case, on behalf of County without County’s prior written approval.  
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ADDENDUM A: SOFTWARE AS A SERVICE (SaaS)  
 

a. License: Subject to the terms and conditions set forth in this Contract, including payment of the 
license fees by to the Contractor, the Contractor hereby grants to County a non-exclusive, non-
transferable worldwide County license to use the SaaS, as well as any documentation and training  
materials, during the term of this Contract to enable the County to use the full benefits of the SaaS 
and achieve the purposes stated herein. 

b. Business Continuity: In the event that the Contractor’s infrastructure containing or processing 
County Information becomes lost, altered, damaged, interrupted, destroyed, or otherwise limited in 
functionality in a way that affects the County’s use of the SaaS, The Contractor must immediately and 
within 24 hours implement the Contractor’s Business Continuity Plan, consistent with Section 12 
OPERATIONAL MANAGEMENT, BUSINESS CONTINUITY, AND DISASTER RECOVERY, such 
that the Contractor can continue to provide full functionality of the SaaS as described in the Contract. 
The Contractor will indemnify the County for any claims, losses, or damages arising out of the 
County’s inability to use the SaaS consistent with the Contract and Section 0 18. PRIVACY AND 
SECURITY INDEMNIFICATION. 
 
The Contractor must include in its Business Continuity Plan service offering, a means for segmenting 
and distributing IT infrastructure, disaster recovery and mirrored critical system, among any other 
measures reasonably necessary to ensure business continuity and provision of the SaaS. 
In the event that the SaaS is interrupted, the County Information may be accessed and retrieved 
within two hours at any point in time. To the extent the Contractor hosts County Information related 
to the SaaS, the Contractor must create daily backups of all County Information related to the 
County’s use of the SaaS in a segmented or off-site “hardened” environment in a manner that ensures 
backups are secure consistent with cybersecurity requirements described in this Contract and 
available when needed. 
 

c. Enhancements: Upgrades, replacements and new versions: The Contractor agrees to provide to 
County, at no cost, prior to, and during installation and implementation of the SaaS any 
software/firmware enhancements, upgrades, and replacements which the Contractor initiates or 
generates that are within the scope of the SaaS and that are made available at no charge to the 
Contractor’s other customers. 
During the term of this Contract, the Contractor must promptly notify the County of any available 
updates, enhancements or newer versions of the SaaS and within 30 Days update or provide the new 
version to the County. The Contractor must provide any accompanying documentation in the form of 
new or revised documentation necessary to enable the County to understand and use the enhanced, 
updated, or replaced SaaS.  
 
During the Contract term, the Contractor must not delete or disable a feature or functionality of the 
SaaS unless the Contractor provides 60 Days advance notice and the County provides written 
consent to delete or disable the feature or functionality. Should there be a replacement feature or 
functionality, the County will have the sole discretion whether to accept such replacement. The 
replacement will be at no additional cost to the County. If the Contractor fails to abide by the 
obligations in this section, the County reserves the right to terminate the Contract for material breach 
and receive a pro-rated refund. 
 

d. Location of County Information: The Contractor warrants and represents that it will store and 
process County Information only in the continental United States and that at no time will County Data 
traverse the borders of the continental United States in an unencrypted manner. 
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e. Audit and Certification: The Contractor agrees to conduct an annual System and Organization 
Controls (SOC 2 type II) audit or equivalent (i.e. The International Organization for Standardization 
(ISO) and the International Electrotechnical Commission (IEC) 27001:2013 certification audit or 
Health Information Trust Alliance (HITRUST) Common Security Framework certification audit) of its 
internal controls for security, availability, integrity, confidentiality, and privacy. The Contractor must 
have a process for correcting control deficiencies that have been identified in the audit, including 
follow up documentation providing evidence of such corrections. The results of the audit and the 
Contractor’s plan for addressing or resolving the audit findings must be shared with County’s Chief 
Information Security Officer within ten business days of the Contractor’s receipt of the audit results. 
The Contractor agrees to provide County with the current audit certifications upon request. 

f. Services Provided by a Subcontractor: Prior to the use of any Subcontractor for the SaaS under 
this Contract, the Contractor must notify County of the proposed subcontractor(s) and the purposes 
for which they may be engaged at least 30 Days prior to engaging the Subcontractor and obtain 
written consent of the County’s Contract Administrator. 

g. Information Import Requirements at Termination: Within one Day of notification of termination of 
this Contract, the Contractor must provide County with a complete, portable, and secure copy of all 
County Information, including all schema and transformation definitions and/or delimited text files with 
documented, detailed schema definitions along with attachments in a format to be determined by 
County upon termination.  

h. Termination Assistance Services: During the 90 Day period prior to, and/or following the expiration 
or termination of this Contract, in whole or in part, the Contractor agrees to provide reasonable 
termination assistance services at no additional cost to County, which may include: 

i. Developing a plan for the orderly transition of the terminated or expired SaaS from the Contractor 
to a successor; 

ii. Providing reasonable training to County staff or a successor in the performance of the SaaS 
being performed by the Contractor; 

iii. Using its best efforts to assist and make available to the County any third-party services then 
being used by the Contractor in connection with the SaaS; and 

iv. Such other activities upon which the Parties may reasonably agree. 
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ADDENDUM B: CONTRACTOR HARDWARE CONNECTING TO COUNTY 
SYSTEMS 

 
Notwithstanding any other provisions in this Contract, the Contractor must ensure the following provisions 
and security controls are established for any and all Systems or Hardware provided under this contract. 
 
a. Inventory: The Contractor must actively manage, including through inventory, tracking, loss 

prevention, replacement, updating, and correcting, all hardware devices covered under this Contract. 
The Contractor must be able to provide such management records to the County at inception of the 
contract and upon request. 

b. Access Control: The Contractor agrees to manage access to all Systems or Hardware covered 
under this contract. This includes industry-standard management of administrative privileges 
including, but not limited to, maintaining an inventory of administrative privileges, changing default 
passwords, use of unique passwords for each individual accessing Systems or Hardware under this 
Contract, and minimizing the number of individuals with administrative privileges to those strictly 
necessary. Prior to effective date of this Contract, the Contractor must document their access control 
plan for Systems or Hardware covered under this Contract and provide such plan to the Department 
Information Security Officer (DISO) who will consult with the County’s Chief Information Security 
Officer (CISO) for review and approval. The Contractor must modify and/or implement such plan as 
directed by the DISO and CISO.  

c. Operating System and Equipment Hygiene: The Contractor agrees to ensure that Systems or 
Hardware will be kept up to date, using only the most recent and supported operating systems, 
applications, and programs, including any patching or other solutions for vulnerabilities, within 90 
Days of the release of such updates, upgrades, or patches. The Contractor agrees to ensure that the 
operating system is configured to eliminate any unnecessary applications, services and programs. If 
for some reason the Contractor cannot do so within 90 Days, the Contractor must provide a Risk 
assessment to the County’s Chief Information Security Officer (CISO). 

d. Vulnerability Management: The Contractor agrees to continuously acquire, assess, and take action 
to identify and remediate vulnerabilities within the Systems and Hardware covered under this 
Contract. If such vulnerabilities cannot be addressed, The Contractor must provide a Risk 
assessment to the Department Information Security Officer (DISO) who will consult with the County’s 
Chief Information Security Officer (CISO). The County’s CISO must approve the Risk acceptance and 
the Contractor accepts liability for Risks that result to the County for exploitation of any un-remediated 
vulnerabilities. 

e. Media Encryption: Throughout the duration of this Contract, the Contractor will encrypt all 
workstations, portable devices (e.g., mobile, wearables, tablets,) and removable media (e.g., portable 
or removable hard disks, floppy disks, USB memory drives, CDs, DVDs, magnetic tape, and all other 
removable storage media) associated with Systems and Hardware provided under this Contract in 
accordance with Federal Information Processing Standard (FIPS) 140-2 or otherwise required or 
approved by the County’s Chief Information Security Officer (CISO). 

f. Malware Protection: The Contractor will provide and maintain industry-standard endpoint antivirus 
and antimalware protection on all Systems and Hardware as approved or required by the Department 
Information Security Officer (DISO) who will consult with the County’s Chief Information Security 
Officer (CISO) to ensure provided hardware is free, and remains free of malware. The Contractor 
agrees to provide the County documentation proving malware protection status upon request.  
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ADDENDUM C: APPLICATION SOURCE CODE REPOSITORY 
The Contractor must manage the source code in the manner prescribed in this Addendum unless the 
Contract prescribes procedures for managing the source code and those procedures are no less stringent 
than the procedures described in this addendum. 
 
a. County Application Source Code. To facilitate the centralized management, reporting, 

collaboration, and continuity of access to the most current production version of application source 
code, all code, artifacts, and deliverables produced under this Contract, (hereinafter referred to as 
“County Source Code”) must be version controlled, stored, and delivered on a single industry-
standard private Git repository, provided, managed, and supported by the County. Upon 
commencement of the contract period, the Contractor will be granted access to the County’s private 
Git repository. 

b. Git Repository. The Contractor will use the County Git repository during the entire lifecycle of the 
project from inception to final delivery. The Contractor will create and document design documents, 
Data flow diagrams, security diagrams, configuration settings, software or hardware requirements 
and specifications, attribution to third-party code, libraries and all dependencies, and any other 
documentation related to all County Source Code and corresponding version-controlled 
documentation within the Git repository. This documentation must include an Installation Guide and 
a User Guide for the final delivered source code such that County may download, install, and make 
full functional use of the delivered code as specified and intended. 
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VENDOR CYBER RISK ASSESSMENT 
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DateChief   Executive Office

Services are needed to address an emergent or related time-sensitive need.

The service provider(s) is required under the provisions of a grant or regulatory 
requirement.

Department Name:

Only one bona fide source (monopoly) for the service exists; performance and price 
competition are not available.  A monopoly is an “Exclusive control of the supply of any 

service in a given market. If more than one source in a given market exists, a monopoly 

does not exist .”
Compliance with applicable statutory and/or regulatory provisions.

Compliance with State and/or federal programmatic requirements.

Services provided by other public or County-related entities.

SOLE SOURCE CHECKLIST

JUSTIFICATION FOR SOLE SOURCE CONTRACTS
Identify applicable justification and provide documentation for each checked item.

Check 
()

Additional services are needed to complete an ongoing task and it would be prohibitively 
costly in time and money to seek a new service provider.
Services are needed during the time period required to complete a solicitation for 
replacement services; provided services are needed for no more than 12 months from the 
expiration of an existing contract which has no available option periods.

Maintenance and support services are needed for an existing solution/system during the 
time to complete a solicitation for a new replacement solution/ system; provided the 
services are needed for no more than 24 months from the expiration of an existing 
maintenance and support contract which has no available option periods. 

Maintenance service agreements exist on equipment which must be serviced by the 
original equipment manufacturer or an authorized service representative.

It is more cost-effective to obtain services by exercising an option under an existing 
contract.
It is in the best economic interest of the County (e.g., significant costs to replace an 
existing system or infrastructure, administrative cost savings and excessive learning 
curve for a new service provider, etc.) In such cases, departments must demonstrate due 
diligence in qualifying the cost-savings or cost-avoidance associated with the best 
economic interest of the County.
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	4.4.9.3 Bachelor’s Degree and One Year of Counseling Experience - For the assessment staff not having the required educational background specified in Subparagraphs 4.4.9.1 and 4.4.9.2, the following requirements may also satisfy the minimum qualifica...
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	4.4.13 Contractor will ensure assessment instruments are unbiased regarding gender. Vocational assessors and career assessors for GAIN/START and REP are to utilize additional behavioral tests and observational tools approved by the County to screen GA...
	4.4.14 For START participants, vocational assessors and career assessors are to utilize behavioral tests and observational tools approved by the County to screen START participants for the needs of Mental Health and Domestic Violence services which wo...
	4.4.15 Specific test instruments utilized by the assessment service providers will be approved by the Contractor.
	4.4.16 Contractor will ensure that the full assessment process provided by the assessment service provider will not be less than six hours and will not exceed 12 hours. The partial-assessment process provided by the assessment provider or Third-Party ...
	4.4.17 Contractor will ensure that the assessment service provider provides a liaison to County who will allow the Case Manager to confirm vacancies and appointment dates by telephone prior to participant referral. The assessment service provider/liai...
	4.4.18 Contractor will ensure that within one business day of receipt of the telephone referral from the Case Manager, the assessment service provider will schedule the assessment appointment. The appointment date will be within five business days of ...
	4.4.19 The need for a Vocational Assessment occurs during the Focus 360 / Orientation component for those participants who remain unemployed at the beginning of the fourth week or as a stand-alone activity when appropriate.
	4.4.20 GAIN and REP Participant:
	4.4.21 START  Participant:
	4.4.22 Contractor will ensure that the assessment service provider obtains the assessment referral form from each GAIN/START and REP participant.
	4.4.22.1 Contractor will ensure that the assessment service provider completes the referral form confirming participant’s attendance to assessment interview.
	4.4.22.2 Contractor will ensure that within five business days of receipt of the referral form, the assessment service provider returns a copy of the completed referral form to the GAIN/START and REP Case Manager.
	4.4.22.3 Contractor will ensure that the assessment service provider retains the original completed referral form on file.
	4.4.23 Upon confirmation of the GAIN/START/REP participant's assessment appointment, Contractor will ensure that the assessment service provider creates an assessment file folder for each participant. This file folder will include all critical documen...
	4.4.24 GAIN and REP Participant:
	4.4.25 START Participant:
	Contractor will ensure that the assessment provider updates the CalSAWS within one business day with a “no show” status if the START participant fails to show for the initial assessment appointment or fails to cooperate with the assessor. If the asses...
	4.4.26 Contractor will ensure that the assessment service provider provides GAIN/START or REP participants with an overview of the assessment process which must include the purpose of assessment and related activities.
	4.4.27 Contractor will ensure that the assessment service provider interviews each GAIN/START or REP participant to determine which assessment instruments are most appropriate for each individual participant. The types of vocational assessment instrum...
	4.4.28 Contractor will ensure that the assessment service provider makes a referral to the GAIN, START, or REP Case Manager, recommending a referral for supportive services/clinical assessment if the threshold is reached during the barriers screening ...
	4.4.29 Contractor will ensure that the assessment service provider analyzes the results of the completed assessment instruments and discuss the results with the GAIN, START or REP participant.
	4.4.30 Contractor will ensure that the assessment service provider and the GAIN, START or REP participant jointly develops the employment goals for the GAIN, START or REP participant’s Employment Plan. The plans should reflect the employment goals tha...
	4.4.30.1 Reviews any prior assessments and related documents/information such as employment and/or criminal record history to assist in the development of current employment plan.
	4.4.30.2 Reviews the Labor Market Information (LMI) to:
	4.4.30.2.1 Ensure that the selected job is a growth or stable occupation; and
	4.4.30.2.2 Review the Specific Vocational Preparation (SVP) levels to determine the appropriate duration of the education and training requirements for the selected goals.
	4.4.30.2.3 Employment plans should be developed based on the WtW activities needed for the participant to achieve their employment goal. Plans may extend beyond 60-Month CalWORKs Time Limit. The participant must be provided with an estimated duration ...
	4.4.30.2.4 If the participant wants to pursue the long-term goal, the Vocational Assessment Service Provider needs to:
	a) Read and explain the Acknowledgement of Timelines and Limitations of Receiving Supportive Services for the participant and request the participant to initial and sign the form.
	b) Develop an alternate goal consistent with the assessment results (reading/math tests, vocational skills inventory, interview, participants choice, etc.) that the participant would want to pursue should the participant reconsider the long-term goal ...
	4.4.30.3 Career plans for career goals should be developed in terms of the participant’s potential for maintaining employment, motivation to promote, adequacy of life skills programs, and labor market information.
	4.4.30.4 When the assessment results indicate that the participant meets qualifications, experience, or aptitude requirements for a non-demand occupation, it can be considered as an employment option; however, to the extent possible, employment goal o...
	4.4.30.4.1 It is not a declining occupation;
	4.4.30.4.2 Resources are available under the GAIN/START/REP or in the community to reasonably expect the participant to achieve the employment goal; and
	4.4.30.4.3 Expected compensation is at a level which provides the participant with self- sufficiency.
	4.4.30.4.4 Discuss career ladder opportunities based on the participant's skills and motivation in conjunction with individual interest.
	4.4.30.5 Explore training in non-traditional jobs for women, if appropriate, during the development of the employment plan.
	4.4.30.6 Contractor will ensure that the assessment service provider informs the GAIN, START, or REP participant, at a minimum, of the following factors when developing the employment goal:
	4.4.31 Normal entry-level and/or journey-level wage ranges for jobs in the occupational field;
	4.4.31.1 Normal working conditions for jobs in the occupational field;
	4.4.31.2 Normal physical/mental demands of jobs in the occupational field;
	4.4.31.3 Normal working hours for jobs in the occupational field; and
	4.4.31.4 Career ladders in the occupational field when available.
	4.4.32 Contractor will ensure that the assessment service provider makes the GAIN, START, or REP vocational participant aware that although entry-level wages in a chosen occupational field may be low, the GAIN, START or REP participant may want to con...
	4.4.33 Contractor will ensure that the assessment service provider works toward developing a mutually agreed- upon employment plan for each GAIN, START, or REP participant. In developing the employment plan, all of the following factors will be consid...
	4.4.33.1 That there are benefits to be gained by starting a job now to learn skills necessary for success and long-term employment;
	4.4.33.2 The participant's work history, including employment skills, knowledge, and ability;
	4.4.33.3 The participant's educational history and present educational competency level;
	4.4.33.4 The participant’s barriers to employment in order to assign the appropriate activity to help in removing those barriers;
	4.4.33.5 The participant's prior training, if any. When possible, the discussion of prior training will include why prior training did not result in long term stable employment;
	4.4.33.6 The participant's need for supportive services in order to best benefit from employment and training services;
	4.4.33.7 The participant's employment goal and the likelihood of achieving the goal, given the participant's current and potential skills and the local labor market conditions; and
	4.4.33.8 Identification of two employment goals and the estimated time it will take to achieve these goals. The assessment service provider may recommend available post-assessment services with a duration consistent with County policy.
	4.4.33.9 Duration of Primary and Secondary Employment Goals for REP RCA participants:
	4.4.33.10 Specific Objectives
	4.4.34 Contractor will ensure that the assessment service provider records the assessment results on forms provided by County. Copies of forms will be file in the GAIN/START or REP participant's file and a copy will be emailed or hand-delivered to the...
	4.4.35 Contractor will ensure that the assessment service provider be available to discuss and provide assessment records to County, CDSS staff and Third-Party Assessors when requested by County.
	4.4.36 Contractor will ensure that, if the assessment service provider and GAIN/START or REP participant are unable to reach an agreement on the development of an employment goal and/or plan, the assessor informs County and Contractor using GN 6013 an...
	4.4.37 Contractor will ensure that upon referral by County, the assessment service provider acting as the Third-Party Assessor reviews the employment plan and makes appropriate recommendations. The original assessor must be available upon request, to ...
	4.4.38 Contractor will ensure that the assessment service provider participates in the State Hearing process within five business days of telephone or written notice from County. This will include attendance by necessary staff persons and the provisio...
	4.4.39 Amendments to Employment Plan
	4.4.39.1 If the employment plan requires a minor change that seems to be in line with the scores/educational background of the participant and the participant agrees with the change, the GAIN, START, or REP Case Manager or assessment service provider ...
	4.4.39.2 If the change is complicated, such as when the participant has enrolled in an education program that does not fit with their scores/educational background, or if the GAIN, START, or REP Case Manager and the participant believe a component not...
	4.4.39.3 If the assessment service provider does not agree with the amendment, the amendment request will be sent to the Contractor to be forwarded to County for review. County and Case Management Staff will resolve the issue within their organization.
	4.4.39.4 Although most of the employment plans may be amended within the first 30 business days, based on extenuating circumstances, amendments to the plan can be made any time during the 12 month period after the plan is signed.
	4.4.40 Reassessments
	4.4.40.1 A participant will be referred for reassessment whenever he/she fails to obtain employment after completion of all activities included in the participant's employment plan.
	4.4.40.2 Referrals for reassessment will also be made when it is deemed necessary by the GAIN, START, or REP Case Manager. Such additional reasons for reassessment may include but are not limited to the following:
	4.4.40.2.1 When GAIN, START, or REP participants experience difficulty completing the employment plan recommendations.
	4.4.40.2.2 Special circumstances that were not identified during the original assessment process that would preclude the participant from completing the employment plan activities (e.g., participant allergic to materials in the training environment).
	4.4.40.2.3 Unavailability of the training facilities required for completing the employment plan and no other vocational training Contractor is available within reasonable proximity to provide the required training.
	4.4.40.2.4 When the assessment provider has insufficient information to approve an amendment or additional testing is needed.
	4.4.40.2.5 The reasons provided for reassessment will serve as guidelines for determining what actions will be taken during the reassessment. After a review of the participant's employment plan and any progress in achieving the employment goal, the pl...
	4.4.40.2.6 All timeliness and processing requirements applicable to processing initial assessments are also applicable to processing reassessments.
	4.4.40.2.7 The estimated time to complete the reassessment and the amount billed will be as follows:
	4.4.41 Contractor will ensure that the assessment service provider protects the confidentiality of all assessment results.
	4.4.42 Contractor will ensure that the assessment service provider provides verbal and written instructions/material in other languages when available and as requested by the County and its GAIN Contractors.
	4.4.43 Contractor will ensure that the assessment service provider posts Equal Employment Opportunity and Nondiscrimination in Services notices in all provider facilities, where they are easily accessible to contract employees and GAIN/START or REP pa...
	4.4.44 Most GAIN or REP participants are caretakers of minor children, and the majority of them will have school-age children. In order to facilitate the participant's cooperation with program requirements and to minimize the cost of GAIN childcare, i...
	4.4.45 Contractor will ensure that the assessment service provider establishes and maintains a quality control system acceptable to the County in order to ensure compliance with the requirements in this Subsection 4.3. Problems found will be resolved ...
	4.4.46 Contractor will ensure that the assessment service provider ensures that a Confidentiality Agreement, as illustrated in Exhibit F1, is signed and a copy is on file for each contract employee prior to beginning work on services provided under th...
	4.4.47 Contractor will ensure that the assessment service provider reports all suspected or actual fraud discovered if reporting such fraud does not violate provisions of client confidentiality established by the code of ethics of the assessment provi...
	4.6 Learning Disabilities Diagnosis Services Requirements
	4.7 Special Instructions for Processing Participants with Criminal Records

	5 PERFORMANCE MEASURES
	PREAMBLE
	1 GENERAL
	1.1 Scope Of Work
	1.2 Hours Of Operation
	1.3 Meetings
	1.4 Quality Control Plan
	1.5 Quality Assurance Plan
	1.6 Performance Evaluation Meetings
	1.7 Contract Discrepancy Reports (CDRs)

	2 RESPONSIBILITIES
	2.1 County Furnished Items
	2.1.1 Materials
	2.1.2 Services
	2.1.3 Training
	2.2 Contractor Furnished Items to Contractor Staff
	2.2.1 Facilities
	2.2.2 Personnel
	2.2.3 Equipment/Supplies/Materials
	2.2.4 Security of Equipment

	2.3 Contractor Furnished Items to START/CFET Participants
	3
	3 SPECIFIC TASKS
	3.1 Management Services
	3.2 Technical Assistance Services

	3.3 Security Officer Training and Other Specialized Short-Term Training Classes
	3.4 Notification Of Changes
	3.5 Reports
	3.6 Civil Rights Complaint Procedures
	4 PERFORMANCE MEASURES
	4.1 Job Placement Rate
	4.1.4 Job Placement Rate Standard

	4.2 Fiscal Penalty
	4.3 Performance Requirements Summary (PRS)
	4.3.1 Introduction
	4.3.1.1 This PRS displays the major services that will be monitored during the term of the Contract. The columns on the PRS chart indicates the required services; the standards for performance; the maximum deviation from standard before service will b...
	4.3.1.2 All listings of required services or Standards used in the PRS are intended to be completely consistent with the main body of this Contract and Statement of Work, and are not meant, in any case, to create, extend, revise or expand any obligati...
	4.3.1.3 The County expects a high standard of Contractor performance for the required service. DPSS will work with the Contractor to help resolve any areas of difficulty brought to the attention of the CCA by Contractor before the allowable deviation ...
	4.3.2 Performance Requirements Summary (PRS) Chart
	Exhibit A-3, Attachment 19, PRS Chart displays the minimum services of the SOW that the County will monitor during the term of this Contract.  The County will also monitor other Contract provisions that are not outlined in the PRS Chart:
	In summary, the PRS Chart outlines the following:
	4.3.2.1 Column one of the chart, provides the Section or Paragraph where the required service is referenced.
	4.3.2.2 Column two of the chart, defines the Standards of Performance for each of the required service.
	4.3.2.3 Column three of the chart, shows the maximum allowable degree of deviation from perfect performance or Acceptable Quality Level (AQL) for each required service that is allowed before the County assesses penalty amounts or points.
	4.3.2.4 Column four of the chart, Indicates the method of monitoring the required services.
	4.3.2.5 Column five of the chart, Indicates the Unsatisfactory Performance Indicators (UPI) points to be assessed for exceeding the AQL for each listed required service.  These indicators may serve as a baseline for assessing liquidated damages.
	4.3.3 Quality Assurance
	Each month Contractor performance will be compared to the contract standards and acceptable quality levels (AQL's) using the Quality Assurance Monitoring Plan (QAMP). County may use a variety of inspection methods to evaluate the Contractor’s performa...
	4.3.3.1 100 percent inspection of items, such as reports and invoices, on a periodic basis (daily, weekly, monthly, quarterly, semi-annually or annually) as determined necessary to assure a sufficient evaluation of Contractor’s performance;
	4.3.3.2 For random sample tables/methods to be used by County, refer to book entitled Handbooks Sampling for Auditing and Accounting (Second Edition) by Herbert Arkin;
	4.3.3.3 Review of Reports, Statistical Record and Files maintained by the Contractor;
	4.3.3.4 On-site evaluations;
	4.3.3.5 Participant interviews; and
	4.3.3.6 Review of Complaints or justification of number of complaints.
	4.3.4 Contract Discrepancy Report (CDR)
	Performance of a listed service is considered acceptable when the service expectation is met and the number of discrepancies found during contract monitoring procedures does not exceed the number of discrepancies allowed by the AQL.
	When the performance is unacceptable, the CCA will issue a CDR, set forth in Exhibit A-3, Attachment 20 to the Contractor’s Contract Manager. The Contract Manager is required to:
	4.3.4.1 Respond to the CDR within 10 business days.
	4.3.4.2 Provide a written explanation stating the reasons for the unacceptable performance, how the performance will resume at an acceptable level, and how recurrence of the problem will be prevented.
	4.3.4.3 The CCA will evaluate the Contractor’s explanation and determine if any financial penalties will be assessed.
	4.3.5 Criteria for Acceptable or Unacceptable Performance
	For areas measured by sampling, County will determine the number of defects that renders a service unsatisfactory as follows:
	4.3.5.1 Select a sample at random so that it will be a representation of the entire population.
	4.3.5.2 Compare the sample to the Standard, and the conclusions are made about Contractor performance for the whole group.
	4.3.5.3 The random sampling plan includes the following information:
	4.3.5.3.1 *Acceptable Quality Level (AQL) - The maximum percent of defects that can be accepted and still meet the contract Standard for satisfactory performance;
	4.3.5.3.2 Lot Size - Total number of unit or services to be provided;
	4.3.5.3.3 Sample Size - Number of units to be checked in a given time period; and
	4.3.5.3.4 Acceptance/Rejection Numbers - The numbers which indicate whether the lot is acceptable or unacceptable.
	4.3.5.4 *The AQL for each sample is taken from the PRS. The lot size is determined by how often the Contractor will provide a service during the month. To ensure each service has an equal chance of being selected, a random number table is used to dete...
	When Contractor performance does not conform with the requirements of this Contract, County will have the option to apply any or all of the following nonperformance remedies:
	4.3.7.1 Require Contractor to implement a formal corrective action plan, subject to approval by County. In the plan, Contractor must include reasons for the unacceptable performance, specific steps to return performance to an acceptable level, and mon...
	4.3.7.2 Assess deductions in the amount of $25 per point for each UPI point exceeding 300 points during each quarter of the Contract for the Measurable Outcomes described in Section 5.0, not to exceed $5000 in a given quarter.
	4.3.7.3 Assess deductions in the amount of $25 per point for each UPI point exceeding 300 points during each quarter of the Contract for the Performance Measures described in Performance Requirements Summary Chart, not to exceed $5000 in a given quarter.
	4.3.7.4 Reduce, suspend, cancel, or terminate the Contract for systematic, deliberate misrepresentations or unacceptable levels of performance.
	4.3.7.5 Failure of Contractor to comply with or satisfy the request(s) for improvement of performance or to satisfactorily perform the unacceptable work within 10 workdays will constitute authorization for County to have the service(s) performed by ot...
	SAMPLE

	SAMPLE MONTHLY INVOICE
	Contractor:
	Contractor SSN/Taxpayer ID Number:
	Specialized Focus 360/Specialized Training Programs
	Total Due to Contractor $

	SAMPLE RECONCILIATION INVOICE
	Reconciliation Period:

	TOTAL AMOUNT TO BE PAID
	(FAX TO: ATTN: START WORKER)
	START CASE INFORMATION
	SERVICE PROVIDER INFORMATION
	VERIFIED EMPLOYMENT INFORMATION

	COUNTY’S ADMINISTRATION
	CHARITABLE CONTRIBUTIONS CERTIFICATION

	1. definitions
	1.1 "Breach" has the same meaning as the term "breach" at 45 C.F.R. § 164.402.
	1.2 "Business Associate" has the same meaning as the term "business associate" at 45 C.F.R. § 160.103.  For the convenience of the parties, a "business associate" is a person or entity, other than a member of the workforce of covered entity, who perfo...
	1.3 "Covered Entity" has the same meaning as the term “covered entity” at 45 C.F.R. § 160.103, and in reference to the party to this Business Associate Agreement, "Covered Entity" will mean County.
	1.4 "Data Aggregation" has the same meaning as the term "data aggregation" at 45 C.F.R. § 164.501.
	1.5 "De-identification" refers to the de-identification standard at 45 C.F.R. § 164.514.
	1.6 "Designated Record Set" has the same meaning as the term "designated record set" at 45 C.F.R. § 164.501.
	1.7 "Disclose” and “Disclosure” mean, with respect to Protected Health Information, the release, transfer, provision of access to, or divulging in any other manner of Protected Health Information outside Business Associate’s internal operations or to ...
	1.8 "Electronic Health Record” means an electronic record of health-related information on an individual that is created, gathered, managed, and consulted by authorized health care clinicians and staff.  (See 42 U.S. C. § 17921.)
	1.9 “Electronic Media” has the same meaning as the term “electronic media” at 45 C.F.R. § 160.103.  For the convenience of the parties, electronic media means (1) Electronic storage material on which data is or may be recorded electronically, includin...
	1.10 "Electronic Protected Health Information” has the same meaning as the term “electronic protected health information” at 45 C.F.R. § 160.103, limited to Protected Health Information created or received by Business Associate from or on behalf of Co...
	1.11 "Health Care Operations" has the same meaning as the term "health care operations" at 45 C.F.R. § 164.501.
	1.12 "Individual” has the same meaning as the term "individual" at 45 C.F.R. § 160.103.  For the convenience of the parties, Individual means the person who is the subject of Protected Health Information and will include a person who qualifies as a pe...
	1.13 "Law Enforcement Official" has the same meaning as the term "law enforcement official" at 45 C.F.R. § 164.103.
	1.14 "Minimum Necessary" refers to the minimum necessary standard at 45 C.F.R. § 164.502 (b).
	1.15 “Protected Health Information” has the same meaning as the term “protected health information” at 45 C.F.R. § 160.103, limited to the information created or received by Business Associate from or on behalf of Covered Entity.  For the convenience ...
	1.16 “Required by Law” " has the same meaning as the term "required by law" at 45 C.F.R. § 164.103.
	1.17 "Secretary" has the same meaning as the term "secretary" at 45 C.F.R. § 160.103
	1.18 "Security Incident” has the same meaning as the term "security incident" at 45 C.F.R. § 164.304.
	1.19 "Services” means, unless otherwise specified, those functions, activities, or services in the applicable underlying Agreement, Contract, Master Agreement, Work Order, or Purchase Order or other service arrangement, with or without payment, that g...
	1.20 "Subcontractor" has the same meaning as the term "subcontractor" at 45 C.F.R. § 160.103.
	1.21 "Unsecured Protected Health Information" has the same meaning as the term “unsecured protected health information" at 45 C.F.R. § 164.402.
	1.22 “Use” or “Uses” means, with respect to Protected Health Information, the sharing, employment, application, utilization, examination or analysis of such Information within Business Associate’s internal operations.  (See 45 C.F.R § 164.103.)
	1.23 Terms used, but not otherwise defined in this Business Associate Agreement, have the same meaning as those terms in the HIPAA Rules.

	2. Permitted and required Uses and Disclosures of Protected Health Information
	2.1 Business Associate may only Use and/or Disclose Protected Health Information as necessary to perform Services, and/or as necessary to comply with the obligations of this Business Associate Agreement.
	2.2 Business Associate may Use Protected Health Information for de-identification of the information if de-identification of the information is required to provide Services.
	2.3 Business Associate may Use or Disclose Protected Health Information as Required by Law.
	2.4 Business Associate will make Uses and Disclosures and requests for Protected Health Information consistent with the Covered Entity’s applicable Minimum Necessary policies and procedures.
	2.5 Business Associate may Use Protected Health Information as necessary for the proper management and administration of its business or to carry out its legal responsibilities.
	2.6 Business Associate may Disclose Protected Health Information as necessary for the proper management and administration of its business or to carry out its legal responsibilities, provided the Disclosure is Required by Law or Business Associate obt...
	2.7 Business Associate may provide Data Aggregation services relating to Covered Entity's Health Care Operations if such Data Aggregation services are necessary in order to provide Services.

	3. Prohibited Uses and Disclosures of Protected HEALTH INFORMATION
	3.1 Business Associate must not Use or Disclose Protected Health Information other than as permitted or required by this Business Associate Agreement or as Required by Law.
	3.2 Business Associate must not Use or Disclose Protected Health Information in a manner that would violate Subpart E of 45 C.F.R. Part 164 if done by Covered Entity, except for the specific Uses and Disclosures set forth in Sections 2.5 and 2.6.
	3.3 Business Associate must not Use or Disclose Protected Health Information for de-identification of the information except as set forth in section 2.2.

	4. OBLIGATIONS to safeguard protected health information
	4.1 Business Associate must implement, use, and maintain appropriate safeguards to prevent the Use or Disclosure of Protected Health Information other than as provided for by this Business Associate Agreement.
	4.2 Business Associate must comply with Subpart C of 45 C.F.R Part 164 with respect to Electronic Protected Health Information, to prevent the Use or Disclosure of such information other than as provided for by this Business Associate Agreement.

	5. Reporting Non-Permitted Uses or Disclosures, Security Incidents, and Breaches of Unsecured Protected Health Information
	5.1 Business Associate must report to Covered Entity any Use or Disclosure of Protected Health Information not permitted by this Business Associate Agreement, any Security Incident, and/ or any Breach of Unsecured Protected Health Information as furth...
	5.1.1 Business Associate must report to Covered Entity any Use or Disclosure of Protected Health Information by Business Associate, its employees, representatives, agents or Subcontractors not provided for by this Agreement of which Business Associate...
	5.1.2 Business Associate must report to Covered Entity any Security Incident of which Business Associate becomes aware.
	5.1.3. Business Associate must report to Covered Entity any Breach by Business Associate, its employees, representatives, agents, workforce members, or Subcontractors of Unsecured Protected Health Information that is known to Business Associate or, by...
	5.2 Except as provided in Section 5.3, for any reporting required by Section 5.1, Business Associate must provide, to the extent available, all information required by, and within the times frames specified in, Sections 5.2.1 and 5.2.2.
	5.2.1 Business Associate must make an immediate telephonic report upon discovery of the non-permitted Use or Disclosure of Protected Health Information, Security Incident or Breach of Unsecured Protected Health Information to (562) 940-3335 that minim...
	(a) A brief description of what happened, including the date of the non-permitted Use or Disclosure, Security Incident, or Breach and the date of Discovery of the non-permitted Use or Disclosure, Security Incident, or Breach, if known;
	(b) The number of Individuals whose Protected Health Information is involved;
	(c) A description of the specific type of Protected Health Information involved in the non-permitted Use or Disclosure, Security Incident, or Breach (such as whether full name, social security number, date of birth, home address, account number, diagn...
	(d) The name and contact information for a person highly knowledge of the facts and circumstances of the non-permitted Use or Disclosure of PHI, Security Incident, or Breach
	5.2.2 Business Associate must make a written report without unreasonable delay and in no event later than three business days from the date of discovery by Business Associate of the non-permitted Use or Disclosure of Protected Health Information, Secu...
	(a) A brief description of what happened, including the date of the non-permitted Use or Disclosure, Security Incident, or Breach and the date of Discovery of the non-permitted Use or Disclosure, Security Incident, or Breach, if known;
	(b) The number of Individuals whose Protected Health Information is involved;
	(c) A description of the specific type of Protected Health Information involved in the non-permitted Use or Disclosure, Security Incident, or Breach (such as whether full name, social security number, date of birth, home address, account number, diagn...
	(d) The identification of each Individual whose Unsecured Protected Health Information has been, or is reasonably believed by Business Associate to have been, accessed, acquired, Used, or Disclosed;
	(e) Any other information necessary to conduct an assessment of whether notification to the Individual(s) under 45 C.F.R. § 164.404 is required;
	(f) Any steps Business Associate believes that the Individual(s) could take to protect themselves from potential harm from the non-permitted Use or Disclosure, Security Incident, or Breach;
	(g) A brief description of what Business Associate is doing to investigate, to mitigate harm to the Individual(s), and to protect against any further similar occurrences; and
	(h) The name and contact information for a person highly knowledge of the facts and circumstances of the non-permitted Use or Disclosure of PHI, Security Incident, or Breach.

	5.2.3 If Business Associate is not able to provide the information specified in Section 5.2.1 or 5.2.2 at the time of the required report, Business Associate must provide such information promptly thereafter as such information becomes available.

	5.3 Business Associate may delay the notification required by Section 5.1.3, if a law enforcement official states to Business Associate that notification would impede a criminal investigation or cause damage to national security.
	5.3.1 If the law enforcement official's statement is in writing and specifies the time for which a delay is required, Business Associate must delay its reporting and/or notification obligation(s) for the time period specified by the official.
	5.3.2 If the statement is made orally, Business Associate must document the statement, including the identity of the official making the statement, and delay its reporting and/or notification obligation(s) temporarily and no longer than 30 days from t...


	6. written assurances of subcontractors
	6.1 In accordance with 45 C.F.R. § 164.502 (e)(1)(ii) and § 164.308 (b)(2), if applicable, Business Associate must ensure that any Subcontractor that creates, receives, maintains, or transmits Protected Health Information on behalf of Business Associa...
	6.2 Business Associate must take reasonable steps to cure any material breach or violation by Subcontractor of the agreement required by Section 6.1.
	6.3 If the steps required by Section 6.2 do not cure the breach or end the violation, Contractor must terminate, if feasible, any arrangement with Subcontractor by which Subcontractor creates, receives, maintains, or transmits Protected Health Informa...
	6.4 If neither cure nor termination as set forth in Sections 6.2 and 6.3 is feasible, Business Associate must immediately notify County.
	6.5 Without limiting the requirements of Section 6.1, the agreement required by Section 6.1 (Subcontractor Business Associate Agreement) must require Subcontractor to contemporaneously notify Covered Entity in the event of a Breach of Unsecured Protec...
	6.6 Without limiting the requirements of Section 6.1, agreement required by Section 6.1 (Subcontractor Business Associate Agreement) must include a provision requiring Subcontractor to destroy, or in the alternative to return to Business Associate, an...
	6.7 Business Associate must provide to Covered Entity, at Covered Entity's request, a copy of any and all Subcontractor Business Associate Agreements required by Section 6.1.
	6.8 Sections 6.1 and 6.7 are not intended by the parties to limit in any way the scope of Business Associate's obligations related to Subcontracts or Subcontracting in the applicable underlying Agreement, Contract, Master Agreement, Work Order, Purcha...

	7. ACCESS TO PROTECTED HEALTH INFORMATION
	7.1 To the extent Covered Entity determines that Protected Health Information is maintained by Business Associate or its agents or Subcontractors in a Designated Record Set, Business Associate must, within two business days after receipt of a request ...
	7.2 If any Individual requests access to Protected Health Information directly from Business Associate or its agents or Subcontractors, Business Associate must notify Covered Entity in writing within two days of the receipt of the request.  Whether ac...
	7.3 To the extent that Business Associate maintains Protected Health Information that is subject to access as set forth above in one or more Designated Record Sets electronically and if the Individual requests an electronic copy of such information, B...

	8. Amendment of PrOTECTED HEALTH INFORMATION
	8.1 To the extent Covered Entity determines that any Protected Health Information is maintained by Business Associate or its agents or Subcontractors in a Designated Record Set, Business Associate must, within ten business days after receipt of a writ...
	8.2 If any Individual requests an amendment to Protected Health Information directly from Business Associate or its agents or Subcontractors, Business Associate must notify Covered Entity in writing within five days of the receipt of the request.  Whe...

	9. Accounting of Disclosures of PROTECTED HEALTH INFORMATION
	9.1 Business Associate must maintain an accounting of each Disclosure of Protected Health Information made by Business Associate or its employees, agents, representatives or Subcontractors, as is determined by Covered Entity to be necessary in order t...
	9.1.1 Any accounting of disclosures provided by Business Associate under Section 9.1 must include:
	(a) The date of the Disclosure;
	(b) The name, and address if known, of the entity or person who received the Protected Health Information;
	(c) A brief description of the Protected Health Information Disclosed; and
	(d) A brief statement of the purpose of the Disclosure.

	9.1.2 For each Disclosure that could require an accounting under Section 9.1, Business Associate must document the information specified in Section 9.1.1, and must maintain the information for six years from the date of the Disclosure.

	9.2 Business Associate must provide to Covered Entity, within ten business days after receipt of a written request from Covered Entity, information collected in accordance with Section 9.1.1 to permit Covered Entity to respond to a request by an Indiv...
	9.3 If any Individual requests an accounting of disclosures directly from Business Associate or its agents or Subcontractors, Business Associate must notify Covered Entity in writing within five days of the receipt of the request, and must provide the...

	10. compliance with applicable HIPAA rules
	10.1 To the extent Business Associate is to carry out one or more of Covered Entity's obligation(s) under Subpart E of 45 C.F.R. Part 164, Business Associate must comply with the requirements of Subpart E that apply to Covered Entity's performance of ...
	10.2 Business Associate must comply with all HIPAA Rules applicable to Business Associate in the performance of Services.

	11. Availability of Records
	11.1 Business Associate must make its internal practices, books, and records relating to the Use and Disclosure of Protected Health Information received from, or created or received by Business Associate on behalf of Covered Entity available to the Se...
	11.2 Unless prohibited by the Secretary, Business Associate must immediately notify Covered Entity of any requests made by the Secretary and provide Covered Entity with copies of any documents produced in response to such request.

	12. Mitigation of Harmful Effects
	12.1 Business Associate must mitigate, to the extent practicable, any harmful effect of a Use or Disclosure of Protected Health Information by Business Associate in violation of the requirements of this Business Associate Agreement that is known to Bu...

	13. Breach Notification to individuals
	13.1 Business Associate must, to the extent Covered Entity determines that there has been a Breach of Unsecured Protected Health Information by Business Associate, its employees, representatives, agents or Subcontractors, provide breach notification t...
	13.1.1 Business Associate must notify, subject to the review and approval of Covered Entity, each Individual whose Unsecured Protected Health Information has been, or is reasonably believed to have been, accessed, acquired, Used, or Disclosed as a res...
	13.1.2 The notification provided by Business Associate must be written in plain language, will be subject to review and approval by Covered Entity, and must include, to the extent possible:
	(a) A brief description of what happened, including the date of the Breach and the date of the Discovery of the Breach, if known;
	(b) A description of the types of Unsecured Protected Health Information that were involved in the Breach (such as whether full name, social security number, date of birth, home address, account number, diagnosis, disability code, or other types of in...
	(c) Any steps the Individual should take to protect themselves from potential harm resulting from the Breach;
	(d) A brief description of what Business Associate is doing to investigate the Breach, to mitigate harm to Individual(s), and to protect against any further Breaches; and
	(e) Contact procedures for Individual(s) to ask questions or learn additional information, including a toll-free telephone number, an e-mail address, Web site, or postal address.


	13.2 Covered Entity, in its sole discretion, may elect to provide the notification required by Section 13.1 and/or to establish the contact procedures described in Section 13.1.2.
	13.3 Business Associate must reimburse Covered Entity any and all costs incurred by Covered Entity, in complying with Subpart D of 45 C.F.R. Part 164, including but not limited to costs of notification, internet posting, or media publication, as a res...

	14. Indemnification
	14.1 Business Associate must indemnify, defend, and hold harmless Covered Entity, its Special Districts, elected and appointed officers, employees, and agents from and against any and all liability, including but not limited to demands, claims, action...
	14.2 Section 14.1 is not intended by the parties to limit in any way the scope of Business Associate's obligations related to Insurance and/or Indemnification in the applicable underlying Agreement, Contract, Master Agreement, Work Order, Purchase Ord...

	15. OBLIGATIONS OF COVERED ENTITY
	15.1 Covered Entity will notify Business Associate of any current or future restrictions or limitations on the Use or Disclosure of Protected Health Information that would affect Business Associate’s performance of the Services, and Business Associate...
	15.2 Covered Entity will not request Business Associate to Use or Disclose Protected Health Information in any manner that would not be permissible under Subpart E of 45 C.F.R. Part 164 if done by Covered Entity, except to the extent that Business Ass...

	16. Term
	16.1 Unless sooner terminated as set forth in Section 17, the term of this Business Associate Agreement will be the same as the term of the applicable underlying Agreement, Contract, Master Agreement, Work Order, Purchase Order, or other service arran...
	16.2 Notwithstanding Section 16.1, Business Associate’s obligations under Sections 11, 14, and 18 will survive the termination or expiration of this Business Associate Agreement.

	17. Termination for Cause
	17.1 In addition to and notwithstanding the termination provisions set forth in the applicable underlying Agreement, Contract, Master Agreement, Work Order, Purchase Order, or other services arrangement, with or without payment, that gives rise to Con...
	17.2 In addition to and notwithstanding the termination provisions set forth in the applicable underlying Agreement, Contract, Master Agreement, Work Order, Purchase Order, or other services arrangement, with or without payment, that gives rise to Con...

	18. Disposition of Protected Health Information Upon Termination or Expiration
	18.1 Except as provided in Section 18.3, upon termination for any reason or expiration of this Business Associate Agreement, Business Associate must return or, if agreed to by Covered entity, must destroy as provided for in Section 18.2, all Protected...
	18.2 Destruction for purposes of Section 18.2 and Section 6.6 will mean that media on which the Protected Health Information is stored or recorded has been destroyed and/or electronic media have been cleared, purged, or destroyed in accordance with th...
	18.3 Notwithstanding Section 18.1, in the event that return or destruction of Protected Health Information is not feasible or Business Associate determines that any such Protected Health Information is necessary for Business Associate to continue its ...
	18.3.1 Business Associate must extend the protections of this Business Associate Agreement to such Protected Health Information, including continuing to use appropriate safeguards and continuing to comply with Subpart C of 45 C.F.R Part 164 with respe...
	18.3.2 Business Associate must return or, if agreed to by Covered entity, destroy the Protected Health Information retained by Business Associate when it is no longer needed by Business Associate for Business Associate's proper management and administ...

	18.4 Business Associate must ensure that all Protected Health Information created, maintained, or received by Subcontractors is returned or, if agreed to by Covered entity, destroyed as provided for in Section 18.2.

	19. Audit, inspection, and Examination
	19.1 Covered Entity reserves the right to conduct a reasonable inspection of the facilities, systems, information systems, books, records, agreements, and policies and procedures relating to the Use or Disclosure of Protected Health Information for th...
	19.2 Covered Entity and Business Associate will mutually agree in advance upon the scope, timing, and location of any such inspection.
	19.3 At Business Associate's request, and to the extent permitted by law, Covered Entity will execute a nondisclosure agreement, upon terms and conditions mutually agreed to by the parties.
	19.4 That Covered Entity inspects, fails to inspect, or has the right to inspect as provided for in Section 19.1 does not relieve Business Associate of its responsibility to comply with this Business Associate Agreement and/or the HIPAA Rules or impos...
	19.5 Covered Entity's failure to detect, its detection but failure to notify Business Associate, or its detection but failure to require remediation by Business Associate of an unsatisfactory practice by Business Associate, will not constitute accepta...
	19.6 Section 19.1 is not intended by the parties to limit in any way the scope of Business Associate's obligations related to Inspection and/or Audit and/or similar review in the applicable underlying Agreement, Contract, Master Agreement, Work Order,...

	20. MISCELLANEOUS PROVISIONS
	20.1 Disclaimer.  Covered Entity makes no warranty or representation that compliance by Business Associate with the terms and conditions of this Business Associate Agreement will be adequate or satisfactory to meet the business needs or legal obligati...
	20.2 HIPAA Requirements.  The Parties agree that the provisions under HIPAA Rules that are required by law to be incorporated into this Amendment are hereby incorporated into this Agreement.
	20.3 No Third Party Beneficiaries.  Nothing in this Business Associate Agreement will confer upon any person other than the parties and their respective successors or assigns, any rights, remedies, obligations, or liabilities whatsoever.
	20.4 Construction.  In the event that a provision of this Business Associate Agreement is contrary to a provision of the applicable underlying Agreement, Contract, Master Agreement, Work Order, Purchase Order, or other services arrangement, with or wi...
	20.5 Regulatory References.  A reference in this Business Associate Agreement to a section in the HIPAA Rules means the section as in effect or as amended.
	20.6 Interpretation.  Any ambiguity in this Business Associate Agreement will be resolved in favor of a meaning that permits the parties to comply with the HIPAA Rules.
	20.7 Amendment.  The parties agree to take such action as is necessary to amend this Business Associate Agreement from time to time as is necessary for Covered Entity or Business Associate to comply with the requirements of the HIPAA Rules and any oth...

	1. DEFINITIONS
	2. INFORMATION SECURITY AND PRIVACY PROGRAMS
	3. PROPERTY RIGHTS TO COUNTY INFORMATION
	4. CONTRACTOR’S USE OF COUNTY INFORMATION
	5. SHARING COUNTY INFORMATION AND DATA
	6. CONFIDENTIALITY
	7. CONTRACTOR EMPLOYEES
	The Contractor must perform background and security investigation procedures in the manner prescribed in this section unless the Contract prescribes procedures for conducting background and security investigations and those procedures are no less stri...
	8. SUBCONTRACTORS AND THIRD PARTIES
	9. STORAGE AND TRANSMISSION OF COUNTY INFORMATION
	10. RETURN OR DESTRUCTION OF COUNTY INFORMATION
	11. PHYSICAL AND ENVIRONMENTAL SECURITY
	12. OPERATIONAL MANAGEMENT, BUSINESS CONTINUITY, AND DISASTER RECOVERY
	13. ACCESS CONTROL
	14. SECURITY AND PRIVACY INCIDENTS
	15. NON-EXCLUSIVE EQUITABLE REMEDY
	16. AUDIT AND INSPECTION
	17. CYBER LIABILITY INSURANCE
	18. PRIVACY AND SECURITY INDEMNIFICATION
	i. Developing a plan for the orderly transition of the terminated or expired SaaS from the Contractor to a successor;
	ii. Providing reasonable training to County staff or a successor in the performance of the SaaS being performed by the Contractor;
	iii. Using its best efforts to assist and make available to the County any third-party services then being used by the Contractor in connection with the SaaS; and
	iv. Such other activities upon which the Parties may reasonably agree.
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