PURSUANT TO A.R.S. SECTION 38-431 THE GILA COUNTY BOARD OF SUPERVISORS WILL HOLD AN OPEN MEETING IN THE
SUPERVISORS’ AUDITORIUM, 1400 EAST ASH STREET, GLOBE, ARIZONA. ONE OR MORE BOARD MEMBERS MAY
PARTICIPATE IN THE MEETING BY TELEPHONE CONFERENCE CALL OR BY INTERACTIVE TELEVISION VIDEO (ITV). ANY
MEMBER OF THE PUBLIC IS WELCOME TO ATTEND THE MEETING VIA ITV WHICH IS HELD AT 610 E. HIGHWAY 260,
BOARD OF SUPERVISORS’ CONFERENCE ROOM, PAYSON, ARIZONA. THE AGENDA IS AS FOLLOWS:

WORK SESSION - TUESDAY, JUNE 19, 2012 - 10 A.M.

REVISED

1 Call to Order - Pledge of Allegiance

2 Information /Discussion/Action to review all bids submitted in response to a
Request for Proposals for the provision of youth development services within the
Gila/Pinal Workforce Investment Area for Program Year 2012-2013; award to the
lowest, responsible, and qualified bidder; and authorize the Chairman's
signature on the award contract for the winning bidder. (Barbara Valencia)

3 Presentation and discussion of 8 draft policies for inclusion in the Countywide
Policy Manual. (Don McDaniel)

IF SPECIAL ACCOMMODATIONS ARE NEEDED, PLEASE CONTACT THE RECEPTIONIST AT (928) 425-3231 AS EARLY AS
POSSIBLE TO ARRANGE THE ACCOMMODATIONS. FOR TTY, PLEASE DIAL 7-1-1 TO REACH THE ARIZONA RELAY SERVICE
AND ASK THE OPERATOR TO CONNECT YOU TO (928) 425-3231.

THE BOARD MAY VOTE TO HOLD AN EXECUTIVE SESSION FOR THE PURPOSE OF OBTAINING LEGAL ADVICE FROM THE
BOARD’S ATTORNEY ON ANY MATTER LISTED ON THE AGENDA PURSUANT TO A.R.S. SECTION 38-431.03(A)((3).

THE ORDER OR DELETION OF ANY ITEM ON THIS AGENDA IS SUBJECT TO MODIFICATION AT THE MEETING.
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Information

Request/Subject

Approval of the Contract Award for the Gila/Pinal Workforce Investment Area Youth
Provider for Program Year 2012-2013.

Background Information

On February 6, 2012, the Gila/Pinal Workforce Investment Board released a Request
for Proposals (RFP) for the provision of youth development services within the
Gila/Pinal Workforce Investment Area for Program Year 2012-2013. The Youth
Request for Proposals is to identify qualifed providers for youth services under Title 1
of the Workforce Investment Act of 1998 (Public Law 105-220). Gila County
(Administrative Entity), in conjunction with the Gila/Pinal Workforce Investment
Board (WIB), the governing body that oversees the program, makes funding available
to provide youth development services within Gila and Pinal Counties.

The Youth and Operational Committees of the Gila/Pinal Workforce Investment Board
met on May 3, 2012, to review the proposals that were submitted in response to the
RFP. Central Arizona Association of Governments and Central Arizona College
submitted proposals in response to the RFP.

The Gila/Pinal Workforce Investment Board met on May 31, 2012, and an action was
taken by the Board to allow each submitter two additional weeks to submit a "Best
and Final Offer", which is due on June 14, 2012.

Evaluation



On June 18, 2012, the Best and Final Offers will be reviewed by the WIB Youth and
Operational Committees, and later that day during the Gila/Pinal Workforce
Investment Board meeting, an action will be taken by the WIB to choose the
successful bidder for the contract award. That recommendation will then be presented
to the Gila County Board of Supervisors (BOS) at its meeting to be held on June 19,
2012, at which time the Gila County BOS will consider taking an action to award the
contract.

Conclusion

On June 18, 2012, an action will be taken by the Gila/Pinal Workforce Investment
Board to recommend the selection of the successful bidder for the provision of youth
development services within the Gila/Pinal Workforce Investment Area for Program
Year 2012-2013 in the amount of $630,336.

On June 19, 2012, a recommendation will be provided by the Gila/Pinal Workforce
Investment Board (WIB) to the Gila County Board of Supervisors as to the contractor
which has been selected by the WIB to provide Youth Program services to qualified
youth within the Gila/Pinal Workforce Investment Area for Program Year 2012-2013.

The contract will be presented to the Board of Supervisors at the time this agenda
item is addressed.

Recommendation

Recommendation to approve the contract award for the Workforce Investment Act
Youth Provider to provide youth development services within Gila and Pinal Counties
for Program Year 2012-2013. The amount of funding available for the Youth Program
is $630,336.

Suggested Motion

Information /Discussion/Action to review all bids submitted in response to a Request
for Proposals for the provision of youth development services within the Gila/Pinal
Workforce Investment Area for Program Year 2012-2013; award to the lowest,
responsible, and qualified bidder; and authorize the Chairman's signature on the
award contract for the winning bidder. (Barbara Valencia)

Attachments

Gila/Pinal Workforce Investment Area Title [ Youth Programs RFP
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GILA/PINAL WORKFORCE INVESTMENT AREA

TITLE 1
YOUTH PROGRAMS

REQUEST FOR PROPOSALS
PROGRAM YEAR

JULY 1, 2012 - JUNE 30, 2013

RFP RELEASE DATE: February 22, 2012
PROPOSAL DEADLINE: April 6, 2012
PROPOSAL LOCATION: 5515 S. Apache Avenue, Suite 200

Globe, Arizona 85501

BIDDER’S CONFERENCE: February 29, 2012

Equal Employment Opportunity Employer/Program.
Auxiliary aids and services are available upon request to individuals with a disability
TTY: 7-1-1
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A. Overview of the Gila/Pinal Workforce Investment Area

The purpose of this Request for Proposals (RFP) is to identify a qualified provider for youth services under
Title I of the Workforce Investment Act (WIA) of 1998 (Public Law 105-220). Gila County (Administrative
Entity) in conjunction with the Gila/Pinal Workforce Investment Board, the governing body that oversees
expenditures of Workforce Investment Act funds, makes funding available to provide youth development
services in Gila and Pinal Counties, a designated Local Workforce Investment Area (LWIA) for the following
youth programs:

e In-school youth programs;
*  Out-of-school youth programs;
»  Special youth programs for the following populations; and
*  Youth Offender (in- and out-of-school)
Pregnant and Parenting Youth (in- and out-of-school)
Foster Care Youth (in and out-of-school)
Homeless Youth (in and out-of-school)
Youth with Disabilities (in and out-of-school)
High School Drop Out (out-of-school)
Youth of Incarcerated Parents (in and out-of-school)

It is the intent of this RFP to fund comprehensive approaches that maximize available resources and provide
an array of services that meet the unique needs of the targeted population. Responses are sought that would
build upon the development and/or enhancement of collaborative relationships within a community, across
programs and between systems. Gila/Pinal Workforce Investment Area is seeking interested organizations
that demonstrate the four critical characteristics listed below:
¢ Competent and cooperative management with a vision for developing and supporting positive youth
development activities;
* A Commitment and ability to ensure that youth-orientated staff are available to serve low-income
youth;
* A high level of innovation and creativity in designing project and learning activities in which young
individuals can participate; and
* A willingness to work with community partners and educational organizations in the planning and
implementation of these innovative approaches to youth development.

Respondents are asked to demonstrate not only a sound approach to providing evidenced-based, research-
based, or best practice youth workforce programming, as well as to support collaborative efforts of
stakeholders. Examples of stakeholders are secondary schools, charter schools, community-based
organizations (both small and large), faith-based organizations, public social service organizations,
employers, business associations/networks, post-secondary education and training institutions, parents and the
youth themselves.

B. Funding Availability and Fiscal Requirement

The approximate federal funding from the U.S. Department of Labor and the Workforce Investment Act funds
is $500,000 which is administered by Gila County, acting as the fiscal agent, and the Gila/Pinal Workforce
Investment Board. Funds will be allocated at approximately 30% for in-school youth and 70% for out-of-
school youth. Please note that available funding amounts in the RFP are subject to change.
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Contracts will be executed on July 1, 2012 and conclude June 30, 2013. Contracts may be renewed in one-
year increments for three additional years based on satisfactory performance and the availability of federal
funding.

For the purpose of this RFP, proposals will be accepted in the following populations and service categories:

Population Service Category
General In and Out-of-school
Youth Offenders In and Out-of-school
Pregnant & Parenting In and Out-of-school
Homeless Youth In and Oui-of-school
Youth with Disabilities In and Out-of-school
Foster Care Youth In and Qut-of-school

| High School Drop Out Out-of-school

Basic Skills Sufficient In and Qut-of-school

For the purpose of this RFP, the agency submitting the proposal will be considered the direct contractor. The
agency will be responsible for ensuring compliance with all terms and conditions of the contract,
administration and fiscal management of the contract, and will be held accountable for program results.
Subcontracting services is allowable as long as it is fully disclosed in the proposal. The proposal has to
clearly define the roles of each organization, ¢.g. youth services, program oversight, etc.

Agency is responsible for:
* Invoicing in accordance with the contract terms, and the procedures outlined by the Gila/Pinal
Workforce Investment Board,;
Maintaining an accounting system that separates the contracted funds from other funding sources; and
Maintaining a payroll ledger, and submit general ledger and journals as required;
Employing an accrual method of accounting;
Maintaining fiscal forms, reports and documents pertaining to this contract for five (5) years after
contract end date;
* Implementing an approved cost allocation plan in accordance with the One-Stop Comprehensive
Financial Management Technical Assistance Guide;
¢ Contractor’s monthly invoice;
* Any additional financial report that support the expenditures; and
* Maintain an inventory list of purchased equipment.

A detailed, line-item budget must be submitted with the RFP. At least five percent (5%) up ten (10%) shall
be allocated to the summer component. The Gila/Pinal Workforce Investment Board reserves the right to
withdraw funding in the event the scope of work is not followed as stated in the RFP.

In order to efficiently utilize WIA youth funding and ultimately reach as many young people as possible, it
becomes increasingly important to leverage a wide range of public and private resources to support youth
workforce services. Projects are encouraged to demonstrate either in-kind or cash match resources from other
funding sources.
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These in-kind or cash match resources must directly support the proposed program activitics and must be
documented with a Letter of Commitment/Intent, Memorandum of Understanding or other appropriate
documentation.

In-kind and cash match resources can support any particular budget item as long as it supports program
activities. Cash match is defined as a contribution of funds made available to the respondents to be used
specifically for program activities. Respondents are required to assign a monetary value to any in-kind
contributions. Examples of in-kind resources include but are not limited to:

Staff time from lead and/or partner agencies (directly related to services to youth);
» Facilities (where services occur);
Participant expenses (e.g. internship/work experience wages, incentives, supportive services, tuition,
books, fees, tools or clothing for employment);
¢ Equipment (directly related to services to youth); and
Marketing, outreach and/or media support

There are many types of funding streams that could support either in-kind or cash match resources. The
following are provided as suggestions only and include but are not limited to:

Private foundation/philanthropic support;

Businesses, business associations or networking groups;

State of Arizona funding including but not limited to Juvenile Justice, Health, and Education; and
Federal funding such as direct Department of Labor grants, Job Corps, Office of Juvenile Justice
Delinquency Prevention, and Youth Build.

C. Special Information Notice

Congress may consider legislation to reauthorize the Workforce Investment Act (WIA). The Gila/Pinal
Workforce Investment Area reserves the right to cancel or modify this REP or the scope or funding of an
approved WIA program to any extent necessary to ensure compliance with state and/or federal guidelines
once any reauthorization is signed or if available WIA funding is impacted due to the federal and/or state
budget appropriations. This may occur at any time prior to or during implementation of the WIA programs
for PY2012 or any extensions. Therefore, all successful offerors must demonstrate the capability and agree,
in advance, to modify their program design to comply with any new regulations and/or changes to available
funds.

D. Eligible Bidders

Organizations eligible to submit proposals in response to this RFP include not-for-profit organizations,
education institutions, government entities, for-profit businesses and other organizations that are not
suspended, debarred or otherwise prohibited from entering into a legal contract for WIA Youth funding.

All bidders must accept liability for all aspects of any WIA program conducted under contract with Gila
County. Bidders will be liable for any disallowed costs or illegal expenditures of funds or program operations
conducted. This Request for Proposals is not in itself an offer of work nor does it commit Gila County to
fund any proposals submitted.
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E. Questions

Questions relating to any aspects of this solicitation must be sent in writing to bvalencia@co.gila.az.us. All
questions will be responded within 48 hours.

F. Procurement Time Line

To ensure a fair and open process for all interested bidders, the following time table will be used with this
RFP:

Request for Proposals Released February 22, 2012
Pre-Proposal Bidders Conference (Mandatory) February 29, 2012
Deadline for bidders to submit questions March 15, 2012
Proposal Due April 6, 2012
Recommendations to Executive Committee April 19, 2012
Recommendations to Board of Supervisors May 15, 2012

G. Pre-Proposal Bidders Conference

There will be a mandatory pre-proposal bidder’s conference regarding the RFP on February 29, 2012 from
10:00 a.m. to 12:00 p.m. at the Gila County Division of Community Services, 5515 S. Apache Avenue, Suite
200, Globe, AZ 85501.

II. Proposal Due

Proposals arc due no later than 3:00 p.m. on Wednesday, April 6, 2012 at Gila County Division of
Community services, 5515 S. Apache Avenue, Suite 200, Globe, Arizona. Late proposal will not be accepted
under any circumstances.
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A. Purpose of WIA Youth Program

The Workforce Investment Act of 1998 (WIA, Public Law 105-220) includes the following statement of

intent:

The WIA will provide workforce investment activities, through statewide and local
workforce investment systems, that increase the employment, retention, and
earnings of participants, and increase occupational skill attainment by participants,
and as a result, improve the quality of the workforce, reduce welfare dependency,
and enhance the productivity and competitiveness of the nation.

Youth development principles are woven throughout the Workforce Investment Act and guide the WIB’s
approach to administering WIA youth programs. Contractors should incorporate youth development
strategies and principles into programs that support high school completion, skill acquisition, gainful
employment and productive citizenship for young people.

The Gila/Pinal Workforce Investment Board also identifies the following values and/or principles that
proposals must address:

Youth Responsibility: Youth are expected to take personal responsibility for their success. They will
be involved in developing their plan, selecting the activities and programs that meet their employment
needs, achieving appropriate educational competencies and achieving their program goals.

Strategically Meeting Needs of the Community: Programs should meet the needs of at-risk youth
populations and under-served communities while providing a broad range of services that meet the
academic, employment, and youth development needs of young people. Programs should be aimed at
ensuring that economically disadvantaged youth in-school and out-of-school have the opportunities
and support needed to become productive members of the workforce and achieve economic self-
sufficiency.

Strong Youth Development Model: Effective programs are built on a well-conceived and
implemented approach to youth development. A commitment to youth development is exemplified by
a conscious and professional reliance on youth development principles, including high expectations,
caring relationships, holistic service strategies that build responsibility and character, and a view
towards youth as resources. Key strategies include providing adult mentors for each youth participant,
integrating soctal and support services into programming, addressing transportation barriers,
accommodating a variety of learning styles, and providing meaningful and strategic follow-up
services for young people when they exit in the effort to ensure their continued success.

Skill Development: Effective programs clearly emphasize the development of skills, knowledge, and
competencies that lead to jobs and careers. Programs should strongly link work, academic, and
occupational learning, Key strategies include linkages to apprenticeships, community colleges and
employers; transition services; and strategies demonstrating how participants can gain academic
credit and skill credentials.

Invoivement of Employers and Links to Local Labor Markets: Programs should have the strong
involvement of local employers and should be linked to local labor market needs and growing
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economic sectors. Programs should provide effective connections to intermediaries with strong links
to the job market and local and regional employers.

Collaboration and Leveraging Partnerships: Programs are sought that demonstrate how
partnerships and the involvement of the community will be utilized to meet the program goals.
Involving the local community means developing formal and meaningful partnerships among
educational institutions, employers, community-based organizations, private sector employers, and/or
other organizations and members of the community interested in youth. Respondents are encouraged
to access resources from these partnerships and use them in the program to provide quality youth
opportunities.

For the purpose of this proposal, a collaboration is defined as a mutually beneficial alliance of groups
or organizations that come together to achieve common goals. This alliance is characterized by well-
defined relationships that include a commitment to mutual authority/accountability for success and
sharing of resources. It is expected that it transcends individual agency strategies, and will integrate
diverse missions, language and cultural concerns to focus on the needs of the youth. Collaboration is
strengthened by a formal written agreement, which delineates the responsibilities of each group,
organization or entity.

Producing Results: Programs should ensure that young people are gaining the skills to complete
high school or its equivalent and transition into post-secondary education, advanced training or
skilled employment. Programs should track these results and strive to contimiously improve their
programs and their outcomes for youth, based on information and data collected.

Academic Gains for Youth: Alternative education programs (either dropout prevention or dropout
recovery models) will provide quality education that adheres to the State’s standards developed in
response to the No Child Left Behind Act (NCLB). The contractor’s process must demonstrate
progress towards the standards for success within NCLB.

The Gila/Pinal Workforce Investment Board believes that all eligible youth must be aware of services
available in the One-Stop System. RFPs must clearly state how the contractor will provide an introduction to
the Gila/Pinal One-Stop Centers and the resource available there. The introduction should be age and goal

appropriate.

B. WIA Youth Guiding Principles

Because successful youth development depends upon smooth transition into phases of a young person’s life,
youth programs should also operate under the following guiding principles:

Year-Round Services: Services are designed to recruit and register youth on a year-round basis,
including making services available for in-school youth throughout the school year. All youth
services and activities must be available to youth twelve (12) months per year and be clearly aligned
with youth development principles and goals.

Long-Term Support for Youth: Services feature strategies that span multiple years and will
balance the needs of youth who would benefit from long-term support with youth whose needs are
met through more limited interventions. Long-term support includes providing a smooth transition

6
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and pathways to remaining in school, high school completion, post-secondary education, job
placement and training for occupations leading to careers that offer long-term self-sufficiency for
older and younger youth.

Accessibility: Services are easily accessible to both youth and employers, create a safe and youth-
friendly environment, are accessible by public transportation, have information available via the
Internet, and accommodate diversity.

Accountability: Services dedicated to continuing improving program design by seeking feedback
from staff, youth and employers to continually refine the quality of the program services and
activities provided for youth. Programs must have well-defined goals and processes that are easily
understandable, measurable and accountable. These goals must emphasize participant progress and
directly link activities to positive outcomes for youth.

C. Eligible Youth

WIA youth programs are intended to provide youth development services for economically disadvantaged
youth, 14 though 21 years of age who may face barriers to staying in school, completing high school or
finding stable employment. The program provides a full range of work-readiness, employment, education,
and mentoring services through various community partner agencies and contracted youth service providers.
Youth services, such as internships, work experiences, training opportunities, and assistance in the completion
of high school or GED, are designed for youth who are in-or out-of-school.

The Workforce Investment Act also draws a distinction between younger youth (14 to18) and older youth (19
to 21). This is done primarily to assist program providers in designing programs and developing Individual
Service Strategies (ISS) to meet the youth development needs of the two different age groups. Also, the
mandated program outcomes and performance measures are distinctively different for younger and older
youth.

Youth must be identified as low-income as defined by Public Law and:

» Between the ages of 14 through 21 meaning they have reached their 14" birthday, but have not
attained their 22™ birthday at the time of registration;

» Acitizen of the United States or a non-citizen who is authorized by the Immigration and
Naturalization Service;
Valid Social Security number; and

e Selective Service registration, if applicable; and

e Meets the low-income criteria:
e Cash public assistance;
* Family income at or below the poverty line or 70% of the Lower Living Standard Income

(LLSIL);

¢ Received food stamps or was determined eligible to receive in the last six months;
o Homeless per 103(a) and 103(c) of the McKinney Act:
o Publicly supported foster child; and
» Individual with a disability and own income is at or below poverty; and

e Meets one or more of the following:
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e Deficient in basic skills; WIA Section 101 defines “basic skills deficient” as an individual whose
English, reading, or computing skills at or below the 8" (8.9 or below) grade level on a generally
accepted standardized test

School dropout;

Pregnant or parent;

Offender

Occupational Skills Deficient — youth who requires additional assistance to complete an
educational program, or to secure and hold employment, and less than four months full-time,
same employer (WIA Section 101 (13)) defined by the Gila/Pinal Workforce Investment Board

Up to 5% of youth participants served by youth programs in a local area may be individuals who do not meet
the income criteria for eligible youth, but must be in one or more of the following categories:
¢ School dropout;
Basic Skills Deficient;
One or more grade levels below the grade level appropriate to the individual’s age;
Pregnant or parenting;
Possess one or more disability;
Homeless or runaway;
Offender; and
Face serious barrier to employment as follows: Occupational Skills Deficient — a youth who requires
additional assistance to complete an educational program, or to secure and hold employment, and less
than four months full-time, same employer defined by the Gila/Pinal Workforce Investment Board.

Definition In-School Youth: An in-school youth who meets the above eligibility criteria and has not
received a diploma/equivalent and is attending any school, including alternative school, or who is a high
school graduate (attained diploma/equivalent), attending post-secondary education and is not basic skills
deficient; or who is a high school graduate (attained diploma/equivalent), not attending post-secondary
education, and is not basic skills deficient or unemployed or underemployed.

Definition Out-of-School Youth: An out-of-school youth who meets the above eligibility criteria and is a
high school dropout, meaning they are no longer attending any school, including alternative school, and have
not received a secondary school diploma or its equivalent, or has a high school diploma or GED and is basic
skills deficient, unemployed, or underemployed.

OVERALL YOUTH GOALS AND OBJECTIVES

In-School Youth: The goal of in-school youth programs is that all participants remain in-school and improve
basic academic skills, soft skills and occupational skills as a result of participation in the program.

The following two sets of objectives are based on the participant’s age at time of registration: younger youth,
ages 14 to 18; and older youth, ages 19 to 21.

Younger youth objectives, which include but not limited to:
® Remain in school
e TEarn a high school diploma or equivalent
*  Achieve basic skills, job readiness skills, and occupational skills goals
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Enter post-secondary education
Obtain advanced training and employment
Enter the military

Older youth objectives, which include but not limited to:

Earn a credential (a diploma, GED, or other industry recognized certificate)
Obtain occupational skills training

Enter employment or post-secondary education

Enter the military

Seck qualified apprenticeships

Remain employed or in school

Out-of-School Youth: The goal of out-of-school youth programs is that all participants will improve basic

academic skills, soft skills and occupational skills as a result of participation in the program.

The following two sets of objectives are based on the participant’s age at time of registration: younger youth,
ages 14 to 18; and older youth, ages 19 to 21.

Younger youth objectives, which include but not limited to:

Return to an academic environment

Earn a high school diploma or equivalent

Achieve basic education skills, job readiness, and occupational skill
Enter post-secondary education

Obtain advanced training

Obtain employment

Enter the military

Seck qualified apprenticeships

Older youth objectives, which include but not limited to:

Earn a credential (a diploma, GED, or other industry recognized certificate)
Obtain occupational skills training

Enter employment or post-secondary education

Enter the military or to seek qualified apprenticeships

Remain employed or in school.

D. Program Design — Required Services

Priority will be given to those proposals that identify viable approaches to providing comprehensive services
that include collaboration and partnerships between youth services agencies and relevant partners. Effective
partnerships and collaborations include strategies that link community colleges and other vocational training
programs to businesses and industry partners to prepare and place youth in career path programs.

Organizations responding to this solicitation must propose and be able to provide comprehensive services

which:

e Improve academic achievement for youth, including youth who are basic skills deficient.
e Prepare youth for success in employment (work-readiness).
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®* Expose youth to careers in identified industry clusters and foster awareness of career pathway
opportunities {¢.g. workshops, guest speakers, job shadowing, tours vocational training and referrals,
and other related activities).
Provide youth with relevant work experience/internship opportunities.

¢ Provide youth with skills necessary to job search and assistance with job placement; and
Ensure necessary supportive services are provided for youth to achieve successful outcomes.

Potential contractors responding to this RFP must provide the following comprehensive services components;

Outreach and Recruitment

This includes, but is not limited to, identifying potentially eligible youth participants, working with parents
and guardians to obtain necessary documentation, and communicate with schools and community
organizations regarding recruitment efforts.

Orientation

Initially this includes informing youth of all services available including programs and/or services that are
provided by entities and/or the Gila/Pinal One-Stop partners. Contractor shall provide information on
enrollment process, assessment, training programs, attendance requirements while in training, and
information regarding financial aid and support services. Contractor shall also make youth aware of the youth
development principles practiced and that service and projected outcomes (goals) are customized to meet the
individual needs of the youth. Contractors must also effectively assess as determined suitability for the

program.

Eligibility Determination and Registration

Eligibility includes registering youth by completing a WIA youth application, verifying family income and
information stated, and making a determination that the youth meets the eligibility criteria established by
WIA.

Assessment
This includes conducting an objective assessment of each participant in the areas of academic skills,

employment skills, and supportive service needs.

Individual Service Strategy (ISS)

ISS includes developing an individualized, age-appropriate, written plan of long and short term services that
are appropriate with the youth’s goals and assessment results. The ISS will clearly connect the services to be
provided with the participant’s goals to be achieved from the time of registration to the completion of follow-
up services or time of exit from the program. It will become a living, working document that will be used to
track the services received and outcomes achieved. Contractor shall review the ISS with the participant every
30 — 45 days, at a minimum, and update accordingly.

Skill Attainment Training

Skill Attainment Training includes basic skills, work-readiness, and occupational skills training for all WIA
eligible youth. In order to provide comprehensive workforce development services, all eligible youth should
be assessed for deficiencies in one of the three skill attainment areas regardless of age. A core indicator of
performance for younger youth (age 14-18) under WIA is the younger youth skill attainment rate. For all
younger, in-school and any appropriately assessed out-of-school youth, a minimum of one goal per year
(participant year) is required. However, for this RFP process and contracted period, all youth regardless
of age must receive work readiness training,
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Basic Education Skills are defined as those academic skills and abilities necessary and/or beneficial
for a person to function successfully in an employment environment. Basic academic areas are
Reading Comprehension, Math Computation, and Writing. All participants who are determined to be
basic skills deficient (defined as having English, reading, writing or computing Skills at 8.9 or less on
a generally-accepted standardized test or a comparable score on a criterion-referenced test) must basic
skills training.

Occupational Skills encompass the proficiency to perform actual tasks and technical functions
required by certain occupational fields at entry, intermediate or advanced levels. Secondary
occupational skills entail familiarity with and use of set-up procedures, safety measures, work-related
terminology, record keeping and paperwork formats, tools, equipment and materials, and breakdown
and clean-up routines.

Work Readiness Skills include world of work awareness, labor market knowledge, occupational
information, values clarification and personal understanding, career planning and decision-making,
and job search techniques (resumes, interviews applications, and follow-up letters). They also
encompass survival/daily living skills such as using the phone, telling time, shopping and renting an
apartment, opening a bank account, and using public transportation.

Work Readiness Skills also include positive work habits, attitudes, and behavior such as punctuality,
regular atfendance, presenting a neat appearance, getting along and working well with others,
exhibiting good conduct, following instructions and completing tasks, accepting constructive
criticism from supervisors and co-workers, showing initiative and reliability, and assuming the
responsibilities involved in maintaining a job. Youth must be exposed to and attain all Work
Readiness Skiils, which are listed below.

Work Readiness 1-6 Work Readiness 7-12

1. Making Career Decisions 7. Being Consistently Punctual

2. Using Labor Market Information 8. Maintaining Regular Attendance

3. Preparing Resumes 9. Demonstrating Positive attitudes/behavior
4. Filling Out Applications 10. Presenting Appropriate Appearance

5. Interviewing/Follow-Up Letters 11. Exhibiting Good Interpersonal Relations
6. Survival/Daily Living Skills 12. Completing Task Effectively

For the purpose of this RFP, agencies must submit a curriculum and related reference materials
on how Work Readiness Skills 1 -12 will be taught to the targeted population. The curriculum
must be attached to the RFP and is not included in the page limitations. The Gila/Pinal Skill
Attainment Manual is also available upon request.

Case Management/Referral

Case Management/Referral includes coordinating the appropriate services to be delivered to the participant,
documenting the participant’s achievement of the goals identified in the ISS and motivating youth to remain
in school and complete high school, preparing them for possible post-secondary educational opportunities,
occupational learning, or employment/training opportunities.

As a component of case management, referrals include linking and sharing information with other youth-
serving agencies, organizations and training providers in order to achieve the goals listed in the youth’s ISS.

11
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Contractor may refer youth participants to external resources, which may be formal partners, to provide the
services of the required program elements.

E. Youth Elements

Contractors shall make the following program services available to eligible participants directly or through
linkages and collaboration with other local entities. The organization must state in the proposal how they will
make the following components available through the proposed collaborative system. Proposals must clearly
state the parameters that will be used to decide if a youth will participate in a specific component. Priority will
be given to those proposals that clearly have established formal partnerships in providing the following
program services/elements.

1. Tutoring and Study Skills Training:
Tutoring and Study Skills Training promotes improvement of the basic and study skills which lead to

better test scores and overall academic performance. Contractor shall structure tutoring and/or study
skills training to ensure intensive individualized assistance for youth in need of remediation or skills
improvement.

2. Alternative Secondary School:

Contractor may refer participants for scheduled alternative educational opportunities which are designed
to improve the participant’s academic performance and may lead to continuation in secondary school or
graduation. Contractor shall identify alternative secondary education possibilities (i.e., adult literacy
agencies for older youth, etc.) and coordinate the plan for provision of this program element. All out-of-
school youth who do not have a GED or high school diploma must enroll in services to attain either a
GED or high school diploma.

3. Summer Employment Opportunities:

Contractor must link summer employment opportunities directly to academic and occupational learning.
Contractor must develop employment opportunities that are related to each participant’s career goal or
integrated into the participant’s high school education plan.

Contractor shall be responsible for development of summer work sites in public and/or private sector,
orientation of work site supervisors and participants, executing work site agreements, maintaining
participant timesheets, monitoring work sites and documenting work activities, payment of youth work
experience wages at no less than the federal minimum wage rate, completion of I-9 and W-4 forms, and
issuing W-2 forms at the end of each year.

4. Work Experiences, Paid and Unpaid:
Work experiences are planned, structured learning opportunities that take place in a workplace for a

limited period of time. This element is designed to enable youth to gain exposure to the world of work
and its requirements and may include internships and job shadowing. Contractor shall develop work
experiences that assist youth acquire the personal attributes, knowledge, and skills needed to obtain a job
and advance in employment. Work experience can provide the youth participant with opportunities for
career exploration and skill development. Work experience shall focus on high demand occupations and

industry clusters.

Work experience may be subsidized (consistent with wage and hour laws) and may include the following
activities:
12
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Instruction for employability skills or general workplace skills;

Exposure to various aspects of an industry;

Progressively more complex tasks;

Internships and job shadowing (unpaid work experience) — This activity is designed to provide
informational training and experience to determine the participant’s interest in a specific
occupation;

The integration of basic academic skills into work activities,

Supported work, work adjustment, and other transition activities;

Entrepreneurship; and

Other activities designed to achieve goals of work experience.

Work experience can occur in the public, private, for-profit, or non-profit sectors where the objective
assessment and individual service strategy indicates that work experience is appropriate. Contractor must
be responsible for development of work experiences in public and/or private sector, orientation of work
site supervisors and participants, initiating work experience agreements with employer(s), maintaining
participant timesheets, monitoring work sites and documenting work activities, payment of wages at no
less than the Federal minimum wage rate, and completion of I-9 and W-4 forms.

5. Qccupational Skills Training:

This element includes training youth for a specific occupation related to the local labor market demand or
according to the needs identified by local employers. Occupational skills training shall lead to a
credential in the field of study (certificate, degree, or diploma) and/or related full-time employment.
Contractor shall make every effort to utilize a combination of funding sources to pay for this activity.
High demand and industry cluster occupations must be reviewed and explored with participating youth.
Contractor shall utilize career path programs for all occupational training when appropriate.

On-the-job (OJT) training provides WIA youth participants the opportunity to receive training while
employed, and to be paid wages comparable to other employees in similar positions. OJT agreements
provide an opportunity for an employer to be reimbursed 50% of the wages, while participants acquire
additional job skills. Each OJT contract is specific to the needs of the participant.

6. Leadership Development:

This element encourages a sense of responsibility and other positive social behaviors. The contractor
must include but is not limited to the following activities as deemed appropriate for the participant:
¢ Exposure to post-secondary educational opportunities;
Community and service-learning projects and volunteering within the community-based setting;
Peer-centered activities, including peer mentoring and tutoring;
Organizational and teamwork training, including team leadership training;
Seminars, luncheons, networking opportunities at youth/workforce conferences;
Training in decision-making, including determining priorities;
Citizenship training, including life skills training such as parenting, work maturity, and budgeting
of resources; and
¢ Soft skills training including, but not limited to: positive attitudinal development, self-esteem
building, cultural diversity, and work simulation activities.

Leadership development activities should be repeated numerous times throughout the course of the
program. All proposals must include at least one youth-led leadership project per program year. Youth
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must be involved in the development, implementation, operation and evaluation of the project in
meaningful ways. Each project will be unique in that it will reflect the interests of the youth involved
and/or the needs of the targeted area’s needs.

7. Supportive Services:

Supportive Services assists the participant in being successful by achieving their goals identified in the
ISS.  For any supportive services provided, Contractor must make regular contact with the youth
participant. Contractor shall be responsible to ensure that, if other sources of funding or services are
available, they are coordinated and accessed prior to utilizing WIA fands.

Supportive services may include: linkages to community services and/or assistance with transportation,
child care, housing, referral to medical services, appropriate work attire, or work related tools, including
items such as eyeglasses or protective eye gear. The Gila/Pinal Workforce Investment Area Support
Services Guidelines shall be used to determine if services are eligible for payment,

8. Comprehensive guidance and counseling:
This element provides the participant with intensive guidance and counseling related to career

cxploration, personal issues, drug and alcohol abuse, financial management, and goal setting. If the
contractor determines there is a need, the contractor may refer participant to an appropriate organization
or counselor who is qualified, experienced and specializes in a particular area. Contractor shall be
responsible to ensure that, if other sources of funding or services are available, services are coordinated
and accessed prior to utilizing WIA funds.

9. Adult Mentoring:
Adult Mentoring assists with the youth’s continued personal development. Contractor shall offer adult

mentoring excluding the contractor’s assigned staff to all registered participants. Contractor will be
responsible for identifying adult mentors who are interested in the advancement of youth in the
community. Adult mentoring activities may include, but are not limited to:

» Job shadowing and guidance provided by an adult to assist the participant in increasing his/her
academic performance;
Goal-setting;
Support meetings to increase the motivation of the youth served;
Career exploration;
World of Work and social skills improvement; and
Participation in community projects.

10. Follow-up Services

Follow-up Services ensures continuity of services and progress towards achievement of participant’s goals
and performance outcomes. The types of follow-up services provided must be based on the needs of the
participant. Contractor shall provide follow-up services for a minimum period of twelve (12) months after
exit from the program.

Follow up services include, but are not limited to:

= Leadership development activities;
¢ Regular (at least once a quarter) contact with the participant’s employer, including addressing
work-related problems that arise;

14
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Assistance with securing better paying jobs, career development, and further education;
Work-related peer support groups;

Aduit mentoring;

Tracking the progress of youth in employment after training; and

Assistance with remaining in or completing school

e & & & @

F. Performance Measures

The U.S. Department of Labor has established performance measures for recipients of WIA funds. The
Gila/Pinal Workforce Investment Board will require contractors to exceed these same performance measures
during the contract term. During the contract term, these performance requirements may be subject to change
as a result of changes in federal law and WTA reauthorization.

All measures listed below are measured for Program Year 2011 at exit and post-exit with the exception of the

Younger Youth skill attainment. Performance Measures will be re-negotiated for Program Year 2010.

Performance Performance
Measure Standard

Measurement

Younger Youth (14-18)

At least one goal must be attained (completed) per year for younger
youth. The goal(s) may be basic skills goals, work readiness skills goals,
and/or occupational skills goals depending on the needs of the
participant.
Diploma or To successfully meet this geal, younger youth who are not in high school
Equivalent 63.5% at exit must have attained a high school diploma or equivalent (GED) by
Attainment the end of the 1* quarter after exit.

To successfully meet this goal, younger youth who are not in high school
at exit must be in one of the following activities in the 3™ quarter after
they exit the program: post-secondary education; advanced training;
employment; military service; or qualified apprenticeship.

Skill Attainment 85%

Retention 66%

Older Youth (19-21)
To successfully meet this goal, an older youth who was not employed at
Entered 74% registration and not enrolled in post-secondary education or advanced
Employment training in the 1* quarter after exit, must be employed in the 1% quarter
after exit
To successfully meet this goal, an older youth who was not employed at
registration and not enrolled in post-secondary education or advanced
training in the 3rd quarter after exit, must be employed in the 3rd quarter
after exit.
Earnings is applicable for older youth who are employed in the 1¥ quarter
Earnings $5,000 after exit and not enrolled in post-secondary education or advanced
training in the 3™ quarter after exit,
To successfully meet this goal, an older youth must enter employment,
post-secondary education or advanced training in the 1* quarter after exit
Credential 50% and have received a credential (high school diploma, GED, post
secondary degree/certificate, licensure, etc.) by the end of the 3™ quarter
afier exit,

Retention 84%
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Note: Congress has not passed the reauthorization for WIA. Reauthorization may require adjustments to
performance outcomes, service levels, etc. Upon reauthorization, common performance measures may replace
the existing regulatory measures. It is anticipated that the Gila/Pinal Workforce Investment Board will
negotiate common measures with the Arizona Department of Economic Security during the contract period.
Common Measures seek to use a single set of measures for all Department of Labor programs. Common
Measures are outlined below:

Performance Performance Measurement
Measure Standard
Placement into To successfully meet this goal, a youth must be in post-secondary
Employment of TBD education, employment, advanced/occupational training, or the military
Education in the 1* quarter after exit.
Attainment ofa To successfully meet this goal, a youth must obtain a high school
Degree or TBD diploma, GED, or a recognized certificate by the end of 3™ quarter after
Certificate exit.
Literacy Numeracy TBD To successfully meet this goal, out-of-school youth must increase one or
(Gains more educational functioning levels.
Local Evaluations:

The following categories will serve as the Gila/Pinal Workforce Investment Board performance and reporting
requirements during the contract period. These categories are subject to change. Each category has been
assigned points to be utilized to assess each contractor’s progress toward the attainment of the requirements
on a quarterly basis. This evaluation will be used to extend the contract one year.

Categories

Attainment of Federal Performance Measures 20
Expenditures 10
Service levels 10
Program monitoring outcomes 20
Fiscal monitoring outcomes 20
Monthly/Quarterly Reports, etc. 20

TOTAL 100

Categories Definition:
o Attainment of Federal Performance Measures (20 points)
Contractor has met or exceeded performance measures.
e Expenditures (10 points)
Expenditures are in-line with RFP and federal guidelines.
e Service levels (10 points)
Contractor has enrolled number of participants in contract.
¢ Program monitoring outcomes (20 points)
Contractor will be monitored by staff twice a year to ensure program compliance.
e Fiscal monitoring outcomes (20 points)
Contract will be monitored by staff twice a year to ensure fiscal compliance.
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e Monthly/quarterly reports, etc. (20 points)
Reports include at a minimum, but not limited to:
e  Program Activity Calendar
e Resource Room Logs

= 5% Reporis

s  WorkPlan

®  Quarterly Updates

e Common Organizational Goals

Contractor can receive a maximum of 100 points per calendar quarter depending on the applicability of all
elements for that quarter.

Performance Assessment Range
Exceeding Expectations 95 -100
Meeting Expectations 80 - 94
Intervention/Probationary Status 70-79
Failing Expectations 69 or below

The Gila/Pinal Workforce Investment Board expects that each provider will comsistently improve
performance from quarter to quarter, i.e. percentage increases. The WIB will provide technical assistance and
training, based on individual agency need, to improve agency performance below the 80 percent threshold. If
the contractor performs below the 80%, a corrective action plan shall be submitted by the contactor.

All proposals must address how the contractor will exceed performance and/or the agency’s experience in
meeting or exceeding youth development performance.

G. Reporting Requirements

Workforce Investment Act (WIA) requires the Gila/Pinal Workforce Investment Board in parinership with the
Gila County Board of Supervisors, acting as fiscal agent, to conduct oversight of the WIA programs and the
One-Stop delivery system in the local area. County staff must continuously monitor grant-supported activities
in accordance with the uniform administrative requirements. Each recipient must conduct regular oversight
and monitoring of its WIA activities and those of its sub-recipients to ensure that expenditures meet the
programmatic, cost category and cost limitation requirements of WIA and the regulations, and to determine
that there is compliance with other provisions of the WIA regulations and other applicable laws and
regulations, and to ensure that technical assistance is provided as needed. The WIB will also coordinate
training as it relates to WIA and youth development, assessments, Arizona Job Connection technology
system, and performance reports.
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A. Preparation of Proposals

One (1) original and six (6) signed copies of the proposal are required. The proposal must be single spaced in
12 point font. The original and copies of the proposals must be sealed envelope, plainly marked and identified
by the material or service description, clearly indicating the bidder’s name and address.

Responses received after the due date and time will not be considered. All responses must be made on
applicable forms included and signed by an authorized representative of the bidder. No fax responses will be

considered.

B. Proposal Statement of Work

Fach category shall be addressed separately. The proposal shall include the following and should be
submitted in the following sequence.

1. RFP Cover Sheet
Complete and sign RFP Cover Sheet (attached).

2.

Executive Summary
The Executive Summary shall not exceed four (4) pages. Provide an overview of the following:

a)

b)

Proposed Service(s)
List one or more of the service(s) you are proposing to deliver. Describe your experience
implementing specific services.

Organization(s) Description

Describe the background, capacity, and qualifications that demonstrate the ability to
effectively serve the target population. Describe the organization, including its mission, vision,
current customer base, staffing, and service expertise. Include the organization’s longevity
and how your proposal will connect to your mission and organizational goals. Describe how
your organization established collaborations, linkages, and partnership with schools,
community-based organizations, and businesses/employers to provide services to youth.

¢) TIracility and Equipment

d)

Describe the proposed or existing facility and equipment where basic services will be
delivered. Indicate whether the facility is owned or leased. Indicate the hours of operation
and holidays the office will be closed. Facilities must be ADA Compliant.

One staff from the contractor shall be housed 40 hours a week at the Gila County
Comprehensive One-Stop and Pinal County Comprehensive One-Stop.

Qutreach

Describe outreach and marketing activities you are proposing to perform to increase awareness
for potential youth participants.
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3. Needs/Community Assessment
The Needs/Community Assessment should be no more than four (4) pages. This component creates the
foundation for implementing youth workforce development services in a targeted area and/or to a target
population. The proposal must clearly describe the stated problem, the partners who will provide
expertise in the development or implementation, analysis of data that supports, and the resources needed.

The assessment should include but not limited to the following:
® Describe the targeted area and rationale for serving the specified population;

Describe the problem or issue being addressed,;

Describe the proposed targeted youth group;

Describe the risk factors and protective factors relating to the problem or issue;

Describe the key stake holders. Describe how they are involved in the development or

implementation of youth workforce development;

e Describe data that was collected which validates the stated problem, risk factors, etc. Describe
the sources of the data collected; and

» Describe the resources in the community and/or in the organization which arc currently being
directed toward the stated problem. Describe how this proposed project supports those efforts or
enhances program efforts.

4. Program Design
The Program Design narrative has a 25 page maximum, not including attachments. The Program
Design includes your response to expectations noted in the Scope of Work, Section 2 of this
solicitation. This section should be single sided and numbered at the bottom center.

Please submit a work plan that supports the program design. The work plan will not be counted as part
of the 25 page limit; however, it will be evaluated as part of the Program Design. A sample work plan
is included in Section 4.

Please submit a curriculum and related reference material on Work Readiness Skills 1-12. The
curriculum will not be counted as part of the 25 page limit; however, it will be evaluated as part of the
Program Design.

The Workforce Investment Act encourages the development of a genuine local workforce development
system. Therefore, contractors should submit proposals that demonstrate innovative techniques to
accomplish the goals of coordination, services that are not duplicated, services that maximize
resources, and services that provide a seamless service delivery.

The Program Design should clearly define the specific service elements/strategies that staff will
perform to deliver the service to reach the youths’ goals and objectives as well as program
performance measures. The plan also focuses on the steps that must be taken to put the program
strategies and approaches into action. It should include all the elements/activities that will be required
to implement the strategies for the duration of the contract.

The Program Design must include but not be limited to the following:

¢ Describe the service requirements that will be performed by staff;
« List the titles of the specific positions that will be responsible to deliver the service;
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* Describe the strategies and approaches or proven effective program models that will be used to
meet goals and objectives;

* Explain how the selected strategies and approaches fit with the identified problem/need and

will lead to achieving the stated goals and objectives;

Explain how the selected strategies/approaches apply to the targeted population;

Describe the plan for recruiting and retaining eligible participants;

Describe how barriers to participation and or completion of the program will be addressed;

Describe any internal training that will be needed for existing and/or new staff to successfully

complete program activities, elements, goals, and objectives;

e Flow charts or process mapping are required to support the narrative but will not be included
in the 15 page limit; and

 Describe how the contractor will provide an introduction to the Gila/Pinal One-Stop Centers.
Submit a Certificate of Intent to participate in the One-Stop System which is included in
Section 4.

5. Composition of the Collaborative/Partnership

The Program Design must include formal collaboration/partnerships, with a description of how the
specific types of services these partners provide will enhance the delivery of service to youth and how
these services relate to the outcome of the service delivery. Also include how the coordination between
the youth and the partners will occur (15 page maximum).

Contractor must provide the names of at least three organizations with whom the contractor will
partner with in order to implement this RFP. The types of organizations are listed below:
e Educational Institutions
* For in-school youth (Public School, Charter Schools, or School District)
e For out-of-school youth (Vocational Training Center, Adult Basic Educations Centers,
Community Colleges, Universities)
e Community Based Organizations/Faith Based Organizations

The proposal must clearly identify which member of the collaborative/partnership will be
implementing activities and/or elements.
e Describe the member’s ability to effectively deliver the service
* Describe the criteria that will be used to determine which component to select and when to
access the component
¢ Describe the criteria used to measure success in each component

Attach copies of contracts, agreements, letters of agreement, etc., that includes the dollar value of each
collaboration/partner agreement. These copies are not part of the 15 page maximum. If the agreement is

non-monetary, calculate the in-kind value of the services or goods. Describe how the leverage/in kind
will be used to benefit the youth.

6. Performance Qutcomes

As part of the Program Design, also identify the specific elements of the program design that will lead to
attainment of applicable federal, state and local contract service requirements. Describe the types of
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documentation and/or supplemental data that will be used to document WIA federal, state, local
performance outcomes, and monitor youth in follow up.

Describe how the agency will meet or exceed performance measures outcomes for youth services,
which, includes tools, strategies, etc. Describe the agency’s approach to continuous improvement.

Experience

Submit a brief summary, no more than four (4) pages of your organization’s experience in providing
workforce development service. Include the number of years in providing the proposed service as it
relates to the requirements of this solicitation. Also describe your organization’s experience in working
as a partner within a system. Describe the organization’s experience as a participant in systems that
deliver educational and/or employment and training services to youth.

Submit each agency’s experience in implementing strategies for continuous improvement. Include how
the organization obtains, maintains, and increases the performance capability of key staff who will
deliver the service. Also include how your organization provides a commitment to quality assurance.
Include how these strategies relate to the Scope of Work.

Submit a current staff organization chart, not included in the four (4) page limit that indicates specific
position titles and sets forth lines of authority, responsibility, and communication in accordance with
policies established by the governing body or management. This chart should accurately reflect the
existing positions that will provide the proposed service and any new proposed positions you are
requesting.

Attach current job description(s) for each key position delivering the service, which are not included in
the four (4) page limit. Job description(s) should include at a minimum:

s Job title;

* Minimum qualifications for education, training, and experience; and

e Duties and responsibilities.

. Fiscal Ability/Contract Operating Budget (COB)

Submit the following:

¢  Submit the completed Financial Questionnaire, which is included in Section 4.

* Submit a Contract Operating Budget. Sample is included in Section 4. Budget is for 12
months that cover the contract beginning on July 1, 2012 and ending June 30, 2013. The
budget will include the number participants to be served under this RFP.

¢ Copy of Most Recent Audit — If annual audit has identified any findings, bidder should include
documentation on the agency’s corrective action(s) plan.

¢ Submit a Cost Allocation Plan. For a defailed explanation of this requirement, the website is:
www.whitehouse/gov/omb/circulars.

e Submit Lobbying Certificate

» Contractor’s Fiscal Procedure Manual

s Insurance Policy
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Describe how your agency and infrastructure supports the cost effectiveness, via the staff, systems and
technologies utilized in daily operations.

A budget narrative must be submitted detailing each budget item in cach cost category for the
requested funding amount only. The budget narrative should follow in the same order as the line item
and must include the method, unit cost and/or formula detail that make up each cost category. The
COB should provide a clear and logical basis for each cost allocated to the proposed services.

For information regarding the One Stop Comprehensive Financial Management Technical Assistance

Guide, please refer to website:
http://wdsc.doleta.gov/sga/pdfiFinal TAG _August 02.pdf

22




(Gila/Pinal Workforce Investment Area ‘

Section IV D r lZOHa
Evaluation Process l'kaI' ce

I Conncction

A. Proposal Evaluation

A Selection Committee will evaluate and rank the proposals based on criteria and expectations in the Scope of
Work.

Criteria Points
Executive Summary 5
Needs/Community Assessment 10
Program Design 40
Collaborative/Partnership 10
Experience 15
Cost/Budget 10
Fiscal Ability 10
Total 100

Executive Summary (5 points)

» Target Population — Does the Program Design target a significant population of at-risk youth?
How will the activities/tasks be culturally-sensitive to these populations?

» Service Site - Is the proposed location in a general area that will be easily accessible and will
service a large number of participants? Is the Facility Location Chart complete?
Facility - Are the facilities suitable for the proposed activities/services?
Outreach/Marketing - Will you be able to increase awareness in the service area through your
outreach/marketing activities?

» Cost Effectiveness - Is your organization streamlined in its operations?
Performance Standards — Does the agency met or exceeded past performance? Is there a clear
understanding on performance management?

Needs/Community Assessment (10 points)
e [s the geographical area clearly defined?
e Are the statistics relevant to the targeted area?
= Does the proposal clearly state the needs of the targeted arca?
¢ Does the proposal include maps and tables that support the narrative?

Design and Delivery (40 points)
* Does the Program Design offer activities/services that are consistent with WIA and the Scope of
Work?
Does the overall Program Design clearly address the needs of the targeted area?
For the target population to be served, do the activities/tasks meet the needs of youth?
Are the activities interesting and likely to attract and retain youth? Are the activities/tasks that staff
will need to perform to deliver the Service Requirements clearly defined?
Does the proposed Program Design involve quality and innovative approaches?
Will the expected outcomes meet or exceed those outlined in the Scope of Work?
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e Has the Program Design properly identified the supplemental data of how Performance Qutcomes
will be measured?

o Is there proof of formal partnerships with other Community Based Organizations, schools and
One-Stop Comprehensive Career Center?

Composition of the Collaborative/Partnership (10 points)
e Are specific responsibilities of each partner clearly defined in the Program Design as they relate to
the program elements?
Signed written agreement(s) are included?
Are the partners providing viable youth development service?
Are the partner services clearly stated in the Program Design?
Are the partners selected based on the needs of the targeted area?

Experience (15 points)

e Does the Experience Summary include your past performance in providing of similar/related
services?

o  Are existing staff qualified to provide the activities/services?
Does Staff Organization Chart clearly define lines of authority?

¢  Are the minimum qualifications, duties and responsibilities in the job descriptions commensurate
with the requirements for the service?

¢ How will your organization monitor the performance of key staff responsible for the delivery of
service?
Is your organization committed to quality?
Have you included a current list of Board of Directors?

Demonstrated Performance

In addition to the cvaluation criteria outlined above, all applicants who are either current or past
Gila/Pinal WIA youth providers will be evaluated based on their ability to meet contractual
performance standards for up to the last three fiscal years. Evaluation of current performance will
include the program operator’s ability to manage the program. Examples of evaluation criteria

include:
1. Achievement of quarterly planned enrollment goals
2. Enrollment of target groups to planned levels in the contract
3. Ability to serve “hard to serve” populations
4. Submission of timely fiscal and program reports to Gila County.
5. Achievement of quarterly WIA youth performance goals

Other organizations not currently or previously providing youth services will be evaluated on
information obtained from references submitted in the “Reference” section of the RFP. The reference
source will be asked to provide an overall assessment of program performance and capabilitics,
including:

o Actuoal performance vs. planned goals

s  Type of program services funded

e  Participant characteristics (number served, age, target group)

o Geographic area served
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Grant amount and duration (including date(s) funded)
Fiscal accountability

Reporting and record keeping performance/capabilities
Customer satisfaction

Please note that the Gila/Pinal WIB reserves the right to directly contact all references.

Cost/Budget (10 points)
s Is the Contract Operating Budget properly completed and totals accurate?
e  Are the costs justified and reasonable to provide the requested services within the available
funding level?
e Are the names of the organizations that will leverage the WIA funds listed at the bottom?

Fiscal Ability (10 points)
o Financial Questionnaire — Does your organization have the financial capability to administer the
WIA funds?
Review of Annual Audit
= Review of Cost Allocation Plan

As part of its final selection process, the Request for Proposal (RFP) evaluation panel reserves the right to
request oral presentations. Presenters from the firms must include members who will serve as the contact
person(s).

. Discussions

Discussions may be conducted with offeror(s) who submit offers determined to be reasonably eligible of
being selected for award. If discussions are conducted, the Gila/Pinal Workforce Investment Board may
request that a revised offer be submitted. Award(s) may be made without discussions, therefore, offers
shall be submitted complete and on most favorable terms.

Decision Process

Recommendations for awards will be forwarded to the Gila/Pinal Workforce Investment Board whose
decision will be final. It is understood that the Board may accept or reject, in part or in whole, any
proposal, or make a counter offer.
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A, Administrative Appeal Process

The following is the Administrative Appeal Procedure for organizations/individual(s) who wish to file a
complaint due to funding recommendation process for WIA programs.

Requesting an Appeal

L.

2.

Appeals must be submitted in writing,

Appeals may be made only for an alleged violation of the proposal review process, which resulted
in discrimination or unfair consideration.

When an appeal is made, the committee may make the following recommendations:

e There was compliance with applicable procedural requirements.

* Any deviation from applicable requirements was not substantive and did not significantly
affect the results. A recommendation of changes to be adopted for future RFP review process
is in order.

s There was a deviation from applicable procedural requirements that may have significantly
affect the outcome. Committee may recommend review or other appropriate action. The
recommendation may be made to the Gila/Pinal Workforce Investment Board.

The written appeal request must be delivered to the Gila/Pinal Workforce Investment Board by the
end of the second business day after the Committee makes its recommendations.
Submit to:

Gila/Pinal Workforce Investment Board

5515 S. Apache Avenue, Suite 200

Globe, AZ 85501

The Appeals Committee will be composed of three (3) members. The Workforce Invesiment
Board Chair will identify three (3) WIB members to hear appeals and two (2) members to stand as
alternates in the event an Appeals Committee member is unable to participate. Representation of
the WIB Appeals Committee should be reflective of as many diverse representative sectors as
possible to minimize the possibility of conflicts of interest.

If a representative of the organization/individual(s) requesting an appeal hearing is not present, the
appeal request will be automatically denied.

In the event that an appeal is upheld, the Appeals Committee will forward their decisions(s) to the
Youth Council for further consideration. Final recommendations will be forwarded to the WIB.
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Status of Contractor

The status of the Contractor shall be that of an independent contractor. Neither Contractor or Contractor’s
officers, agents, or employees shall be considered an employee of County; nor shall they or their employees be
entitled to receive any of the fringe benefits associated with County employment or be subject to the provisions
of the County Merit System. Contractor will be responsible for payment of all Federal, State and local taxes
associated with the compensation received by Contractor from County. Contractor shall be responsible for
program development and operation without supervision by County,

Subcontractor

Contractor will be fully responsible for all acts and omissions of its subcontractor, if any, and of persons
direcily or indirectly employed by subcontractor and of persons for whose acts any of them may be liable to the
same extent that the Contractor is responsible for the acts and omissions of persons directly employed by it.
Nothing in this contract shall create any obligation on the part of County to pay or see to the payments of any
money due any subcontractor, except as may be required by law.

Contractor shall not enter into any subcontracts for any of the services to be performed under this
Contract unless it receives prior written approval of the subcontract by the County. Prior written
approval shall not be required for the purchase of supplies, which are necessary and incidental to
Contractor’s performance under this Contract.

Non-Assignment

Contractor shall not assign its rights to this Contract in whole or in part, without prior written
approval of the County. Approval may be withheld at the sole discretion of the County, provided
that such approval shall not be unreasonably withheld.

. Contractor’s Change of Status
Contractor shall give written notice of any change of corporate or entity status not more than fiftecn days after
the change is effective. A change in corporate or entity status includes but is not limited to change from
unincorporated to incorporated and vice versa, and suspension or termination of corporate status based on
failure to comply with reporting requirements.

. Contractor’s Performance
Contractor’s performance under this Contract shall be to the satisfaction of the County. County
shall have sole discretion to determine the acceptability and progress of work performed and to
determine the resulting entitlement to payment under this Contract.

. Full Performance of Duties
The failure of County to insist in one or more instance upon the full and complete compliance with any of the
terms or provisions of this Contract, or to take any action permitted as a result thereof, shall not be construed as
a waiver or relinquishment of the right to insist upon full and complete performance of the same or any other
covenant or condition, either in the past or in the future. The acceptance by either party of sums less than may
be due and owing it at any time shall not be construed as an accord and satisfaction.

Coordination
County shall be Contractor’s contact with all Federal and State agencies on matters relating to the

administration of this Contract.

Authority to Contract
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10.

11.

12.

13.

Contractor warrants its power and right to enter into this Contract and to participant in the provision of services
sct forth in this Contract. If any court or authorized administrative agency determines that County does not
have authority to enter this Contract, County shall not be liable to Contractor or any third person by reason of
such court determination or by reason of this Contract.

Remedies

Either party may pursue any remedies provided by law for the breach of this Contract. No right or
remedy is intended to be exclusive of any other right or remedy and each shall be cumulative and in
addition to any other right or remedy existing at law or equity or by virtue of this Contract.

Compliance with Laws

Contractor shall comply with federal, state, and local laws, rules, regulations, standards and Executive orders,
without limitation to those designated within this Contract and for the funding source for this contract. The
laws and regulations of the State of Arizona shall govern the rights of the parties, the performance of this
Contract, and any other disputes hereunder. Any action relating to this Contract shall be brought in a court of
law within Gila County, State of Arizona. Any changes in the governing laws, rules, and regulations during the
terms of this Contract shall apply, but do not require an amendment.

Severability
If any provision on this Contract is held to be invalid or unenforceable, the remaining provisions shall continue

to be valid and enforceable to the full extent permitted by the law.

Monitoring

The county shail monitor the Contractor and/or subcontractor and they shall cooperate in the
monitoring of services delivered, facilities and records maintained and fiscal practices. The
contractor must conduct regular oversight and monitoring of its WIA activities and those of its sub-

recipients.

Non-Discrimination

Contractor will not discriminate against any County employee, client or any other individual in any way
because of race, age, creed, color, religion, sex, disability or national origin in the course of carrying out
Contractor’s duties pursuant to this Contract. Contractor agrees to comply with all applicable provisions of
federal and state laws, as currently amended, and any regulations adopted pursuant to such laws concerning
nondiscrimination, including, but not limited to:

» Title VI of the Civil Rights Act of 1964, which prohibits the denial of benefits of or
participation in federally assisted programs on the basis of race, color, or national origin;

e Title VII of the Civil Rights Act of 1964, as amended, which prohibits employment
discrimination on the basis or race, color, or national origin.

¢ Age Discrimination in Employment Act of 1975, as amended, which prohibits
discrimination on the basis of age;

o Section 504 of the Rehabilitation Act of 1973, as amended, which prohibits
discrimination in the employment or advancement in employment of qualified persons
because of physical or mental handicap;

e Fair Labor Standards Act of 1938, as amended, which prohibits wage discrimination on
the basis of sex;

e Title IX of the Education Amendments of 1972, which prohibits discrimination on the
basis of sex;
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The Arizona Civil Rights Act;

The Americans with Disabilities Act of 1990, which prohibits discrimination against
qualified individuals who have a physical or mental disability and requires reasonable
accommodation to be made for such individuals: and

Arizona Executive Order 75-5, as amended by Executive Order 99-4, which mandates
that all persons, regardless of race, color, religion, sex, age, national origin or political
affiliation, shall have equal access to employment opportunities, and which is
incorporated into this Contract by reference as if set forth in full.

14. Contractor Assurances

That it will establish, in accordance with Section 184 of the Workforce Investment Act
(WIA), fiscal control and fund accounting procedures necessary to ensure the proper
disbursement of, and accounting for funds paid to the local area through the allotments
made under Section 128 and 133.
That veterans will be afforded employment and training activities authorized in Section
134 of the Workforce Investment Act, to the extent practicable. (112)(b)(17)(B).
That it will comply with the confidentiality requirements of Section 136(f) (3).
That no funds received under the Workforce Investment Act will be used to assist,
promote, or deter union organizing (Section 181(b) (7).)
That it will comply with the nondiscrimination provisions of Section 188, including an
assurance that a Methods of Administration has been developed and implemented
(Section 188.)
That it will collect and maintain data necessary to show compliance with the
nondiscrimination provisions of Section 188 (Section 185).
That it will comply with the grant procedures prescribed by the Secretary (pursuant to the
authority at Section 189© of the Act which are necessary to enter into grant agreements
for the allocation and payment of funds under the Act. The procedures and agreements
will specity the required terms and conditions and assurances and certification,
including, but not limited to the following:
= General Administrative Requirements;

29 CFR part 97 — Uniform Administrative Requirements for State and Local

Governments (as amended by the Act)

29 CFR part 96 (as amended by OMB Circular A-133) - Single Audit Act OMB

Circular A-87 — Cost Principles (as amended by the Act)

= Assurances and Certifications:

SF 424 B — Assurances for Non-construction Programs

29 CFT part 31, 32 — Nondiscrimination and Equal Opportunity Assurance

(and regulation)

CFR part 93 — Certification Regarding Lobbying (and regulation)

29CFR part 98 — Drug Free Workplace and Debarment and Suspension

Certifications (and regulations) Special Clauses/Provisions:

Other special assurance or provisions as may be required under Federal law or

policy, including specific appropriations legislation, the Workforce Investment

Act, or subsequent Executive or Congressional mandates.
That the Wagner-Peyser Act Plan, which is part of this document, has been certified by
the State Employment Security Administrator.
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e That veterans’ services will be provided with Wagner-Peyser Act funds will be in
compliance with 38 U.S.C. Chapter 41 and 20 CFR part 1001.

e That it developed and will continue to develop, this Plan in consultation with local
elected officials, the local workforce board, the business community, labor organizations
and other partners.

e That it will meet the regulatory requirements to procure youth services by a competitive
process as outlined in the WIA regulations and State Youth Procurement Guidelines.

e That the LWIB will meet a minimum of four times per year, or once each quarter.

That all LWIB business will be conducted in accordance with the Arizona Open Meeting

Law.

e That it will comply with the nondiscrimination and equal opportunity provisions of the
following laws:

* Section 188 of the Workforce Investment Act of 1998 (WIA), which prohibits
discrimination against all individuals in the United States on the basis of race, color,
religion, sex, national origin, age, disability, political affiliation or belief, and against
beneficiaries on the basis of either citizenship/status as a lawfully admitted
immigrant authorized to work in the United States or participation in any WIA Title !
financially assisted program or activity:

= Title VI of the Civil Rights Act of 1964, as amended, which prohibits discrimination
on the basis of race, color, and national origin.

* Section 504 of the Rehabilitation Act of 1973, as amended, which prohibits
discrimination against qualified individuals with disabilities;

= The Age Discrimination Act of 1975, as amended, which prohibits discrimination on
the basis of age; and

» Title IX of the Education Amendments of 1972, as amended, which prohibits
discrimination on the basis of sex in educational programs. The grant recipient also
assures that it will comply with 29 CFR part 37 and all other regulations
implementing the laws listed above. This assurance applies to the grant recipient’s
operation of the WIA Title 1-financially assisted program or activity, and to all
agreements the grant recipient makes to carry out the WIA Title 1-financially assisted
program or activity. The grant recipient understands that the United States has the
right to seek judicial enforcement of this assurance.

= That program services will be provided and funds will be spent in accordance with
the Workforce Investment Act and Wagner-Peyser Act legislation, regulations,
written Department of Labor and State of Arizona guidance, and all other applicable
Federal and State laws. Local plan contents cannot override the legislative and
regulatory requirements of the Workforce Investment Act/or the Wagner-Peyser Act.

15. Conflict of Interest
This contract is subject to cancellation for conflict of interest pursuant to A.R.S. §38-511, the

pertinent provisions of which are incorporated herein by reference. In addition, Contractor agrees
to comply with all applicable conflict of interest provisions contained in Federal and State laws and
regulations, including, but not limited to, those governing nepotism.

16. Professional Standards and Levels of Service
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In carrying out its duties under this Contract, Contractor shall perform in a humane and respectful
manner and in accordance with any applicable professional accreditation standards. Contractor shall
obtain and maintain all applicable licenses, permits and authority required for its performance under
this Contract.

17.Records, Accounts and Reports to be Maintained by Contractor
Except as otherwise directed in writing by the Director of Division of Health and Community
Services, Contract of shall maintain the following written records;

* A list of all applicants and reason for selection or non-selection and participants and their
subsequent activities, unless those records are maintained by the One-Stop system.

* A secparate account for all monies received under this Contract and accounting principles,
and of 41CFR §29-70.207 and other pertinent Federal law and regulations. Such records
shall record all expenditures which are used to support invoices and requests for payment
from the County under this Contract.

e Accounting records which identify the source and application of any funds used to support
activities under this Contract other than the funds provided under this Contract. Such
records shall meet generally accepted accounting principles.

18. Records, Accounts and Reports to be Provided to County
Except as otherwise directed in writing by the Director of Division of Health and Community Services,

Contractor shall provide County the following reports:

Monthly invoices for compensation earned and costs incurred

Monthly report of enrollments and participant activity changes

Monthly reports of fiscal and program performance

Such other reasonable records and reports as may be required by the Gila County Division of
Health and Community Services Director.

* @ & o

19 Record Retention
Contractor shall retain all records of participant activity, expenses, and equipment purchased through funding
under this Contract for seven years after the term of the contract, or, if later, after all other pending matters
have been closed. The subcontractor shall be subject to audit by the State and, where applicable, the Federal
Government, to the extent that the books and records relate to the performance of the Contract or Subcontract.

20. Accountability
County, and any authorized federal, state or local agency, including, but not limited, to, the State of Arizona

Department of Economic Security JOBS/WIA Administration, the U.S. Department of Labor, and the
Comptroller of the United States shall at all reasonable times have the right of access to Contractor’s facility,
books, documents, papers, or other records which are pertinent to this Contract, in order to make audits,
examinations, excerpts and transcripts and for the purpose of evaluating Contractor’s performance and
Contractor’s compliance with this Contract. This provision shall be included in all contracts between
Contractor and its subcontractors providing goods or services pursuant to this Contract. Contractor shall be
responsible for subcontractors’ compliance with this provision and for any disallowances or withholding of
reimbursements resulting from noncompliance of said subcontractors with this provision.

21. Closeout
Contractor shall provide to County a final closeout within thirty days after the end of the term of this Contract,

on forms provided by County.
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22. Audit Requirements
¢ Federal Requirements (applicable if Federal funds are involved):

If Contractor is a state or local government or non-profit organization which expends $500,000
or more of federal funds during the year, then, Agency shall provide an annual audit which
complies with OMB Circular A-133 (31 U.S.C. § 503,1111,7501 et seq. And Executive Orders
8248 and 11541) including the compliance supplement OMB Circular A-133, “Audits of State
and Local Governments and Non-Profit Organizations.”

If total expenditures of Federal awards are greater than $100,000 but less than $500,000 then a program
specific audit in accordance with generally accepted auditing standards, which includes compliance testing, is
required annvally. If total Federal expenditures are $100,000 or less, but at least $50,000, then a program-
specific audit in accordance with generally accepted auditing standards, which includes compliance testing, is
required bi-annually. Agencies with total expenditures of Federal awards less than $50,000 do not have an
annual audit requirement.

State of Arizona Audit Requirements:

If Contractor is a non-profit organization or local government organizations, Contractor shall
comply with ARS § 11-624 “Audit of Non-Profit Corporations Receiving County Monies”
which says in part:

Each nonprofit corporation that receives in excess of $100,000 in county assistance in any
fiscal year shall file for each such fiscal year at the corporation’s expense with the board of
supervisors either audited financial statements prepared in accordance with federal single
audit regulations or financial statements prepared in accordance with generally accepted
accounting principles and audited by an independent certified public accountant.

Each nonprofit corporation receiving $50,000 to $100,000 in county assistance in any fiscal
year shall file biennially at the corporation’s expense with the board of supervisors either an
audited annual financial statement for the most recently completed even-numbered year
prepared in accordance with federal single audit regulations or a financial statement for the
most recently completed even-numbered year prepared in accordance with generally
accepted accounting principles by an independent certified public accountant.

Each nonprofit corporation receiving less than $50,000 in county assistance in any fiscal
year shall comply with contract requirements concerning financial and compliance audits
contained in contract agreements.

Additional County Requirements:

¢ Contractor shall establish and maintain a separate, identifiable accounting of all
funds provided by County pursuant to this Contract.

¢ County may require any Contractor to provide a program-specific or financial audit at
any time by providing written notice to the Contractor. Such notice shall specify the
period to be covered by the audit, the type of audit and the time for completion and
submission of the audit.

» All audits provided shall be performed by a qualified, independent accounting firm
and shall be submitted to the County within six months of the close of the contract
period being audited. It shall include any response Contractor wishes to make
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23.

24.

25.

26.

27.

concerning any audit findings. Audits shall be submitted to Gila County Community
Services Division, P.O. Box 2778, Globe, AZ 85502.

¢ Contractor shall pay all costs for audit and County shall not be responsible for audit
costs. Grant funds may be used to pay for audit provided the cost is allowable under
the appropriate federal or state grant and the cost is specifically included in the grant
budget approved by the County.

Disallowed Charges or Costs

The cost principle set forth in the Code of Federal Regulations, 48CFR, Chapter 1, Subchapter e,
Part 31, (October 1, 1991), as modified by amendments and additions, on file with the Secretary of
State and incorporated herein by reference, shall be used to determine the allow ability of incurred
costs for the purpose of reimbursing costs under contract provisions which provide for the
reimbursement of costs. These costs which are specifically defined as unallowable therein, will not
be submitted by the Contractor and may not be reimbursed with Department funds. Contractor shall
reimburse County for improper, unallowable or unsubstantiated costs discovered as a result of audit
or otherwise within 30 days following demand for reimbursement by County.

Client Fees
Unless otherwise specified in the Contract for Services, neither the Contractor, nor subcontractors,
nor any agent of Contractor shall impose any fees or charges of any kind upon recipients of contract

services.

Program Income

Contractor shall (a) maintain accurate and complete records pertaining to all Program Income, (b)
report Program Income to Gila County on a quarterly basis, and (¢) comply with directives issued by
Gila County with respect to the disposition of Program Income. Interest income earned in excess of
$250 annually must be returned in accordance with requirements at 29 CFR Part 95.22 (1) for non-
profit organizations and institutions of higher education. For state, local governments, and tribal
governments, interest income earned in excess of $100 annually must be remitted at least quarterly
in accordance with 29 CFR Part 97.21(1).

Advance Paymenis

County may advance funds allocated under this Contract only if the Director of Division of Health
and Community Services finds that the advance is justified by extraordinary circumstances.
Contractor’s report of cumulative and projected expenditures and earnings in performance of this
Contract, verified by County staff, shall accompany and support Contractor’s advance request.
Advance payments are a debt of the Contractor to County. County shall not pay for activities and
expenditures billed by Contractor under this Contract until the total amount payable by County
exceeds the amount of understanding advance payments. If activities and expenditures billed by
Contractor and payable by County under this Contract within sixty days after an advance payment to
not equal or exceed the amount of the advance payment, Contractor shall immediately repay the
difference to County.

Reimbursement of Excess Payment

Within 30 days of a request from County, Contractor shall submit to County the portion of any
payment, which exceeds the amount owed under this Contract.
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28.

29.

30.

31.

Open Participation

Unless otherwise specified in the Contract for Services, participation in programs and activities financially
assisted in whole or in part by this Contract shall be open to citizens and nationals of the United States, lawfully
admitted permanent resident aliens, lawfully admitted refugees and parolees, and other individuals authorized
by the Attorney General to work in the United States.

Participant Selection
To be enrolled as a participant in training programs funded under this Contract, an individual must
be in need of the training offered by Contractor.

Confidentiality

Contractor shall maintain confidential client and applicant files and shall provide access to these
files only to persons properly authorized. Contractor shall observe and abide by all applicable State
and Federal statutes and regulations regarding use or disclosure of information including, but not
limited to, information concerning applicants for and recipients of contract services.

Working Conditions

Where participants are engaged in activities not covered under the Gccupational Safety and Health Act of 1970,
they shall not be required or permitted to work, be trained, or receive, or receive services in buildings or
surroundings or under working conditions, which are unsanitary, hazardous or dangerous to the participants
health or safety. Participants employed or trained for inherently dangerous occupations, e.g. fire or police jobs
shall be assigned to work in accordance with reasonable safety practices.

32.Personnel

33.

34,

35.

36.

Unless otherwise provided for, the personnel delivering Contract services shall be employees or
volunteers of the Contractor and shall satisfy any qualifications and carry out any duties set forth in
this Contract and shall be covered by personnel policies and practices of Contractor. Contractor’s
employees shall not be considered officers, employees or agents of the County. Contractor certifies
that no individual or agent has been employed or retained to solicit or secure this Contract for
commission, percentage, brokerage or contingent fee except for a bona fide employec maintained by
the Contractor to secure business.

No Displacement of Workers

No currently employed worker shall be displaced by any participant, including partial displacement,
such as a reduction in the hour of non-overtime work or a reduction of employment benefits.
Contractor shall prohibit such displacement in all subcontracts.

Collective Bargaining Agreements
No program funded under this Contract shall impair existing contracts for services or collective bargaining
agreements or be inconsistent with the terms of a collective bargaining agreement without the written
concurrence of the labor organization and employer concerned.

Fingerprinting

Contractor shall comply with applicable provisions of A.R.S. § 46-141 and Title 6, Article 4 — Fingerprinting.,
which are hereby incorporated as provisions of this contract to the extent such provisions are applicable due to
statute, case law, County contract or other legal anthority.

Hearing and Grievances
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37.

38.

39.

40.

Contractor shall have a written grievance process to provide all applicants and participants with the opportunity
for a fair hearing for grievances and shall advise all applicants and participants of their right to present to the
County and/or to the State any grievance arising from the delivery of services, including but not limited to
ineligibility determination, service reduction, suspension or termination or quality of service.

Sectarian Facilities
Participants shall not be employed on the construction, operation or maintenance of any facility
used or to be used for sectarian instruction or as a place of religious worship.

Attending at Meetings
County may require Contractor to attend meetings. Contractor shall ensure the attendance of persons
performing services under this Contract when the County provides reasonable notice of such meetings.

Copyright

Contractor shall not copyright any materials or products developed through contract services or
contract expenditures without prior written approval by the County. Upon approval, the State shall
have a non-exclusive and irrevocable license to reproduce, publish or otherwise use or authorize the

use of any copyrighted material.

Minimum Scope and Limits of Insurance

1. Commercial General Liability — Occurrence Form
Policy shall include bodily injury, property damage, personal injury and broad form contractual
liability.

e (General Aggregate $2,000,000
¢ Products — Completed Operations Aggregate $1,000,000
¢ Personal and Advertising Injury $1,000,000
e Blanket Contractual Liability — Written and Oral $1,000,000
= Fire Legal Liability $ 50,000
¢ Each Occurrence $1,000,000
a. The Policy shall be endorsed to include the following additional insured language: “The

State of Arizona, its departments, agencies, boards, commissions, universities and its
officers, officials, agents, and employee shall be named as additional insured with
respect to liability arising out of the activities performed by or on behalf of the
Contractor”.

b. Policy shall contain a waiver of subrogation against the State of Arizona, its
departments, agencies, boards, commissions, universities and its officers, officials,
agents, and employees for losses arising from work performed by or on behalf of the
Contractor.

2. Automobile Liability
Bodily Injury and Property Damage for any owned, hired, and/or non-owned vehicles used in the

performance of this Contract.
Combined Single Limit (CSL) $1,000,000

a. The policy shall be endorsed to include the following additional insured language: The
State of Arizona, its departments, agencies, boards, commissions, universities and its
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officers, officials agents and employees shall be named as additional insured with respect
to liability arising out of the activities performed by or on behalf of the Contractor,
involving automobiles owned, leased, hired or borrowed by the Contractor”

3. Worker’s Compensation and Employers’ Liability

Workers’ Compensation Statutory
Employers’ Liability
Each Accident $ 500,000
Disease — Each Employee $ 500,000
Disease — Policy Limit $1,000,000
a. Policy shall contain a waiver of subrogation against the State of Arizona, its

departments, agencies, boards, commissions, universities and its officers, officials,
agents, and employees for losses arising from work performed by or on behalf of the
Contractor.

b. This requirement shall not apply to: separately, each contractor or subcontractor exempt
under A.R.8. 23-901 and when such contractor or subcontractor executes the appropriate
waiver (Sole Proprietor/Independent Contractor) form.

4. Additional Insurance Requirements: The policies are to contain, or be endorsed to contain,
the following provisions.
1. The State of Arizona, its departments, agencies, boards, commissions, universitics and its
officers, officials, agents, and employees and the other governmental entity shall be additional
insured to the full limits of liability purchased by the Contractor even if those limits of liability
are in excess of those required by the Contract
2. The Contractor’s insurance coverage shall be primary insurance with respect to all other
available sources.
3. The Contractor’s insurance shall apply separately to each insured against whom claim is
made or suit is brought, except with respect to the limits of the insurer’s liability. Coverage
provided by the Contractor shall not be limited to the liability assumed under the
indemnification provisions of its Contract
4. All certificates required by this Contract shall be sent to the WIA Finance Manager.

41. Indemnification

Each party (as “Indemnitor”) agrees to indemnify, defend and hold harmless the other party (as
“Indemnities”) from and against any and all claims, losses, liability, costs, or expenses (including
reasonable attorney’s fees) (hereinafter collectively referred to as “Claims™) arising out of bodily
injury of any person (including death) or property damage, but only to the extent that such Claims
which result in vicarious/derivative liability to the Indemnitee are caused by the act, omission,
negligence, misconduct, or other fault of the Indemnitor, its officers, officials, agents, employees or
volunteers.

In addition, Gila/Pinal County shall cause its contractor(s) and subcontractors, if any, to indemnify,
defend, save and hold harmless the State of Arizona, any jurisdiction or agency issuing any permits
for any work arising out of this Agreement, and their respective directors, officers, officials, agents,
and employees (hereinafter referred to as “Indemnitee™) from and against any and all claims,
actions, liabilities, damages, losses, or expenses (including court costs, attorneys’ fees, and costs of
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claim processing, investigation and intangible property caused, or alleged to be caused, in whole or
in part, by the negligent or willful acts or omissions of Gila/Pinal County contractor or any of the
directors, officers, agents, or employees or subcontractors of such contractor. This indemnity
includes any claim or amount arising out of or recovered under the Workers’ Compensation Law or
arising out of the failure of such contractor to conform to any federal, state or local law, statute,
ordinance, rule, regulation or court decree. It is the specific intention of the parties that the
Indemnitee shall, in all instances, except for Claims arising solely from the negligent or willful acts
or omissions of the Indemnitee, be indemnified by such contractor from any against any and all
claims. It is agreed that such contactor will be responsible for primary loss investigation, defense
and judgment costs where this indemnification is applicable.

42, Amendments
Amendments may be made to this Contract in accordance with the following provisions:
= All amendments shall be in writing and shall conform to applicable law, Federal and state
regulations, and County policies and directives. Approval of modifications is at the sole
discretion of the County.
» Major modifications shall be by written amendment signed by both parties. Major
modifications include modifications that do any of the following:

Change the purpose of the Contract;

Increase or decrease the compensation provided for in the Contract;

Change the term of the Contract;

Change the scope of assurances of the Contract;

Change any section of the Contract other than the Scope of Work/Services or budget;

e Any change that is not a minor modification as described below.

e Minor modifications may be made by written memorandum approved and signed by the
Director of the Gila County Community Services Division. Minor modifications are changes
in the Scope of Work/Services or budget which do not change the purpose or total
compensation of this Contract and do not in any way increase the direct or indirect liability
of the county under this Contract.

43. Termination/Suspension

o Termination for Convenience: County reserves the right to terminate this Contract at any
time and without cause by serving upon Contractor 30 days advance written notice of such
intent to terminate. In the event of such terminations, the County’s only obligation to
Contractor shall be payment for services rendered prior to the date of termination. In case of
termination of funding by the State, Federal government, or other source, County may
terminate this Contract by giving five days written notice to Contractor, and shall only be
obligated to Contractor to the extent that there is appropriated funding available.

¢ Termination for Cause: This Contract may be terminated at any time without advance notice
and without further obligation to the County when the Contractor is found by County to be in
default of any provision of this Contract. Advance monies not earned shall be repaid to the
County within 30 days of termination or suspension.

e Suspension For Cause: County may suspend operations and payments under this Contract
immediately for violation of contractual requirements, unsafe working conditions, violation
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of Federal or State law, or lack of reasonable progress in accomplishing objectives and
service schedules contained in this Contract.

* Non-Appropriation of Funds: Notwithstanding any other provision in this Contract, this
Contract may be terminated if for any reason, there is not sufficient appropriated funding
available for the purpose of maintaining this Contract. In the event of such termination,
County shall have no further obligation to Contractor, other than for services rendered prior
to termination.

44, Funding Limitation
If this is a grant-funded project, payments to the Contractor shall not exceed the amount of funds
allocated to and made available to County to project. The maximum funding under this Contract is
subject to availability and continuation of grant funding. Only grants funds shall be used for
compensation paid and payments advanced to Contractor.

Gila County Division of Health and Community Services may reduce payments or terminate this
contract without further recourse, obligation or penalty in the event that insufficient funds are
appropriated or alliocated.

45. Equipment
Equipment is defined as all vehicles, furniture, machinery, electronic data processing (EDP)
equipment, software and all other equipment costing $500.00 or more, including all normal and
necessary expenses incurred to make the equipment ready for its intended use (e.g. taxes, freight,
installation, assembly and testing charges, etc.) with a useful life of greater than one year.

It coniractor is authorized to purchase equipment, it shall be itemized in the contract and the
contractor shall maintain complete and up-to-date inventory records. If equipment is $5,000 or
more, Contractor must notify county prior to purchase so that the County can obtain the required
approval from the State.

46, Copyrights and Ownership of Intellectual Property

Any and all intellectual property, including but not limited to copyright, invention, trademark, trade
name, service mark, and/or trade secrets created or conceived pursuant to or as a result of this
contract and any related subcontract (“Intellectual Property™), shall be work made for hire and the
State shall be considered the creator of such Intellectual Property. The agency, department,
division, board or commission of the State of Arizona requesting the issuance of this contract shall
own (for and on behalf of the State the entire right, title and interest to the Intellectual Property
throughout the world. Contractor shall notify ADES, within thirty (30) days, of the creation of any
intellectual Property by it or its subcontractor(s). contractor, on behalf of itself and any
subcontractor(s), agrees to execute any and all documents(s) necessary to assure ownership of the
Intellectual Property vests in the State and shall take no affirmative action that might have the effect
of vesting all or part of the Intellectual Property in any entity other than the Department. The
Contractor or its subcontractors are not to dispose or distribute any Intellectual Property without the
written authorization of the Department, division, board or commission of the State of Arizona
requesting the issuance of this contract shall not disclose the Intellectual Property.
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47. Clean Air Act & Clean Water Act
As the Contractor you must be in compliance with all applicable standards, orders, or requirements
issued under Section 306 of the Clean Air Act (42 U.S.C. 1857(h), Section 508 of the Clean Water
Act (33 U.S. C. 1368) Executive Order 11738, and Environmental Protection Agency regulations (40

CFR Part 15).

48.Energy Policy and Conservation Act
As the Contractor, you must adhere to the standards and policies relating to energy efficiency, which
are contained in the State energy conservation plan issued in compliance with the Energy Policy and
Conservation Act (Pub. L. 94-163, 89 Stat. 871).

49.Davis-Bacon Act
As the Contractor to this agreement, you must comply with the Davis-Bacon Act (40 U.S.C. 276a to

276a-7) as supplemented by Department of Labor regulations (29 CFR Part 5) when required by
Federal grant program legislation.

50.Copeland “Anti-Kickback” Act
As the Contractor to this agreement, you are expected to comply with the Copeland
“Anti”Kickback” Act (18 U.S.C 874 as supplemented in the Department of Labor regulations
(29CFR Part 5) when required by Federal grant program legislation.

51.Debt Collection & Audit Resolution
As the Contractor to this Agreement, you must comply with P.L.. 105-220 Sections 128, 133, and
184: 20 CFR Part 652, Subpart D, E and G; 20 CFR Part 667 Subparts D-H; 29 CFR Parts 95, 96,
97, and 99: OMB Circular A-21. As the Contractor to this agreement, you agreement, you are
required to adhere to Federal Acquisition Regulation 97-03, Part 31; ADES Policies 1-47-01 and 1-
47-08; and Workforce Investment Act Guidance Letters #04-06, #09-06 and #18-06.

Among the required controls specified in Title 20 CFR Section 667.500 (a)(2) is the process for
collecting debts. Title 20 CFR 667.410 (a) states it is the responsibility of the Contractor, sub-
grantee, sub-recipient and/or service provider to conduct regular oversight and monitoring of its
WIA activities to determine whether expenditures made against the cost categories and within the
cost limitations specified in WIA laws and regulations. Title 20 CFR 667.705 states:

(a) The Contractor is responsible for all funds under its grant(s);

(b) The political jurisdictions(s) of the chief elected officials in a local workforce investment area is
liable for any misuse of the WIA grant funds, allocated to ithe local area under WIA Sections 128
and 133, unless the chief elected officials(s) reaches an agreement with the Governor to bear such
liability. The Department of Economic Security (ADES) holds all direct recipients (Contractors)
liable for all expenditures of funds.
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52. Federal Immigration and Nationality Act

53.

By entering into the contract, the Contractor warrants compliance with the Federal Immigration and Nationality Act
(FINA) and all other Federal Immigration laws and regulations related to the immigration status of its employees.
The Contractor shall obtain statements from its subcontractors certifying compliance and shall furnish the
statements to the Procurement Officer upon request. These warranties shall remain in effect through the term of the
contract, The Contractor and its subcontractors shall also maintain Employment Eligibility Verification forms (I-9)
as required by the U.S. Department of Labor’s Immigration and Control Act, for all employees performing work
under the Contract. I-9 forms are available for download at USCIS.GOV.

The State may request verification of compliance for any Contractor or subcontractor performing work under the
Contract. Should the State suspect or find that the Contractor or any of its subcontractors are not in compliance, the
State may pursue any and all remedies allowed by law, including, but not limited to: suspension of work,
termination of the Contract for default, and suspension and/or debarment of the Contractor. All costs necessary to
verify compliance are the responsibility of the Contractor.

Scrutinized Business

In accordance with AR.S. §35-393.06, the Contractor certifies that the Contractor does not have scrutinized
business operations in Iran.
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1. RFP Cover Sheet

2. Financial Questionnaire

3. Certificate of Intent to Participate in the One-Stop System
4. Sample Contract Operating Budget

5. Work Plan

6. Glossary Definitions

7. Proposal Checklist
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Agency Submitting Proposal:

Address:

Contact Person: Title:

Telephone No.: e-mail: FAX:

Federal ID No:

Agency Status:
Public Non-Profit [ ] Corporation ] Private Non-Profit [ ]

Private for Profit [ | Government [ | Other:

Years in Operation:

Target Population:
Older Youth [ ]| Younger Youth [| Out-of-School [ | In-School [

Other Targets:

Total WIA Funds Requested:

To the best of my knowledge and belief, all of the information in this proposal is
true and correct. The undersigned offers to furnish the services requested and
certifies he/she has read, understands, and agrees to all terms, conditions, and
requirements of this proposal and is authorized to contract on behalf of the firm
named above.

Signature:

Typed Name:

Title:

Date:
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1. Please check the type of organizations:
Non-Profit 501 (¢)(3)

Other Non-Profit

Government Entity

Soie Proprietorship
Partnership

Corporation

Other

If non-profit is checked, what year was it incorporated as a 501(c)(3)?
2. Does your agency maintain a manual regarding personnel policies and procedures?
B Yes
~ No

If answer is yes, when was it last updated?

If yes, does the Personnel Manual contain at a minimum?

e Policies that require records to contain an employee’s application for employment,
job title and description, hire and termination, date, salary/wage rates, performance
appraisals, and effective dates of personnel actions affecting any of these items?

Yes

No

e Policies that require proper time and attendance records for employees be maintained
to support all salaries and wages paid?
Yes
No
» Policies that require the agency utilize a formal process that an employee’s leave
time be earned and taken?

Yes
No

3. Does your agency maintain a manual regarding procurement policies and procedures?
Yes
No

If yes, when was it last updated?
If yes, does the Procurement Manual contain at a minimum?
e Limits by which a formal bidding processes must be used for goods or services
purchased with contract dollars?

Yes
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No
* Code of Conduct that addresses conflicts of interest as it related to procurement?
Yes
No
e Requirements that staff who expend contract dollars be familiar with these
procedures.

Yes
No

In accordance with Code of Federal Regulations (CFR) Part 74, please respond to the following:

4. If awarded a contract does your organization have sufficient funds to meet obligations while
awaiting reimbursement from Gila County?
Yes
No

5. Has your organization gone through a bankruptcy?
Yes
No

6. Have any contracts ever been terminated for default or non-performance?
Yes
No

If yes, please explain

7. Are there any lawsuits, judgments, tax deficiencies, or claims pending against your
organization?
Yes
No
8. Has your organization ever been debarred from contracting?

Yes
No

9. Does the amount of your organization receives from all Federal sources, warrant that an Annual
Single Audit in accordance with A-133 be performed?
Yes
~_ No

If yes, what is the date of the most recent completed single audit?

10. Did the audit identify any findings?
Yes
No
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If yes, please provide a copy of the corrective action plans that were developed.

11. As of this date, are there any outstanding findings that you have not addressed?
Yes
No

If yes, please state which findings and the proposed date to correct.

12. Does your organization have a “Cost Allocation Plan”? This is the tool used to determine how
specific costs are distributed and charged across one or more funding sources.

Yes
No

If yes, please attach.

13. Does your organization maintain a manual regarding financial policies and procedures?
~ Yes
No

If yes, when was it last updated?

If yes, does the Financial Manual contain at a minimum?
Minimum Accounting Standards such as:
e Maintaining separate accounts for each grant or contract.
__ Yes
No
e Supporting entries to general or subsidiary ledgers by keeping original books of
entry such as cash disbursement journals or cancelled checks.
Yes
~__No
e Maintaining adequate supporting documentation for all contract expenditures,
including copies of invoices, statements, sales tickets, billings for services,
deposit slips, lease/rental agreements, mortgages, an/or any other documentation
that, in any way, affect contract expenditures.
Yes

_ No

» Tracking contract expenditures against the approved budget amount within the
approved period.
_ Yes
No

Minimum Cash Management Standards such as:
* Identifying first and second signature authority for cash disbursements by
maintaining current memo on file.
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Yes
~ No

» Controlling use of checks to prevent misuse
Yes
No

e Separating responsibilities of staff who initiate purchases versus staff who
approve vendor invoices and/or sign checks.
Yes
No

» Reconciling bank account statements at least once a month
Yes
No
Minimum Payroll Standards such as:
¢ Requiring written authorization when:
New employees are added
Existing employees have changes in rates of pay
Existing employees are removed from payroll
Employees’ payroll deductions
Accounting distributions set up of employees’ payroll costs
Payroll time sheets prior to paying employees
Maintaining Payroll Registers, labor distribution reports, and payroll master
control reports.
Yes
No
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I hereby certify that this agency intends to participate in the One-Stop System in accordance with the
Gila/Pinal Workforce Investment Board Five (5) Year Plan and all applicable federal, state and local
laws and regulations, together with Gila and Pinal contracting requirements, if funding is awarded for

the proposed project.

Connections between the youth program and the One-Stop System may include those that facilitate:
1. The coordination and provision of youth activities;

2. Linkages to the job market and employers;

3. Access for eligible youth to the information and services required in WIA Section

664.400 and 664.410; and

4. Other activities designed to achieve the purposes of the youth program and youth

activities as described in WIA Section 129 (a) and 121 (b) (1) (B) (i).

Such participation will include, but not be limited to, assignment of youth services to case managers
from the proposed program, at least on a part-time basis, at the Comprehensive One-Stop Center. The
case managers will coordinate the seamless delivery of services via methods and practices that are most
convenient and accessible for youth. Also, information and referral opportunities to assist youth to

access other services will be provided, as appropriate.

Agency Name:

Signature:

Typed Name and Title:

Date Signed:_
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PROGRAM YEAR 2012 YOUTH BUDGET

in-School

Qut-0f-School

Total Budget

Personnel

Salaries

Fringes

Total Personnel

Non-Personnel

Facilities

Communications

Travel

Advertising

Contractual Services

Equipment

Insurance

Supplies

Assesment

Printing Costs

Total Non-Personnel

Youth Elements

Comprehensive Assessment

Leadership Development

Alternative School

Tutoring/Study Skills

Occupational Skills

Supportive Services

Adult Mentoring

Foliow-Up Services

On-the-Job Training

Work Experience

Summer Youth Component

Guidance/Counseling

Total Youth Elements

Total Program Costs
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GLOSSARY OF WIA PROGRAM TERMS

ACADEMIC CREDIT: Credit received while a participant is in training which is applicable toward a
secondary school diploma, a post-secondary degree, or a certificate of completion consistent with State
laws and the requirements of an accredited educational agency.

ADULT MENTORING (YOUTH): Adult mentoring for the period of participation and a subsequent
period, for a total of not less than 12 months.

ADVANCED TRAINING: This is an occupational skills employment/training program, not funded
untder Title I of the WIA, which does not duplicate training received under Title I. It includes only
training outside of the One-Stop, WIA, and partner system (i.e., training following exit). (Please note:
this term applies to the current WIA younger youth measures oaly, it does not apply to the common
measures).

ADVANCED TRAINING/ OCCUPATIONAL SKILLS TRAINING: To count as a placement for the
Youth Common Measures, advanced training constitutes an organized program of study that provides
specific vocational skills that lead to proficiency in performing actual tasks and technical functions
required by certain occupational fields at entry, intermediate, or advanced levels. Such training should:
(1) be outcome-oriented and focused on a long-term goal as specified in the Individual Service Strategy,
(2) be long- term in nature and commence upon program exit rather than being short-term training that
is part of services received while enrolled in ETA-funded youth programs, and (3) result in attainment
of a certificate (as defined below under this attachment).

ALLOWABLE COST: Those costs, which are necessary, reasonable, allocable and allowable under
applicable Federal, State and local law for the proper administration and performance of serves to
customers.

APPLICANT: Applicants are those persons seeking services, who have filed a completed application
and for whom a formal eligibility determination was made, where applicable.

APPRENTICESHIP TRAINING: A formal process by which individuals learn their jobs through a
combination of classroom instruction and on-the-job training from a skilled expert in their specific job.

ASSESSMENT: collecting and analyzing information to make judgments about the learning progress of
individuals or groups; also, techniques, devices, or instruments used to collect evidence, ranging from
formal and standardized (such as TABE) to criterion referenced (CRTs) to alternative (portfolios) to
informal (observation checklists).

AT-RISK: A potential drop out is an individual aged 14 through 21 who is enrolled in a secondary
school or other educational program and who, for one or more of the reasons listed below, is at risk:
e S/he has poor attendance record (frequent absence, tardiness, and/or truancy); and/or
e S/he is at least one grade level below the performance level for students of the same age as
measured in a locally-determined achievement test; and/or
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e S/he is recognized by school personnel to be experiencing academic or personal difficulties;
and/or

S/he is a pregnant or parenting teen; and/or

S/he has formerly dropped out and returned to high school; and/or

S/he is enrolled in a public alternative school or program; and/or

S/he has been assessed as chemically dependent; and/or

S/he is a juvenile offender/diversion program youth; and/or

S/he has experienced homelessness (as defined by the McKinney-Vento Homeless Assistance
Act); and/or

S/he is a youth with a disability; and/or

S/be is Limited English Proficient.

BARRIERS TO EMPLOYMENT: Characteristics that may hinder an individual's hiring, promotion or
participation in the labor force. Some examples of individuals who may face barriers to employment
include: single parents, displaced homemakers, youth, public assistance recipients, older workers,
substance abusers, teenage parents, veterans, ethnic minorities, and those with limited English speaking
ability or a criminal record or with a lack of education, work experience, credentials, child care
arrangements, transportation or alternative working paiterns.

BASIC SKILLS: Essential academic and personal abilities that enable a person to succeed in school
and the workplace. Traditional referred to as basic education skills - reading, writing, and arithmetic.
In recent years, educators and employers have expanded the definition to include a number of cognitive
and interpersonal abilities, including the capability to think and solve problems, communicate
information in oral, written, and electronic forms, work effectively alone and in teams, and take
personal responsibility for self-development

BASIC SKILLS DEFICIENT: The individual computes or solves problems, reads, writes, or speaks
English at or below the eighth grade level or is unable to compute or solve problems, read, write, or
speak English at a level necessary to function on the job, in the individual’s family, or in society. In
addition, states and grantees have the option of establishing their own definition, which must include
the above language. In cases where states or grantees establish such a definition, that definition will be
used for basic skills determination.

BASIC SKILLS GOAL: A measurable increase in basic education skills including reading
comprehension, math computation, writing, speaking, listening, problem solving, reasoning, and the
capacity to use these skills. (Please note: this term applies to the current WIA statutory youth measures
only, it does not apply to the common measures).

BASIC SKILLS TRAINING: Training provided to enhance locally defined inadequacies in levels of
basic literacy skills which would improve an individual’s ability to function in the labor market and in

society.

BEST PRACTICE: Programs, services, or processes that research or expert opinion has shown to be
effective through measurable, demonstrated results.

CAREER EXPLORATION: Activities which:
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e Assist youth to gain career awareness, make career decisions and plans; and understand
market needs, trends, and opportunities;

Assist youth in making and implementing informed educational and occupational choices;

e Aid youth to develop career options with attention to surmounting gender, race, ethmic,
disability, language, or socioeconomic impediments to career options and encouraging
careers in non-traditional employment; and

» QOrientation to skills and knowledge specific to career path and/or industry, or career related
learning standards.

CAREER RELATED MENTORING (YOUTH): An employee or other individual, approved by the
employer at a worksite, who possesses the skills and knowledge to be mastered by a student; who
provides the student with instruction and challenges the student to perform well: works in consultation
with program staff, classroom teachers and the employer as appropriate.

CASE MANAGEMENT: A client-centered approach in the delivery of services, designed to prepare
and coordinate comprehensive employment plans, such as service strategies, for participants to ensure
access to necessary workforce investment activities, and supportive services, using, where feasible,
computer-based technologies; and to provide job and career counseling during program participation
and after job placement.

CERTIFICATE: A certificate is awarded in recognition of an individual’s attainment of measurable
technical or occupational skills necessary to gain employment or advance within an occupation. These
technical or occupational skills are based on standards developed or endorsed by employers.
Certificates awarded by workforce investment boards are not included in this definition. Work readiness
certificates are also not included in this definition. A certificate is awarded in recognition of an
individual’s attainment of technical or occupational skills by:

* A state educational agency or a state agency responsible for administering vocational and
technical education within a state.

* An institution of higher education described in Section 102 of the Higher Education Act (20
USC 1002) that is qualified to participate in the student financial assistance programs
authorized by Title IV of that Act. This includes community colleges, proprietary schools,
and all other institutions of higher education that are eligible to participate in federal student
financial aid programs.

* A professional, industry, or employer organization (e.g., National Institute for Automotive
Service Excellence certification, National Institute for Metalworking Skills, Inc., Machining
Level I credential) or a product manufacturer or developer (e.g., Microseft Certified
Database Administrator, Certified Novell Engineer, Sun Certified Java Programmer) using a
valid and reliable assessment of an individual’s knowledge, skills, and abilities.

» A registered apprenticeship program.

* A public regulatory agency, upon an individual’s fulfillment of educational, work
experience, or skill requirements that are legally necessary for an individual to use an
occupational or professional title or to practice an occupation or profession (e.g., FAA
aviation mechanic certification, state certified asbestos inspector).

» A program that has been approved by the Department of Veterans Affairs to offer education
benefits to veterans and other eligible persons.

+ Job Corps centers that issue certificates.
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» Institutions of higher education which is formally controlled, or has been formally
sanctioned, or chartered, by the governing body of an Indian tribe or tribes.

CITIZEN, U.S.: All persons born in the United States, or whose parents are U.S. Citizens, or who have
been naturalized by the U.S. Government.

CLASSROOM TRAINING: Academic and/or occupational training conducted in an institutional
setting. Effective classroom training will provide linkages between academic and occupational learning.

COLLABORATION: A mutually beneficial alliance of groups or organizations that come together to
achieve common goals. This alliance is characterized by well-defined relationships that include a
commitment to: mutual authority and accountability for success; and sharing of resources. It is expected
that it transcends individual agency strategies, and will integrate diverse missions, language and
cultural concerns to focus on the needs of the customers. Collaboration is strengthened by a formal
written agreement, which delineates the responsibilities of each group, organization or entity.

COMMUNITY-BASED ORGANIZATION (CBO): A private nonprofit organization that is
representative of a community or a significant segment of a community and that has demonstrated
expertise and effectiveness in the field of workforce investment.

CONTINUOUS IMPROVYEMENT: commitment to improving performance using a team approach to
decision-making using systematic collection and analysis of performance data.

CORE SERVICES: Core services are services that One-Stop Career Centers are responsible for
providing for all youths, adults and dislocated workers under WIA. Core services include initial
assessment of skill levels, job search and placement assistance, provision of labor market information,
provision of information about the performance and cost of education and training providers in the area,
career counseling, information about filing unemployment compensation claims, assistance in
establishing eligibility for welfare-to-work programs, information relating to the availability of
supportive services such as child care and transportation, and follow-up counseling services after
someone becomes employed. The WIA mandates that there be universal access to core services.

COST REIMBURSEMENT CONTRACT: A contract format, which provides for the reimbursement of
allowable costs, which have been identified and approved in the contract budget, and incurred in the
operation of the program. Back-up documentation is required to justify payments made under this type
of contract.

CREDENTIAL: A nationally recognized degree or certificate or state/locally recognized credential.
Credentials include, but are not limited to, a high school diploma, GED, or other recognized
equivalents, post-secondary degrees/certificates, recognized skill standards, and licensure or industry-
recognized certificates. States should include all state education agency recognized credentials. In
addition, states should work with local workforce investment boards to encourage certificates to
recognize successful completion of the training services listed above that are designed to equip
individuals to enter or re-enter employment, retain employment, or advance into better employment.
(Please note: this term applies to the current WIA statutory adult, dislocated worker, and older youth
measures only, it does not apply to the common measures).
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DATE OF EXIT: Represents the last day on which the individual received a service funded by the
program or a partner program (see definition of “exit”).

DATE OF PARTICIPATION: Represents the first day, following a determination of eligibility (if
required), that the individual begins receiving a service funded by the program (see definition of
participant).

DEPENDENT: One who relies upon another for support.

DIPLOMA: The term diploma means any credential that the state education agency accepts as
equivalent to a high school diploma. The term diploma also includes post-secondary degrees including
Associate (AA and AS) and Bachelor Degrees (BA and BS).

DISABILITY: A physical, mental, learning, or emotional/behavioral disability, (including substance
abuse). An individual who is disabled and for whom this disability constitutes a substantial barrier to

applying for or holding a job.
DOCUMENTATION: The act or an instance of furnishing or authenticating with documents.

DROPOUT (YOUTH): An individual no longer attending school who has not received a Secondary
school diploma or General Educational Diploma (GED) (note: a youth attending an alternative school is
not a dropout for the purposes of this program).

ECONOMICALLY DISADVANTAGED: An individual who received an income, or is a member of
family that received a total of family income, that, in relation to family size, does not exceed the higher
of the poverty line; or 70 percent of the lower living standard income level.

EDUCATIONAL GAIN: At post-test, participant completes or advances one or more educational
functioning levels from the starting level measured on entry into the program (pre-test).

ELIGIBLE or ELIGIBILITY: Refers to an individual’s status in relation to his/her qualification to
participate in a WIA funded program. The following are examples of eligibility criteria for various
programs: residency, age, economic status, Selective Service registration, serious barriers to
employment, plant closures, layoffs, long term unemployment, etc.

ELIGIBLE TRAINING PROVIDER LIST (ETPL): A statewide compilation of providers that are
approved to provide training services under WIA. These lists contain consumer information, including
cost and performance information for each of the providers, so that participanis can make informed
choices on where to receive training.

ELIGIBLE YOUTH: An individual who is not less than age 14 and not more than age 21; is a low-
income individual; and is an individual who is one or more of the following:

e Deficient in basic literacy skills.

e A school dropout.

e Homeless, a runaway, or a foster child.
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Pregnant or a parent.

An offender.

An individual who requires additional assistance to complete an educational program, or
to secure and hold employment.

EMANCIPATED MINOR: A youth, aged 16-17, whose parents have entirely surrendered the right to
care, custody and earnings of such minor, no longer are under any duty to support or maintain such
minor, and/or have made no provision for the support of such minor.

EMPLOYABILITY: A demonstrated level of knowledge, skills, abilities, work behaviors and attitudes
necessary to hecome successful in the labor market.

EMPLOYED AT THE DATE OF PARTICIPATION: An individual employed at the date of
participation is one who:

* Did any work at all as a paid employee on the date participation occurs (except the
individual is not considered employed if: a) he/she has received a notice of termination of
employment or the employer has issued a Worker Adjustment and Retraining Notification
(WARN) or other notice that the facility or enterprise will close, or b) he/she is a
transitioning service member;

* Did any work at all in his/her own business, profession, or farm;

*+  Worked 15 hours or more as an unpaid worker in an enterprise operated by a member of the
family; or

s+ Was not working, but has a job or business from which he/she was temporarily absent
because of illness, bad weather, vacation, labor-management dispute, or personal reasons,
regardless of whether paid by the employer for time off, and regardless of whether seeking
another job.

EMPLOYED IN THE QUARTER AFTER THE EXIT QUARTER: The individual is considered
employed in a quarter after the exit quarter if wage records for that quarter show earnings greater than
zero. When supplemental data sources are used, individuals should be counted as employed if, in the
calendar quarter of measurement after the exit quarter, they did any work at all as paid employees (i.e.,
received at least some earnings), worked in their own business, profession, or worked on their own
farm.

EMPLOYED IN THE SECOND OR THIRD QUARTER AFTER THE EXIT QUARTER: The
individual is considered employed if wage records for the second or third quarter after exit show
earnings greater than zero. Wage records will be the primary data source for tracking employment in the
quarter after exit.

When supplemental data sources are used, individuals should be counted as employed if, in the second
or third calendar quarter after exit, they did any work at all as paid employees, worked in their own
business, profession, or worked on their own farm.

ENGLISH AS A SECOND LANGUAGE (ESL): Adult education for adults whose inability to
understand, speak, read, or write the English language constitutes a substantial impairment of their
ability to get or retain employment commensurate with their real ability or to function in society or

55




Gila/Pinal Workforce Investment Area i .
Glossary of WIA Program Terms :‘ Al‘ 1Z0Nna
’,;‘W orkforce

L — . S
Connection

successfully complete the citizenship application process. ESL-Citizenship classes must use ESL as a
method and citizenship as content.

ENTERED EMPLOYMENT RATE: A participant who exits from the program and enters {(through the
efforts of the WIA, Service Provider, or through their own efforts) into regular employment for pay.
State Unemployment Wage records will be the primary data source for tracking this outcome, therefore,
employment is currently defined as an individual showing any amount of earnings in the quarter
following exit.

ENROLLMENT: An eligible participant who has been referred for WIA services and for whom
enrollment documents have been completed.

ENROLLMENT DATE: The date on which an individual began to receive program services after
initial screening for eligibility and suitability. Synonymous with “enrollment™ is “participation” and
“registration”.

EXIT: The term “program exit” means a participant does not receive a service funded by the program
or funded by a partner program for 90 consecutive calendar days and is not scheduled for future
services.

EXITER: (point of exit for counting performance outcomes) A participant who has a termination date
within the quarter and has not received any WIA service for 90 days, and there are no future services
scheduled, then that participant has exited WIA for the purposes of performance measurement.

EXIT QUARTER: Represents the calendar quarter in which the date of exit is recorded for the
individual.

FAMILY: The term “family” means two or more persons related by blood, marriage, or decree of court,
who are living in a single residence, and are included in one or more of the following categories:

e A husband, wife and dependent children.
e A parent or guardian and dependent children.
¢ A husband and wife.

For purposes of this definition:

e A step-child or a step-parent is considered to be related by marriage.

* One or more persons not living in the single residence but who are claimed as a dependent
on the family’s most recent federal income tax return will be presumed to be, unless
otherwise demonstrated, a member of the family.

FAMILY OF ONE: The following may be considered a family of one for the purpose of determining
eligibility:

* An adult or youth with a physical, mental, learning, or emotional/behavioral disability.
(This includes substance abuse. The disability must e documented if pertinent to eligibility.)
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o An individual 14 years of age or older not living with his/her family and receiving less than
50 percent of his/her maintenance from the family.

s An individual 18 vears of age or older living with his/her family who received less than 50
percent of his/her maintenance from the family and is not the principal earner nor the spouse
of the principal.

FAMILY INCOME: The income received from included sources of all members of the family. Self-
employment is to be determined on the basis of the most recently submitted federal income tax return or
on the basis of annualized proceeds posted in more up-to-date acceptable accounting records. All other
income is to be annualized based on receipts during the past six months.

FAMILY SIZE: The maximum number of family members during the income determination period.
For a separated or divorced applicant, income shall be pro-rated depending on the length of time during
the last six months the applicant lived with the other wage earner. The “actual” family size is the actual
number of members in the family without regard to an eligibility test.

The “eligible” family size refers to the number in the family for income eligibility purposes.

For instance, a disabled child living with his or her parents can be considered a “family of one” under
current guidelines.

FOLLOW-UP SERVICES: All youth participants must receive follow-up services for a minimum
duration of 12 months after exiting the program. The types of services provided must be based on the
needs of the individual. Follow-up services may include: leadership development; supportive services;
regular contact with the youth’s employer, including addressing work-related problems that arise;
assistance with job development, career development and further education; work-related peer support
groups; adult mentoring; and tracking the progress of youth in employment after training.

FOSTER CHILD: A youth 14-21 years of age on whose behalf state or local government payments
(excluding OASID) are made. This may include youth who have been made a ward of the state by a
court, including those in the following categories:

Youth in State Institutions;

Youth in Community Group Homes;
Youth in Foster Homes

Parolees

GED: The General Education Development awarded by the state to persons who have passed a specific
examination.

GENERAL ASSISTANCE: A benefit program paid on the State or local determination of need.
Applicant is automatically categorized as “Economically Disadvantaged”.

GRADUATE: A person who has successfully completed a course or level of study and been awarded a
certificate, diploma or degree.
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HIGH SCHOOL: An academic program, operated by a state-approved entity, covering relevant course
work for grades 9-12 or 10-12, as decided by the state or local school district.

HIGH SCHOOL GRADUATE: An adult or youth who has received a high school diploma, but who
has not attended any post-secondary vocational, technical, or academic school.

HOMELESS PERSON: An individual who does not have a permanent residence, and whose primary
nightly sleeping place is:

e A supervised publicly or privately-operated shelter designed to provide temporary living
accommodations (including welfare hotels, congregate shelters, and transitional housing for the
mentally ill); or

* An institution that provides a temporary residence for individuals intended to be
institutionalized; or

* A public or private place not designed for, or ordinarily used as, a regular sleeping
accommodation for human beings.

HOMELESS/RUNAWAY (YOUTH): A youth who lacks a fixed, regular, adequate nighttime
residence. Includes those who have a primary nighttime residence that is a public or private shelter, an
institution providing temporary residence, public or private place not designated or ordinarily used as a
regular sleeping accommodation. Runaway is defined as a person under 18 yecars of age that absents
themselves from home or place of residence without permission of parent or legal guardian.

INDIVIDUAL SERVICE STRATEGY: A written outline of employment and training goals needed for
a youth to attain self-sufficiency by finding and maintaining employment. The ISS establishes short-
term and long-term goals around post-secondary education and/or career employment. An ISS may
include activities to prepare the participant for employment, services to remove barriers to employment,
training and job search. Individual Service Strategies must be regularly reviewed and updated as
changes occur in employment goals, barriers, and program services or support services needs.

INDIVIDUAL WITH A DISABILITY: An individual with any disability (as defined in section 3 of
the Americans with Disabilities Act of 1990 (42 U.S.C. 12102).

IN-KIND CONTRIBUTION: Contributions provided by a service provider from non-WIA sources to
support a WIA training program. In-kind contributions must be itemized in the proposal and contract

budgets and are subject to audit.

INTAKE: Includes the screening and determination of an applicant for eligibility and: (1) a
determination of whether the program can benefit the individual; (2) an identification of the
employment and training activities and services which would be appropriate for that individual; (3) a
determination of the availability of an appropriate employment and training activity; (4) a decision on
selection for participation, and (5) the dissemination of information on the program.
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INTERNSHIP (YOUTH): A structured work experience involving specific occupational skills
development goals in addition to learning goals; includes the expectation that the student, upon
completion of the internship, will demonstrate skills necessary for entry-level employment in the
occupational area of the internship.

JOB DEVELOPMENT: The process of marketing a program participant to employers, including
informing employers about what the participant can do and soliciting a job interview for that individual
with the employer.

JOB PREPARATION: Job search skills training including, which provides the participant with the
instruction to obtain part-time or full time employment. These skills may include resume writing,
interviewing skills, telephone techniques, and job acquisition skills.

JOB SHADOWING: A participant follows an employee for one or more days to learn about a
particular occupation or industry. Participants can explore a range of career objectives.

JOB-SEEKER: Anyone who needs/seeks employment, training and/or information services related to
employment. These individuals can be secking first, new, or better jobs.

LABOR MARKET AREA: A labor market area is defined by the U.S. Bureau of Labor Statistics as an
economically integrated geographic area within which individuals can reside and find employment, or
can readily change employment without changing their place of residence.

LABOR MARKET INFORMATION: The body of information that deals with the functioning of labor
markets and the determination of the demand for and supply of labor. It includes, but is limited to such
key factors as changes in the level and/or composition of economic activity, the population,
employment and unemployment, income, earnings, wage rates and fringe benefits.

LACKS SIGNIFICANT WORK HISTORY: An adult or youth who had not worked for the same
employer for longer than three consecutive months in the two years prior to eligibility determination. A
suggested approach for obtaining information on whether a participant lacks a significant work history:
To the participant, “Think back over the past iwo years about full-time and part-time jobs you’ve had.
Which employers did you work for during this period? How long did you work for Employer A, for
Employer B, for Employer C, etc.?”

LAST EXPECTED SERVICE: Occurs when the participant completes the activities outlined in his or
her service strategy or service plan and there are no additional services expected other than supportive
or follow-up services. Last expected service may also occur in situations where the participant
voluntarily or involuntarily discontinues his or her participation in services outlined in the service plan.

LAST EXPECTED SERVICE DATE: This date is used to determine when a customer becomes a part
of the sampling frame for the customer satisfaction survey. In many instances, this date will be the same
as the exit date. In situations where a case was ended, reopened within 90 days of the original closure
date, and then ended again, the date used to determine inclusion in the sampling frame is the initial last
expected service date. This date is also the date that triggers follow-up services as long as no additional
services are provided (other than supportive or follow-up services) 90 days following this date.
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LEADERSHIP DEVELOPMENT: Leadership development opportunities are one of the required youth
program elements. Leadership development may include: exposure to postsecondary educational
opportunities; community and service learning project; peer centered activities, including peer
mentoring and tutoring; organizational and teamwork training; decision-making and setting priorities;
citizenship training, including life skills training such as parenting, work behavior training, budgeting
of resources, employability (pre-employment skills); and positive social behaviors (soft skills), i.e.,
positive attitudinal development, self-esteem, cultural diversity, and work simulation activities (work
maturity skills). Leadership skills might be viewed as those skills characteristic of productive workers

and good citizens.

LEGAL ALIEN: A person who is a citizen of another country but who has permission from the
government to live in the United States. Not all legal aliens are authorized to work in the U.S.

LIFE SKILLS (YOUTH): Activities and/or training that assist youth to develop marketable work
habits. May include modules/training/curriculum instruction in personal finance and budgeting,
parenting/pregnancy prevention, self-leadership (e.g. conflict resolution, public speaking, and
management), cultural history and diversity, nutrition/fitness, and health}).

LIMITED ENGLISH PROFICIENCY: Inability of an applicant, whose native language is not
English, to effectively communicate in English, resulting in a barrier to employment.

LINKAGE: Any mechanism that connects or ties services together.

LITERACY: An individual’s ability to (1) read, write, and speak in English, and (2) compute and solve
problems, at levels of proficiency necessary to function on the job, in the family, and in society.

LIVING WAGE: An carning level that supports self-sufficiency without reliance on public and private
subsidies.

LOCAL AREA: A local workforce investment area designated under section 116 of WIA.
LOCAL BOARD: A local workforce investment board established under section 117 of WIA.

LOCAL PERFORMANCE MEASURE: Local indicators of performance that include the 15 core
indicators of performance and the two customer satisfaction measures as required under WIA.

LOCAL WORKFORCE INVESTMENT AREA (LWIA): Local Workforce Investment Area means
the designated geographic area in which collaborative members will provide workforce services.

LOWER LIVING STANDARD INCOME LEVEL (LLSIL): The income level {(adjusted for regional,
metropolitan, urban, and rural differences and family size) determined annually by the Secretary of
Labor based on the most recent lower living family budget issued by the Secretary.
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LOWER LIVING STANDARD: The income standards established by the Director of the Office of
Management and Budget to determine economically disadvantaged status. The standards are updated
annually. (See Section IV for current LLSIL information).

LOW-INCOME INDIVIDUAL:

» Receives, or is a member of a family that receives, cash payments under a Federal, State, or
local income-based public assistance program;

e Received an income, or is a member of a family that received a total family income, for the
6-month period prior to application for the program involved (exclusive of unemployment
compensation, child support payments, payments described in subparagraph (A), and old-age
and survivors insurance benefits received under section 202 of the Social Security Act (42
U.S.C. 402)) that, in relation to family size, does not exceed the higher of—

o The poverty line, for an equivalent period; or
o 70 percent of the lower living standard income level, for an equivalent period;

o Is a member of a household that receives (or has been determined within the 6-month period
prior to application for the program involved to be eligible to receive) food stamps pursuant
to the Food Stamp Act of 1977 (7 U.8.C. 2011 et seq.);

e Qualifies as a homeless individual, as defined in subsections (a) and (c) of section 103 of the
Stewart B. McKinney Homeless Assistance Act (42 U.S.C. 11302);

e Is a foster child on behalf of whom State or local government payments are made; or

e In cases permitted by regulations promuigated by the Secretary of Labor, is an individual
with a disability whose own income meets the requirements of a program described in
subparagraph (A) or of subparagraph (B), but who is a member of a family whose income
does not meet such requirements.

MEMORANDUM OF UNDERSTANDING (MOU): an agreement developed and executed between
the local workforce investment board and all WIA-mandated One-Stop partners relating to the operation
of the One-Stop system in the local area; may be developed as a single umbrella MQOU or individual
agreements with partners.

MENTORING: serving as a model for others who are inexperienced; includes both the physical
modeling of a task or behavior as well as the mental (thinking) steps required to effectively perform the
task or behavior.

MILITARY SELECTIVE SERVICE ACT (MSSA): A federal law which required that all males born
on or after January 1, 1960 register with the Selective Service System on their 18th birthday.

MINIMUM WAGE: The lowest wage set by Congress or a state, whichever is higher, which an
employer may pay employees. Certain occupations are except from the minimum wage laws including
farm workers, restaurant wait staff, and babysitters.

MONITORING: The process of observing and/or reviewing performance may include on-site

observation, review of paperwork and files, interviews with staff or participants, telephone
conversation, and formal evaluation of compliance elements.
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MOST-IN-NEED: Those people in a given area who, because of ethnic, educational, socio-economic,
or other factors, are least able to support themselves and their families.

NONTRADITIONAL EMPLOYMENT: Occupations or fields of work for which individuals from one
gender comprise less than 25 percent of the individuals employed in each such occupation or field of
work.

NOT EMPLOYED AT THE DATE OF PARTICIPATION: An individual is also considered not
employed at the date of participation when he/she (a) did not work at all as a paid employee on the date
participation occurs, (b) has received a notice of termination of employment or the employer has issued
a WARN or other notice that the facility or enterprise will close, or (c) is a transitioning service
member.

OBJECTIVE ASSESSMENT (YOUTH): An assessment of the academic levels, skill levels, and
service needs of each participant, which shall include a review of basic skills, occupational skills, prior
work experience, employability, interests, aptitudes (including interests and aptitudes for nontraditional
jobs), supportive service needs, and developmental needs of the participant.

OCCUPATIONAL SKILLS: Those skills involving the technical abilities to perform required
workplace tasks, including problem solving and critical thinking.

OCCUPATIONAL SKILLS GOAL: A measurable increase in primary occupational skills
encompassing the proficiency to perform actual tasks and technical functions required by certain
occupational fields at entry, intermediate or advanced levels. Secondary occupational skills entail
familiarity with and use of set-up procedures, safety measures, work-related terminology, record
keeping and paperwork formats, tools, equipment and materials, and breakdown and clean-up routines.
(Please note: this term applies to the current WIA statutory youth measures only, it does not apply to
the common measures).

QOCCUPATIONAL SKILLS TRAINING (OST): Training that provides vocational skills in classroom
setting.

OFFENDER: An individual who is or has been subject to any stage of the criminal justice process for
whom services may be beneficial or who requires assistance in overcoming artificial barriers to
employment resulting from a record of arrest or conviction.

ON-THE-JOB TRAINING (OJT): Training by an employer that is provided to a paid participant while
engaged in productive work in a job that-- (A) provides knowledge or skills essential to the full and
adequate performance of the job; (B) provides reimbursement to the employer of up to 50 percent of the
wage rate of the participant, for the extraordinary costs of providing the training and additional
supervision related to the training; and (C) is limited in duration as appropriate to the occupation for
which the participant is being trained, taking into account the content of the training, the prior work
experience of the participant, and the service strategy of the participant, as appropriate. Usually in the
OJT agreement, this is a promise on the part of the employer to hire the trainee upon successful
completion of the training.
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ONE-STOP CAREER CENTERS: One-Stop Career Centers offer customer-focused services to
employers and job seekers and include easy access to integrated and comprehensive employment,
training, and education services. Arizona's One-Stop Career Center System is designed to ensure that
local parinerships are developed, and that services are customer focused, easily usable and accessible,
and tailored to meet the specific needs of local labor markets. You may find additional information on
Arizona's One-Stop system at: http://www.de.state.az.us/oscc/

ONE-STOP OPERATOR: One or more entities designated or certified under section 121(d) of WIA.

ONE-STOP PARTNER: An entity described in section 121(b)(1) if WIA; and an entity described in
section 121(b)(2) that is participating, with the approval of the local board and chief elected official, in
the operation of a one-stop delivery system.

ORIENTATION: Provides information about the types of services available, develops motivation and
interest in the program, explains the application, selection and eligibility process, and assists applicants
in preparing for the process.

OUTCOME: Documented effect or impact of a service or intervention on an individual. Qutcomes are
what the program efforts are designed to achieve. Proposed outcomes must be stated in terms of
measurable indicators.

OUTREACH (RECRUITMENT): Activity involves the collection, publication, and dissemination of
information on program services directed toward economically disadvantaged and other individuals
eligible to receive WIA training and support services.

OUT-OF-SCHOOL YOUTH: An eligible youth who is a school dropout, or who has received a
secondary school diploma or its equivalent but, is basic skills deficient, unemployed, or underemployed
(WIA section 101(33)). For reporting purposes, this term includes all youth except: (i) those who are
attending any school and have not received a secondary school diploma or its recognized equivalent, or
(ii) those who are attending post-secondary school and are not basic skills deficient.

PARTICIPANT FILE: A file containing the application, enrollment, status change and termination
forms, documentation of eligibility, employability development plan and progress notes on a
participant.

PARTICIPANT: A participant is an individual who is determined eligible to participate in the program
and receives a service funded by the program in either a physical location (One-Stop Career Center or
affiliate site) or remotely through electronic technologies.

PARTICIPATION QUARTER: Represents the calendar quarter in which the date of participation is
recorded for the individual.

PHYSICAL LOCATION: A physical location means a designated One-Stop Carecer Center, an
affiliated One-Stop partner site, including a technologically linked access point, where services and
activities funded by the program are available, or other specialized centers and sites designed to address
special customer needs, such as company work sites for dislocated workers.
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POST-SECONDARY EDUCATION: A program at an accredited degree-granting institution that leads
to an academic degree (e.g., A.A., A.S., B.A., B.S.). Programs offered by degree-granting institutions
that do not lead to an academic degree (e.g., certificate programs) do not count as a placement in post-
secondary education, but may count as a placement in “advanced training/occupational skills training.”

POST-TEST: A test administered to a participant at regular intervals during the program.

POST SECONDARY: Education subsequent to receiving a high school diploma or general equivalency
degree.

POTENTIAL DROPOUT (AT RISK OF DROPPING OUT): A youth who is experiencing a lack of
academic success as evidenced by basic skills deficiency, by at least one school year in school credit as
determined by school records, failing grades, or below GPA

POVERTY LEVEL: The level of income established by the Department of Health and Human Services
at which a person or family is living in poverty.

PRE-TEST: A test used to assess a participant’s basic literacy skills, which is administered to a
participant up to six months prior to the date of participation, if such pre-test scores are available, or
within 60 days following the date of participation.

PREGNANT TEEN: A female youth age 14-20 who is carrying an unborn fetus.

PROGRAM ELEMENTS: Local programs must include each of the ten program elements as options
available to youth participants.

PROJECT-BASED LEARNING: Learning experiences which engage students in complex, real world
projects through which they develop and apply skills and knowledge, which take effort and persistence
over time, result in the creation of something that matters to them and has an external audience.
Employment and community partners provide students with ongoing coaching and expert advice on
projects, particularly in regard to effective strategies and tools used in the workplace. Projects should
be authentic, involve academic rigor, applied learning, active exploration, adult connection and
assessment practices.

PUBLIC ASSISTANCE: Financial cash payments made by federal, state or local program to
individuals who meet specific income criteria.

PY: Program Year. The 12-month period beginning July 1, and ending, on June 30, in the fiscal year
for which the appropriation is made.

QUALIFIED APPRENTICESHIP: A program approved and recorded by the ETA Bureau of
Apprenticeship and Training or by a recognized state apprenticeship agency or council. Approval is by
certified registration or other appropriate written credential.
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QUALIFIED STAFF: Individuals that have experience or education that qualifies the individual to
conduct the training, or deliver the services contracted for.

RESIDENCE: A person’s primary or permanent dwelling or home. If a person is institutionalized or
incarcerated, their place of institutionalization or incarceration is their primary residence.

RETENTION (YOUTH): Continued retention in work, school, training, education, military.

RETENTION RATE: The number of WIA customers placed, who are employed at the end of the
retention period after exiting from the program, divided by the total number of customers exited in a

specific time period.

RUNAWAY YOUTH: A runaway youth is an individual 21 years of age or less who has absented
himself or herself from home or place of legal residence without the permission of parent(s) or legal
guardian.

SCHOOL DROPOUT: The term “school dropout” means an individual who is no longer attending any
school and who has not received a secondary school diploma or its recognized equivalent.

SECONDARY SCHOOL: As defined in section 14101 of the Elementary and Secondary Education Act
of 1965 (20 U.S.C. 8301).

SELECTIVE SERVICE REGISTRANT: A person who has complied with the Military Selective
Service Act and submitted a registration form to the Selective Service System

SELF-SUFFICIENCY: An adequate standard of living without cash benefits. Self-sufficiency services
are services that assist WIA recipient to expand strengths and resources necessary for self-sufficiency,
or to reduce or eliminate barriers to self-sufficiency.

SERVICES PROVIDER: An entity such as a CBO, an educational institution, or a commercial
organization, which delivers services to WIA participants under a contract.

SOFT SKILLS: Workplace standards of behavior needed to interact and cooperate effectively with co-
workers and the general public.

SOURCE DOCUMENTATION: Hard copy documentation which proves a person’s eligibility.
STATE BOARD: A State workforce investment board established under section 111.

STRATEGIC PLANNING: The continuous and systematic process whereby guiding members of an
organization make decisions about its future, develop the necessary procedures and operations to
achieve that future state, and determine how success is to be measured.

STRUCTURED WORK EXPERIENCE: A competency-based educational experience that occurs at
the work site but is tied to the classroom curriculum that coordinates and integrates school-based
instruction with work site experiences.
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SUBCONTRACT: Any compensated services performed by an individual or entity other than staff or
the service provider; e.g., consultants, contracts for professional services, etc.

SUBSIDIZED WORK EXPERIENCE: A carecer-linked job at a public or private site in which the
wages paid to an employee are financially supported by a private, state or local employment and
training program.

SUBSTANCE ABUSE: The use of drugs or alcohol to the extent that the substance creates a
physiological disorder or condition which is the result of or contributes to emotional illness.

SUPPORTIVE SERVICES: Services such as transportation, child care, dependent care, housing, and
needs-related payments, that are necessary to enable an individual to participate in activities authorized
under WIA, consistent with the provisions of this title.

TEEN PARENT: A maie or female, age 14-20, who is legal parent of a child or an unborn fetus.

TRAINING SERVICES: These services include WIA-funded and non-WIA funded partner training
services. These services include: occupational skills training, including training for nontraditional
employment; on-the-job training; programs that combine workplace training with related instruction,
which may include cooperative education programs; training programs operated by the private sector;
skill upgrading and retraining; entrepreneurial training; job readiness training; adult education and
literacy activities in combination with other training; and customized training conducted with a
commitment by an employer or group of employers to employ an individual upon successful completion
of the training.

UNDER-EMPLOYED: An individual who is working part-time but desires fulltime employment, or
who is working in employment not commensurate with the individual’s demonstrated level of
educational attainment.

UNEMPLOYED: An individual who is without a job and who wants and is available for work. The
determination of whether an individual is without a job shall be made in accordance with the criteria
used by the Bureau of Labor Statistics (BLS) of the Department of Labor in defining individuals as
unemployed.

NOTE: Unemployed should not be confused with the term “not employed”. The term unemployed” is a
very precise term used by BLS (see above) while the term “not employed” is more analogous to “street
talk” about one’s not having a job regardless of whether the individual is “ready, willing and able to

work™.

VETERAN: An individual who served in the active military, naval, or air service, and who was
discharged or released from such service under conditions other than dishonorable.

VOCATIONAL TRAINING: Provides customers with long or short-term training in a community
college, university, vocational school or business environment to improve employability in the local
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labor market. The training can provide basic skills, upgrade current skills, develop new technical skills,
improve language skills and prepare customers for employment in high growth occupations.

WAGES: Earnings paid to an individual by an employer for services performed.

WORK-BASED LEARNING ACTIVITIES: Activities offered which are designed to enable youth to
gain exposure to the working world, acquire personal attributes, industry defined skill standards, and
knowledge needed to obtain a job and advancement in employment. Activities should be designed to
master progressively higher levels. Activities must be relevant to the career plan and include but are not
limited to:

e Career Related Mentoring

e Community Service Learning

o Entrepreneurial Work Experience
# Internship

e Job Shadow

¢ Project-Based Learning

= Subsidized Work Experience and Structured Work Experience

WORK EXPERIENCE: Work experiences are planned, structured learning experiences that take place
in a workplace for a limited period of time. Work experiences may be paid or unpaid. The work place
may be in the private, for-profit sector, the non-profit sector, or the public sector. Work experiences are
designed to enable youth to gain exposure to the working world and its requirements. These experiences
should help youth to acquire the attributes, knowledge, and skills to obtain a job and advance in
employment. One of the ten required youth program elements.

WORKFORCE INVESTMENT ACT (WIA) OF 1998: federal legislation designed to coordinate and
streamline all components of the nation’s workforce development system, including employment, job
training, education, and vocational rehabilitation services for youth (ages 14-21), adults, and dislocated
workers.

The purpose of this Act is to establish programs to prepare youth and unskilled adults for entry into the
labor force and to afford job training to those economically disadvantaged individuals and other
individuals, including veterans, who face serious barriers to employment and who are in need of such
training to obtain prospective employment. The Act requires the ASVET to consult with the Secretary
of the DVA to ensure that programs funded under VWIP of this Act meet the employment and training
needs of service-connected disabled, Campaign and recently separated veterans and are coordinated, to
the maximum extent feasible, with-related programs and activities.

WORKFORCE INVESTMENT ACTIVITIES: The array of activities permitted under Title I of WIA,
which include employment and training activities for adulit, dislocated workers, and youth.

WORK PLAN: That portion of the contract document, which describes the work, to be performed by

means of specifications or other minimum requirements, quantities, performance dates and a statement
of the quality expected.
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WORK READINESS: Completion of one or more workforce readiness skill activities appropriate to
the service plan development for the participant, which could include:
¢ Career Related Assessment and Goal Setting
Pre-Employment Training
Work Experiences/Internships
Job Shadows
Career Explorations
On-the-Job Training

WORK READINESS SKILLS: A measurable increase in work readiness skills Goal including world-
of-work awareness, labor market knowledge, occupational information, values clarification and
personal understanding, career planning and decision making, and job search techniques (resumes,
interviews, applications, and follow-up letters). They also encompass survival/daily living skills such as
using the phone, telling time, shopping, renting an apartment, opening a bank account, and using public
transportation. They also include positive work habits, attitudes, and behaviors such as punctuality,
regular attendance, presenting a neat appearance, getting along and working well with others, exhibiting
good conduct, following instructions and completing tasks, accepting constructive criticism from
supervisors and co-workers, showing initiative and reliability, and assuming the responsibilities
involved in maintaining a job. This category also entails developing motivation and adaptability,
obtaining effective coping and problem-solving skills, and acquiring an improved self image. (Plcase
note: this term applies to the current WIA statutory youth measures only, it does not apply to the
common measures).

YOUTH: For WIA purposes a youth is an individual between 14 and 21 years of age, inclusive.
Younger youth are between 14 and 18 years of age and Older Youth are between 19 and 21 years of age.

YOUTH COUNCIL: A council established under section 117(h) of WIA.
SUGGESTED REFERENCES:

WORKFORCE INVESTMENT ACT (WIA)
WIA FEDERAL REGISTER: 20 CFR PART 652 et al.
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ARF-1312 3
Work Session
Meeting Date: 06/19/2012

Submitted For: Don McDaniel Jr., County Manager Submitted By: Don
McDaniel
Jr., County
Manager,
County
Manager
Department: County Manager

Presenter's Name: Don McDaniel

Information

Request/Subject

Presentation and discussion of 8 proposed Countywide operational policies.

Background Information

This is a continuation of the development of the Countywide Policy Manual which was
initiated by staff. The Manual currently contains Board adopted Policies as follows: 1)
Access to Public Records, 2) Call to the Public, 3) Departmental Bank Accounts, 4)
Procurement Contracts, 5) Procurement Purchasing, 6) Fund Transfers, 7) Grant
Acceptance and Administration, 8) Travel Prepayment, Advances & Reimbursement,
9) Payroll Authorization, 10) Conflict of Interest, and 11) Election Security and
Integrity.

Evaluation

The Countywide Policies Development and Review Committee which is a committee of
the Management Team, has drafted 7 new policies and revised 1 existing policy for
Board review and consideration. The 7 new policies are as follows: 1) Funds Transfer,
2) Capitalization of Fixed Assets, 3) Disposal of Fixed Assets and Inventory, 4) Cash
Receipts and Deposits, 5) Fund Balances, 6) Boards, Commissions and Committees,
and 7) Community Agency and Economic Development Funding. The revised policy is
Disclosure of Conflict of Interest.

All of these policies are intended to improve and standardize internal operations in
Gila County. They will help establish consistency and fairness in the key processes
that effect all departments.

Conclusion

Staff will present each Policy for discussion and feedback during the June 19th Work
Session. Depending upon the comments and input they will be prepared in Final
Draft Form for Board consideration at a future Regular Meeting.

Recommendation



Staff recommends that the Board consider and discuss the 8 draft policies presented
during the Work Session and allow them to proceed to final draft form and be placed
on a Regular Meeting agenda for approval.

Suggested Motion
Presentation and discussion of 8 draft policies for inclusion in the Countywide Policy
Manual. (Don McDaniel)

Attachments

Disclosure of Conflict of Interest Revised Policy and New Procedures
Community Agency and Economic Funding Draft Policy and Procedures
Capitalization of Fixed Assets Draft Policy

Fund Balance Draft Policy

Assigning Fund Balance Draft Procedures

Disposal of Fixed Assets and Inventory Draft Policy

Disposal of Fixed Assets and Inventory Draft Procedures

Funds Transfer Draft Policy

Cash Receipts and Deposits Draft Policy

Cash Receipts and Deposits Draft Procedures

Boards, Commissions and Committees Draft Policy

Boards, Commissions and Committees Staff Liaison's Handbook-Draft

Page 11 of Staff Liaison's Handbook-BCC Membership List Form




Gila County Policy
DISCLOSURE OF CONFLICT OF
INTEREST

Policy Number: BOS-HRS-0607

Page

Adopted by BOS 12-13-2005
(Former Number: BOS-4-2(05)
Revised: 00-00-2012

1ofl

L. PURPOSE:

The purpose of this policy is to ensure compliance with A.R.S. § 38-501 through §38-
511. His designed to preserve and promote the integrity of the workplace throughout

Gila County.

DEPARTMENTS AFFECTED: All Gi

Offices.

1L POLICY:

Annually, all public officers a

riployees shall
Questionnaire and a Conflict of tere“"""'

iplete a Conflict of Interest
atement tor'submlttal to and consideration of

‘ounty Divis{dﬁgj{@epartmen’ss and Elected

the Board of Superwsors Employee mchi | -'Sa-aH persons empioyed on a full-time, part-

time, and contract basxs

SIGNATURES:

CHAIRMAN, BOARD OF SUPERVISORS

+ See attached administrative procedures,

DATE
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GILA COUNTY DISCLOSURE OF CONFLICT OF INTEREST PROCEDURES

DEFINITIONS:
A. Relative

Relative includes spouse, child, child’s child, parents, grandparents, brother or sister
of the whole or half blood and their spouses and the - parent, brother, sister or child of
a spouse, a substantial interest of a relative is consic ered a substantial interest of the

employee.

B. Substantial Interest

t confers a pecuniary 'onetary) or
rect or md ect, which'is 3
s oran employee s reiatwe must be

om participating in any manner in

A substantial interest is any intere
proprietary (ownership) interest, cither:
interest, Any substantial i

losed and donot prevent participation in an
msidered significant enough to influence a

4. Employee or employee’s relative is a member of a non-profit cooperative
marketing association

5. Employee or employee’s relative owns less than 3 percent of the shares for a for-
profit corporation, provided the total annual income from dividends, including the

Disclosure of Conflict of Interest Procedures referencing Policy Number BOS-HRS-007
Page 1 of 3



value of stock dividends, from the corporation, does not exceed 5 percent of the
corporation to the person do not exceed an additional 3 percent of his/her total
family income.,

6. Empioyee or employee’s relative is reimbursed for actual and necessary expenses
incurred in the performance of official business

7. Employee or employee’s relative is a recipient of public services generally
available to the public '

8. Empioyee or employee’s relative is a pub
agency unless the action of that agenc

'c_gir or employee of another public
ild confer a direct economic benefit or
s family+:.

detriment upon the emplovee or emy

b

9. Employee or employee a member of a trade;' Usiness, occ@éﬁon or
professional association or class of'persons consisting of at least.10 members
whose interest is no greater than the interest-of any other memberiof that or

similar groups

IL PROCEDURES:

A. General uirements and Objec

B. Responsibilities of Employees

Any employee who has, or whose relative has, a substantial interest in any contract,
sale, purchase, service or decision of Gila County shall promptly do two things:

1. make known that interest in the files maintained by the Chief Deputy Clerk of the
Board of Supervisors; and

Disclosure of Confiict of Interest Procedures referencing Policy Number BOS-HRS-007
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2. refrain from voting or participating in the employee’s official capacity in any
manner in the contract, sale, purchase, service or decision

C. Appearance of Impropriety and the Gila County Standard of Conduct Policy

It is important to recognize that the appearance of a conflict of interest may also
damage public trust and confidence in local government and may impair Gila

County’s ability to conduct its legitimate operation,
required to scrutinize their actions to avoid situati
to affect their own or their relatives’ private o 1
employees must adhere to Gila County s Mi
Standards of Conduct,

‘For this reason, employees are
where their official acts appear
ness interests. All County

' ules and Policies — Rule 6 —

D. Violations

r departmental pro;c::'edures shall be
t System Rules and Policies.

ay also be subject to criminal
prosecution and forfeiture of ¢ pioyment as prowdéé y law.

Violations of A.R.S. § 38=
handied in accordance w
Employees who violate A.

Disclosure of Confiict of Interest Procedures referencing Policy Number BOS-HRS-007
Page 3 of 3



Attachment A

CONFLICT OF INTEREST QUESTIONNAIRE

Date

Office/Department

Elected Official/Employee

Title

Pursuant to Arizona Revised Statutes § 38-501 thru § 38-511, every public officer or employee of Gila County who has a
“substantial interest” in any contract, sale, purchase, service or decision involving any department or elected official of Gila
County government, shall “make that interest known in the official records of Gila County” and shall refrain from voting upon or
otherwise participating in any manner in such contract, sale, purchase, service or decision.

Al elected officials and employees of Gila County government shall complete, sign, and return this Questionnaire to the
Clerk of the Board of Supervisors.

I the anigwer torany of the Tollowing quesdony i the affirmative {Yes), then theelected offictal or employee must “make
known the substantial interest” by filing the Gila County Conflict of Interest Statement with the Clerk of the Board of
Supervisors:

i. Do you OR any of your relatives have currently or expect to have within the next 12 months, a substantial interest in
any cotitract, sate, purchase, or service with Gila County government including any of its elected officials?

YES orNO__

2. Do you OR any of vour relatives currently or expect to have within the next 12 months, a substantial interest in any
decision of Gila County government inclading any of its elected officials?

YES or NO

3. Do you OR any of your relatives currently supply any equipment, material, suppiies or services {outside of services
related to your employment) to Gila County government including any of'its elected officials and/or have vou or
any of your relatives received the award or contract without going through a public competitive bidding process?

YES or NO

Definitions per Arizona Revised Statutes § 38-501- § 38-511;

RELATIVES specifically mean, spouse, child, grandchild, parent, grandparent, brother, sister, of the whole or half blood, and
their spouses and the parent, brother, sister, or child of a spouse.

SUBSTANTIAL INTEREST specifically means, any pecuniary (monetary) or proprietary (ownership) interest, either direct or
indirect, other than a remote interest.

OTHER PERTINENT DEFINITIONS can be found in AR.S. § 38-502.
I'have read, and signed this one (1) page Cenflict of Inierest Questionnaire this day of .20 andi

understand that | must file a Conflict of Interest Statement with the Gila County Clerk of the Board of Supervisors if I answer
YES to any of the above questions,

Signature



Attachment B

GILA COUNTY
CONFLICT OF INTEREST STATEMENT
(Elected Official/Employee)

Date

Office/Department

Elected Officiat/Employee

Title

NOTICE OF A SUBSTANTIAL INTERESTIN A GILA COUNTY
CONTRACT, SALE, PURCHASE, SERVICE, OR DECISION

Pursuant to A.R.S. § 38-501 through § 38-511, [, _
heteby make known my sidbstantial interest as described betow

{ Attach additional documentation if necessary.)

1. [ currently have or expect {0 have withi:r:; he next 12 months, a substantial interest in a contract, sale,
purchase, or service with Gila County g yment including any of itsietected officials, as foilows:

2. 1 currently havtf,3{:’l_}‘ expect to Haﬁé:;within the next | 2.3.=_m<mths, a substantial interest in a decision of Gila
County government:including any:of its clected officials, as foliows:

tate statute states that, h Cr or employee of a public agency shall supply to such public
:'agency any equiprent, material, suppheq or services, unless pursuant to an award or contract let after
iblic;competitive bidding, except that: Political subdivisions other than school districts may purchase
i their governing de]ES without using public competitive bidding procedures, supplies, materials
and equipment not exceeding three bundred dotlars in cost in any singie ransaction, not to exceed a rotal
of one thousdnc dol]drs sannuetly, from a member of the governing body if the policy for such purchases
is approved annially

[ hereby file this Conflict of Interest Statement with the Clerk of the Board of Supervisors and agree to refrain
from voting or otherwise participating in any manner as an elected official or employee in such contract, saie
purchase, service or decision.

Signed the day of 20 Received by:

Name and Title

Elected Official/Emplovee Signature Date

Conflict of interest Statement
Page I of 1



Attachment C

GILA COUNTY
CONFLICT OF INTEREST STATEMENT
(Relative)

Date

Office/Department

Eiected Official/Employee

Titte

NOTICE OF A SUBSTANTIAL INTEREST/IN A GILA COUNTY
CONTRACT, SALE, PURCHASE, SERVICE, OR DECISION

* Pursuant to A.R.S. § 38-501 through § 38-511, 1, )
hereby make kanown my relatives’ substantial interest as described” beiow i

(Attach additional documentation if necessar_y.)

1. My relative currently has or expects to-have within the next 12 months -z substantial interest in a
contract, sale, purchase, or service with G]ia County govcmmcnt inctudingany of its elected officials,
as follows: :

[

My relative current]v has or expc,cts to have w1thm 4he next 12 months, a substantial interest in &
decision of Gila: Cmmty gnvemmcnt including any Gf its elected officials, as follows:

RI)LATIVES specificalty mieg 1, SPOUSE, chlid‘,:.grandchlid parent, grandparent, brother, sister, of the whole
or half: blood and their spouse: and the parent, brother, sister, or child of a spouse.

I hereby filethis:Conflict of Interest Statement with the Clerk of the Board of Superwsors and agree to
refrain from voling.or otherwisg:participating in any macner as an elected official or employee in such
coniract, sale, purchaSL servigeror decision.

Signed the day-_q_f- 20 Received by:

Name and Title

Elected Official/Employes Signature Date

Conflict of Interest Statement
Pagel of



| Gila County Policy Policy Number: BOS-FIN-015 Page
Community Agency and Economic Adopted by BOS: 00-00-2012 1of1
Development Funding Revised: 060-60-0000
I. PURPOSE:

The Conmmunity Agency and Economic Development Funding Policy 1s adopted to allow
the Gila County Board of Supervisors and staff to provide aj
and/or economic development activities by funding non-p

ropriate County services
ntities, (community

services and activities.

DEPARTMENTS AFFECTED: A_}I- i
Offices. -

I1. POLICY:

Board of Sﬁpﬂ ‘
Arizona Revise

ViSO .determmes are for the benefit of the public in conformance with
statute §11-254. Contribution for economic development; and §11-
254.04. Expenditures for economic development: definition.

SIGNATURES:

CHAIRMAN, BOARD OF SUPERVISORS DATE

+ See attached administrative procedures.



GILA COUNTY COMMUNITY AGENCY AND ECONOMIC DEVELOPMENT
FUNDING PROCEDURES

L DEFINITIONS:
NONE
11. PROCEDURES:

A. General Requirements and Objective

wnity A geﬁgy and Beonomic

Annually, County staff shall develop a Con
' ' it entmes (commumty' agenmes), cities,

be published ifi the budget, but will be
wling levels for the budget line items of

”mlted to non-profit agencies, cities, towns or other
he purpose of the funding shall be to provide services to the
“is authorized to provide in conformance with Arizona

~25’i Powers of the board; or for economic development

eConomic de- opment, and §11-254.04. Expenditures for economic development,

definition.

When a request is being considered for funding, Gila County may, with mutual
consent of the reciptent, provide in-kind services, man power, equipment, and
material in lieu of funding to meet the needs of specific requests.

Community Agency and Economic Development Funding referencing Policy Number BOS-FIN-0135
Page 1 of 3



C. Funding Process

1.

Funding requests must be submitted to the Gila County Finance Department on
the letterhead of the non-profit entity, city, town or other governmental agency.

Gila County will provide an intergovernmental agreement, a memorandum of
understanding or a contract which enumerates the specific services or activities to
be funded and provided. The intergovernmental agreement, memorandum of
understanding or contract must be signed by bot

Non-profit entities are defined as those enj o*ymg federa] tax exempt status with

the Internal Revenue Service.

1 d for each of the three (3) members of the
within their respective districts for

process and requirements of an intergovernmental agreement, memorandum of
understanding or contract.

The use of Constituent Funds to purchase products, goods or services is subject
to all Gila County open and competitive bidding and award policies and
procedures.

Community Agency and Economic Development Funding referencing Policy Number BOS-FIN-015
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4. Any other use of Constituent Funds not enumerated above is subject to prior
approval of the Gila County Board of Supervisors.

E. Hiring Temporary Employees

I. Submit a “Request to Post” and a “Payroll Authorization” to the Gila County
Human Resources Department. (Note: Allow a minimum of three (3) weeks fo
hire a temporary employee).

The “Request to Post” shall include:

a) A description of the specific Gila Count ___purpose and task to be
accomplished :

b) The job classification titleand its salary, grade and step;.‘

Community Agency and Economic Development Funding referencing Policy Number BOS-FIN-015
Page 3 of 3



Gila County Policy Policy Number: BOS-FIN-005 Page

Capitalization of Fixed Assets Issued: 04-01-2012 lofl

Revised: 00-00-0000

PURPOSE:

To establish Gila County policy for capitalization of real property, infrastructure, equipment,
works of art and historical treasures, intangible assets, donated assets and leased property.

POLICY:

This policy addresses the elements of financial reporting introduced by GASB Statement No. 34
and ensures that capital asset transactions are accounted for consistently and in accordance with
generally accepted accounting principles.

It is the policy of the Gila County Board of Supervisors that:

A. Responsibility

1. The Finance Department is responsible for the overall management and accuracy of the
asset management system.

2. Divisions / Departments and Elected Offices are responsible for the safeguarding and

accounting for property in accordance with County policy and County administrative
procedures.

B. Assets

1. Capital asset transactions addressed in this policy include all equipment, land, buildings,
infrastructure, works of art and historical treasures, intangible assets and leasing
transactions of the County's government-wide activities and proprietary funds.
2. The capitalization thresholds for the various assets classifications are as follows:
a. Land, land improvement and right of ways (easements): Capitalize regardless of cost.
b. Buildings: Capitalize if valued at $5,000 and above.

c. Infrastructure, Works of Art and Historical Treasures and Intangible Assets:
Capitalize if valued at $5,000 and above.

d. Equipment: Capitalize if valued at $5,000 and above with useful life of greater than one
year.

3. Departments will maintain inventory records for all equipment costing $500 to $4,999.
These are more commonly referred to as Controlled Assets.

SIGNATURES:

CHAIRMAN, BOARD OF SUPERVISORS DATE




Gila County Policy Policy Number: BOS-FIN-009 Page

Fund Balance Issued: 04-01-2012 lofl

Revised: 00-00-0000

PURPOSE:

The purpose of this policy is to establish a key element of the financial stability of Gila County by
setting guidelines for fund balance. Unassigned fund balance is an important measure of economic
stability. It is essential that Gila County maintain adequate levels of unassigned fund balance to
mitigate financial risk that can occur from unforeseen revenue fluctuations, unanticipated
expenditures, and similar circumstances. The fund balance also provides cash flow liquidity for
Gila County’s general operations.

POLICY:

Fund balance refers to the difference between assets and liabilities in the governmental funds
balance sheet. This information is one of the most widely used elements of state and local
government financial statements for analysis.

One central importance of the credit reviews performed by municipal bond analysts; fund balance
information also is used by oversight bodies, federal, state, county and local legislators to assess the
financial health of an organization. Additionally, financial statement users examine fund balance
information to identify the available liquid resources that can be used to repay long-term debt,
reduce property taxes, add new educational programs, expand existing ones, or enhance the
financial position of government entities.

Governmental Accounting Standards Board (GASB) has found that its usefulness and the value of
fund balance information provided is significantly reduced by misunderstandings regarding the
message that it conveys, and the inconsistent treatment and financial reporting practices of
governments.

SIGNATURES:

CHAIRMAN, BOARD OF SUPERVISORS DATE

See attached Assigning Fund Balance Procedures




Gila County

Assigning Fund Balance Procedures

This Procedure will create the five new classifications of governmental fund balances required by
GASB No.54. The overall principal and goal of GASB No. 54 is to report governmental fund balances
based on a hierarchy that shows from the highest to the lowest, the level or form of constraints on fund

balance, and accordingly, the extent to which governments are bound to honor them.

Definitions:
Fund Equity - A fund's equity is generally the difference between its assets and its liabilities.

Fund Balance - An accounting distinction is made between the portions of fund equity that spendable
and nonspendable. These are broken up into five categories:

1) Nonspendable Fund Balance - Includes amounts either not in spendable form or legally or
contractually required to be maintained intact. This would include inventory, prepaids, and non-
current receivables such as long-term loan and notes receivable and property held for resale
(unless the proceeds are restricted, committed or assigned). This also includes amounts that are
legally or contractually required to be maintained intact (principal balance of endowments and
permanent funds).

2) Restricted Fund Balance - Reflects the same definition as restricted net assets on the
government wide Statement of Net Assets: constraints placed on the use of amounts are either
externally imposed by creditors (such as through debt covenants), grantors, contributors, or laws
or regulations of other governments; or imposed by law through constitutional provisions or
enabling legislation.

3) Committed Fund Balance - Includes amounts that are committed for specific purposes by
formal action of the Board of Supervisors. Amounts classified as “committed” are not subject to
legal enforceability like restricted fund balance; however, those amounts cannot be used for any
other purpose unless the Board of Supervisors removes or changes the limitation by taking the
same form of action it employed to previously impose the limitation. The action to commit fund
balances must occur prior to year end; however, actual amounts can be determined in the
subsequent period.

4) Assigned Fund Balance - Amounts that are intended to be used for specific purposes, but are
neither restricted nor limited, should be reported as assigned fund balance. Intent should be
expressed by the Board of Supervisors itself or a subordinate high-level body or official
possessing the authority to assign amounts to be used for specific purposes in accordance with
policy established by the Board of Supervisors. This would include ANY activity reported in a
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fund other than the General Fund that is not otherwise restricted more narrowly by the above
definitions. No one is allowed to assign balances that result in a residual deficit.

5) Unassigned Fund Balance - Includes any remaining amounts after applying the above
definitions (amounts not classified as nonspendable, restricted, committed or assigned). Planned
spending in the subsequent year’s budget would be included here and can no longer be described
as “designated” unless formally committed or assigned. Special rules exist for using this
classification in funds other than the General Fund. In funds other than the General Fund
unassigned only used if the balance is negative, therefore, the General Fund is the only fund that
will report a positive unassigned balance.

Committed Fund Balance - The Board of Supervisors is the highest level of decision-making
authority for Gila County. The formal action that is required to be taken to establish, modify, or
rescind a fund balance commitment is a resolution approved by the Board of Supervisors. The
resolution must either be approved or rescinded, as applicable, prior to the last day of the fiscal year
for which the commitment is made. The amount subject to the constraint may be determined in the
subsequent period.

Assigned Fund Balance -The Board of Supervisors of Gila County has authorized the County’s
Finance Director as the official authorized to assign fund balance to a specific purpose as approved by
this fund balance policy.

Minimum Unassigned Fund Balance - It is the goal of Gila County to achieve and maintain an
unassigned fund balance in the General Fund equal to 18-25 % of expenditures. Gila County
considers a balance of less than 10% to be cause for concern, barring unusual or deliberate
circumstances. If unassigned fund balance falls below the goal or has a deficiency, Gila
County will transfer funds from its General Fund Contingency Fund. The initial distinction
that is made in reporting fund balance information is identifying amounts that are considered
nonspendable, such as fund balance associated with inventories or fixed assets.

Order of Expenditure of Funds - When multiple categories of fund balance are available for
expenditure (for example, a construction project is being funded partly by a grant, funds set aside, and
unassigned fund balance), the identification will start with the most restricted category and spend
those funds first before moving down to the next category with available funds.

Stabilization or “Rainy Day” Fund - If Gila County were to establish a stabilization fund, even
though not recognized under Uniform Financial Accounting & Reporting System (UFARS), then it
must be described in specific detail the resources committed and the circumstances that define the use
of the funds. Using terminology such as "emergencies” or "revenue shortages” is not specific enough
for GASB 54. If Gila County does not have a more specific policy, the fund will be reported as part of
the General Fund as committed.
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The requirements in GASB No. 54 will improve financial reporting by providing fund balance
categories and classifications that will be more easily understood. Elimination of the reserved
component of fund balance in favor of a restricted classification will enhance the consistency between
information reported in the government-wide statements and information in the governmental fund
financial statements and avoid confusion about the relationship between reserved fund balance and
restricted net assets. The fund balance classification approach in this Statement will require
governments to classify amounts consistently, regardless of the fund type or column in which they are
presented. As a result, an amount cannot be classified as restricted in one fund but unrestricted in
another. The fund balance disclosures will give users information necessary to understand the
processes under which constraints are imposed upon the use of resources and how those constraints
may be modified or eliminated. The clarifications of the governmental fund type definitions will
reduce uncertainty about which resources can or should be reported in the respective fund types.
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Gila County Policy Policy Number: BOS-FIN-014 Page
Disposal of Fixed Assets and Inventory Issued: 04-01-2012 lofl

Revised: 00-00-0000

PURPOSE:

The purpose of the Disposal of Assets and Inventory Policy is to establish policies and procedures
governing the activities for Divisions / Departments and Elected Offices in Gila County that will
ensure consistent management of all capital asset and inventory items.

POLICY:

The Board of Supervisors acts in all matters pertaining to the disposition of capital assets and
surplus materials hereby offer the following definitions and authorization as follows. All
disposition of assets or inventory must be processed and approved by the Procurement

Group.

Excess Materials: Materials which have a remaining useful life but which are no longer
required by the using department in possession of the materials.

Surplus Materials: Materials that no longer have any use to the County. This includes obsolete
materials, scrap materials and nonexpendable materials that have completed their useful life
cycle.

e Transfers: Transfer of excess or surplus materials between Gila County departments is the
responsibility of the transferring department. The department transferring a capital asset to
another department within the County organization shall fill out a Capital Asset Change Report
Form.

e Lost, Stolen, or Destroyed: Lost, stolen, or destroyed assets will be investigated by the
Division / Department Head, Elected Official or the Risk Manager and/or the necessary law
enforcement agency.

« Damaged or Obsolete: Before damaged or obsolete capital assets are salvaged/disposed, a
Capital Asset Change Report Form must be submitted to the Finance Department.

« Disposition: Disposition of capital assets will be arranged by the Finance Department in
accordance with sale requirements prescribed in the Arizona Revised Statutes, or federal
regulations, when applicable.

SIGNATURES:

CHAIRMAN, BOARD OF SUPERVISORS DATE

See attached Disposal of Fixed Assets and Inventory Procedures







Gila County
Disposal of Fixed Assets and Inventory Procedures

The purpose of the Disposal of Assets or Inventory Procedure is to describe the specific procedures
governing the activities for Elected Officials, Special Districts, and employees in Gila County that will
ensure consistent management of all capital asset and inventory items. (This is an excerpt of the
full Procurement Group Procedures for the County)

8.1 Definitions (ARS § 41-2601)

1.  Excess Materials. Materials which have a remaining useful life but which are no
longer required by the using department in possession of the materials.

2.  Nonexpendable Materials. All tangible materials which have an original
acquisition cost over an amount set by regulation and a probable useful life of more
than one year.

3. Surplus Materials. Materials that no longer have any use to the County. This
includes obsolete materials, scrap materials and nonexpendable materials that have
completed their useful life cycle.

4. Equipment. Capital asset items, real property or personal property which
requires a purchase order to procure.

8.2 Disposition
1. The Procurement Group may act on behalf of the county in all matters pertaining
to the disposition of excess and surplus materials.

2. No department shall transfer, sell, trade-in, condemn, or otherwise dispose of
materials owned by the county without written authorization of the Procurement
Group.

3. Department shall notify the Procurement Group of all excess and surplus
materials on such forms and at such times as that officer may prescribe. The
Procurement Group shall determine the fair market value of excess and surplus
property.

4. The Procurement Group shall facilitate the transfer of excess or surplus materials
to or between other county agencies, other units of government and eligible nonprofit
institutions.
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8.2.1. Disposition of Surplus Material

County surplus materials may be offered through competitive public online surplus
auction or thru a public attendance auction.

Online Auction
If the using department would like surplus material placed on the online auction the
following procedures shall apply:

a. Requesting department shall notify the Procurement Group requesting
material placed on auction. Procurement will forward the department the
electronic Surplus Material Auction Request Form, Exhibit “O“, or the
Auctioned Vehicle Information Sheet, Exhibit “P”, to completed and return to
the Procurement Group. (Note: Material shall remain in department until
picked up by winning bidder.)

b. Before items “controlled assets” approved with grant funds can be
disposed of the responsible department must request and receive approval
from the granting agency.

c.  Once the Procurement Group receives the information the item(s) will be
placed on the Public Surplus Auction site at www.publicsurplus.com.

d. After notification is received from the online auction of a winning bidder
the Procurement Group will work with the winner concerning payment and
pick up of the material.

e. The Procurement Group will complete the Equipment Disposition Form,
Exhibit “Q” and submit to the Accounting Group upon completion of sale and
item pickup.

Public Auction
If the using department would like surplus material auctioned at a public attendance
auction the following procedures shall apply:

a. Seeitems 8.2.1.a,b above.

b. Once the Procurement Group receives the information a “Notice of Public
Auction” is written to be sent to the posting newspaper to be published 30
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days before auction is held, per A.R.S. §11-251(9). The notice must contain a
description of the item and date/time/place of the auction.

c. The “Notice of Public Auction” shall be placed in the Agenda Quick
system to go before the Board of Supervisors for approval to advertise to
post and to be determined by the Board as surplus material.

d. Upon Board approval the notice is sent to the newspaper for publishing.

e. After the item is auctioned off items 8.2.1.d,e, shall be completed.

8.2.2 Allocation of Proceeds from Sale of Surplus Material

a. County government departments (A.R.S. §41-1713(B)(6), that originally
purchased a material with General Fund monies shall not be reimbursed for its
sale.

b. Departments that originally purchased a material with Special Revenue
Fund monies, such as grants, transportation tax, federal funds, highway
revenue funds, etc., shall be reimbursed, less online surplus auction fee.

c. If the material is part of a trial involved with the County Attorney’s Office
the proceeds shall be deposited into the County Attorney Racketeering Fund
Account minus the auction fee.

d. If the material is part of a seizure by the Sheriff’s Office the proceeds shall
be deposited into the Sheriff Seized Eq Recapture Account minus the auction
fee.

8.2.3 Auction Revenues

Monies received from the sale of auction items shall be processed by the
Procurement Group as follows:

a. Treasurer’s Receipt completed containing information about the item i.e.,
serial number, vehicle identification number, model, make, description, asset
number and auction number.

b. There is a 7.5% auctioneer commission fee charged on all electronic
auction sales which will be coded to account 1005.205_3900.15(?).

c. The Treasurer’s Receipt is to be signed by the individual processing in
Procurement and approved and signed by the Accounting Group.
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d. Once signed the monies and Treasurer’s Receipt are to be given to the
Treasurers Department for processing.

8.3 Lost, Stolen, or Destroyed Nonexpendable Material (General Fixed Assets)

The theft of nonexpendable material shall be immediately reported to the appropriate
law enforcement agency.

All lost, stolen or destroyed nonexpendable material shall be reported by the department
within ten (10) days after discovery of the loss to the Procurement Group.

1. The Procurement Group shall delete such nonexpendable material from the
inventory.

2.  Any such material deleted from the inventory that is subsequently located shall
be added back to the inventory.
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Gila County Policy Policy Number: BOS-FIN-009 Page

Fund Balance Issued: 04-01-2012 lofl

Revised: 00-00-0000

PURPOSE:

The purpose of this policy is to establish a key element of the financial stability of Gila County by
setting guidelines for fund balance. Unassigned fund balance is an important measure of economic
stability. It is essential that Gila County maintain adequate levels of unassigned fund balance to
mitigate financial risk that can occur from unforeseen revenue fluctuations, unanticipated
expenditures, and similar circumstances. The fund balance also provides cash flow liquidity for
Gila County’s general operations.

POLICY:

Fund balance refers to the difference between assets and liabilities in the governmental funds
balance sheet. This information is one of the most widely used elements of state and local
government financial statements for analysis.

One central importance of the credit reviews performed by municipal bond analysts; fund balance
information also is used by oversight bodies, federal, state, county and local legislators to assess the
financial health of an organization. Additionally, financial statement users examine fund balance
information to identify the available liquid resources that can be used to repay long-term debt,
reduce property taxes, add new educational programs, expand existing ones, or enhance the
financial position of government entities.

Governmental Accounting Standards Board (GASB) has found that its usefulness and the value of
fund balance information provided is significantly reduced by misunderstandings regarding the
message that it conveys, and the inconsistent treatment and financial reporting practices of
governments.

SIGNATURES:

CHAIRMAN, BOARD OF SUPERVISORS DATE

See attached Assigning Fund Balance Procedures




Gila County Policy
Cash Receipts and Deposits

Policy Number: BOS-FIN-010

Page

Issued: 04-01-2012
Revised: 00-00-0000

lofl

I.  PURPOSE:

The purpose of this policy is to provide guidelines for the handling of cash.

DEFINITIONS: Cash - currency, coin, money orders, checks, credit card transactions and

Automated Clearing Housing (ACH) wire transfers. Other negotiable

instruments may be considered cash.

Il.  POLICY:

Division of duties in the handling of cash is one of the most effective ways to ensure control over this
asset. No individual is to have complete control in the handling of cash. Specifically, there is to be a
separation of duties in the actual handling of cash, recording transactions, and reconciling bank
accounts. Employees handling cash are to be assigned duties that are complementary to, or checked
by, another employee. The person receiving cash must not have authority to sign checks and reconcile

bank accounts and should not be able to access accounting records other than cash receipts.

The County is to follow all guidelines as outlined by Arizona Revised Statutes. The use of ACH
direct transfers is the most effective and efficient means of handling receipts and deposits of cash
and it suggested that whenever possible this method be utilized. Receipts and deposits should be
directed to the County’s account with its servicing bank.

SIGNATURES:

CHAIRMAN, BOARD OF SUPERVISORS

See attached Cash Receipts and Deposit Procedures

DATE




Gila County
CASH RECEIPT and DEPOSIT PROCEDURES
A Cash Receipt Forms - Cash receipt forms that are pre-numbered and numerically controlled

must be prepared for all cash receipts. They may be handwritten or generated by a computer
system or cash register.

When manual receipts are used, forms should be issued to cashiers in books or blocks. A
responsible employee must be assigned to maintain custody of un-issued receipt forms in a
secure location. A log may be used to record the sequence of receipts issued, date issued and to
whom issued. This log should be reviewed periodically to account for all cash receipts.

B. Mail Receipts - Mail receipts should be received by employees who are not responsible for
maintaining accounting records. Whenever possible, mail is to be opened by two persons.
Immediately upon receipt, all checks, warrants, drafts, and money orders must be restrictively
endorsed "For Deposit Only" to the credit of the county.

A listing of all cash receipts should be prepared with the following information for each
receipt: The name of the person or organization remitting the cash, the purpose for the
remittance, the amount of the remittance and the form of the remittance (cash or check). Both
employees should sign and date the listing to document responsibility for verifying the
receipts and preparing the listing. At the end of the day, the mail receipts listing will be used to
aid in preparing the daily cash receipts summary and reconciling cash collections to total
receipts less refunds. Cash should be maintained in a safe or locked drawer until deposited
with the Treasurer.

C. Over - the - Counter - Receipts - At each location where cash is received over-the-counter, at
least one employee should be designated as cashier. Access to cash registers and cash boxes
should be restricted to cashiers. Each cashier should be assigned a separate cash drawer that
only that cashier may access while on duty. This drawer should be locked during the cashier’s
absence. If cash registers are used, controls should include locked-in totals, visible amounts of
sales, and receipts for customers, and over- under vouchers.

Receipts and tapes generated by cash registers should include the date, codes to identify the
transaction, the clerk performing the transaction, the amount received, and a code for the department, if
applicable. Computer generated and handwritten receipt forms should include the date, the name of the
person remitting the cash, the purpose, and the amount received. If receipt forms are prepared
manually, the cashier should initial the form to document responsibility for the receipt of cash.

A receipt should be provided to the person who made the payment and a copy retained. The cash
received should be placed in the cash register, locked cash box, safe, or locked drawer.

If a cashier makes an error, the cash receipt form should be voided and retained for documentation
and an over-ring - or under-ring voucher should be completed, if appropriate. The voucher should be
approved by a supervisor.
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Daily Cash Receipts Reconciliation

A balance and summary of all cash receipts is to be prepared daily. Any shortages or overages are to be
carefully investigated and, to the extent possible, corrected. The daily cash receipts summary should
be signed by the cashier as preparer and the cashier should prepare a bank deposit slip. A supervisor
should review for accuracy and completeness and sign the summary to document the review.

The cashier or another designated employee, other than the bank account custodian, should deposit the
cash receipts with the County Treasurer. A validated bank deposit ticket should be obtained and
attached to the daily cash receipts summary. The supervisor should compare the validated deposit ticket
to a copy of the original deposit ticket and daily cash receipts summary to determine the proper amount
was deposited. The daily cash receipts should be posted to the appropriate accounting record daily.

Cash Shortages/Overages

1. If a shortage or overage occurs in the daily cash receipts, fully explain the variance in the daily cash
receipts summary.

2. All overages in the daily cash receipts are to be deposited to the General Fund.

3. Any shortage in the daily cash receipts must be recorded as a reduction in revenue. Revenue
cannot be recorded in excess of total cash receipts.

4. If excessive and/or repetitive shortages or overages persist in the daily cash receipts, the agency
must take the applicable personnel actions to resolve the problem. This may include disciplinary
action up to and including discharge of the employee.

Deposits

Cash receipts should be deposited intact at least weekly. If the cash receipts are significant (i.e., over
$500), they should be deposited intact daily. There should be adequate physical facilities (i.e., fire
proof safes, locking file cabinets) for the safeguarding of cash prior to deposit. Safe combinations and
keys to cash boxes or files must be restricted to an essential number of employees.
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Gila County Policy Policy Number: BOS-COB-002 Page
BOARDS, COMMISSIONS AND Adopted by BOS: lofl
COMMITTEES Revised:

l. PURPOSE:

The purpose of this policy is to establish uniform appointment and operational guidelines
for existing or future members of Gila County Boards, Commissions and/or Committees
(BCCs).

POLICY:

The Chief Deputy Clerk of the Board of Supervisors has responsibility to coordinate with
all Staff Liaisons to ensure compliance with all of the requirements for BCCs assigned to
each Staff Liaison.

All Staff Liaisons, as designated by the County Manager, are responsible to ensure that
members of any BCC appointed by the Board of Supervisors adhere to all applicable state
statutes and/or bylaws of a specific board, commission or committee and any other
requirements as outlined in the Staff Liaison’s Handbook.

SIGNATURES:

CHAIRMAN, BOARD OF SUPERVISORS DATE

* See attached Boards, Commissions and Committees Staff Liaison’s Handbook




AUTHORITY AND RESPONSIBILITIES:

Clerk of the Board of Supervisors Department

The Clerk of the Board of Supervisors Department maintains the official file for all Gila
County Boards, Commissions and/or Committees (BCCs). The official file contains
information regarding the creation of the Board, Commission and/or Committee, the
scope, membership roster, statutory disclosure and meeting information as prescribed by
the Arizona Revised Statutes and further defined in the Arizona Attorney General’s
Handbook, Chapter 7 — Open Meetings.

To ensure compliance with all of the requirements for Boards, Commissions, and/or
Committees, the Chief Deputy Clerk of the Board of Supervisors shall:

e Finalize matters relating to BCCs on the meeting agenda for Board of Supervisors’
action.

e Maintain/update the Gila County Board of Supervisors’ Boards, Commissions and/or
Committees Manual on a monthly basis for distribution. This manual provides
summary information on each established Board, Commission and/or Committee.

e Ensure that all signed Loyalty of Oath of Office for each Member is filed in the Clerk
of the Board of Supervisors Department. (A sample form is attached.)

e Update and maintain information on the membership and terms of office for all Gila
County BCCs on the Gila County website.

¢ In conjunction with the County Attorney’s Office, provide orientation and training to
Staff Liaisons and Gila County staff for compliance with the Arizona Open Meeting
Law and on any statutory or departmental procedures relating to BCCs.

e Update and distribute a Membership List to those individuals who have been issued a
Gila County Board of Supervisors’ Boards, Commissions and/or Committees Manual
and to the appropriate Staff Liaison within one week from the time the Board of
Supervisors takes an official action on any BCC.

Staff Liaison

Each individual Board, Commission and/or Committee has an assigned Staff Liaison.
The Staff Liaison shall:



Attend training conducted by the Clerk of the Board of Supervisors Department to
gain a thorough understanding of all statutory and procedural responsibilities of this
position.

Notify any new Member and new County staff of the date, time and location of
orientations and trainings as scheduled by the Clerk of the Board of Supervisors
Department.

Ensure that the appointee file an executed/notarized Loyalty Oath of Office with the
Chief Deputy Clerk of the Board prior to participating in any official Board,
Commission and/or Committee pursuant to A.R.S. §38-231 and 838-2901. Members
have no voting rights until they have executed their Loyalty Oath.

Provide an information packet to each newly appointed Member which contains the
following:
- a notification letter of appointment (A sample letter is attached.)
- a copy of the Arizona Attorney General’s Open Meeting Law Handbook,
Chapter 7 — Open Meetings and Chapter 8 — Conflict of Interest; and,
- a Loyalty Oath of Office

File a Disclosure Statement with the Clerk of the Board of Supervisors Department
and update/amend as necessary. (A sample form is attached.)

Post all Notices of the Board, Commission and/or Committee meetings within the
statutory 24 hour limit.

Ensure that each Member meets attendance requirements. (If a Member does not
meet attendance requirements, prepare and submit the Member’s dismissal/removal
from office on a future Board of Supervisors’ meeting agenda.) (A sample meeting
attendance policy and roster is attached.)

Set matters relating to Boards, Commissions and/or Committees on the meeting
agenda for Board of Supervisors’ action through the AgendaQuick™ electronic
meeting agenda system in a timely manner.

Notify the Chief Deputy Clerk for the following:

1. Members’ resignations or other vacancies.



2. Changes in officers, structure or function of a Board, Commission and/or
Committee.

3. Changes in meeting location or standard meeting dates and times.

4. Changes in any applicable statutes and/or bylaws for any Board, Commission
and/or Committee.

Member

Upon acceptance of an appointment, a Member shall:

Pursuant to A.R.S. 838-431.01(G), a person elected or appointed to a public body
shall review the open meeting law materials at least one day before the day that
person takes office.

Immediately execute a Loyalty Oath of Office and file it with the Clerk of the Board
of Supervisors Department. Elected Officials appointed to Boards, Commissions
and/or Committees are not required to execute another Loyalty Oath. Members are
not eligible to vote until they have executed and filed their Loyalty Oath.

Attend scheduled meetings. Lack of attendance can result in a lack of a quorum,
thereby, hindering the activities of the respective Board, Commission and/or
Committee. If the occasion arises when a Member cannot attend, the Member should
notify the Staff Liaison.

Members may be dismissed/removed from office due to:

Failure to meet attendance requirements. Members who miss 4 consecutive meetings
or 40 percent of the meetings in a calendar year could be removed from the respective
Board, Commission and/or Committee.

Failure to execute and file a Loyalty Oath.

Having been appointed with the designation which states, “Serving at the discretion
of the Board.”



GENERAL INFORMATION:

The Board of Supervisors formally approves the establishment, composition, scope and
membership requirements for Gila County Boards, Commissions and/or Committees.

AGENDA PROCEDURES:

All appointments/reappointments to Boards, Commissions, and/or Committees must be
placed on a Board of Supervisors’ meeting agenda for official action.

e Board, Commission and/or Committee agenda items are to be submitted into
AgendaQuick™ by the Staff Liaison or his/her designee in accordance with the Board
of Supervisors’ AgendaQuick™ Meetings and Deadline Schedule. The following
materials need to be electronically attached to the agenda item: Membership list with
any proposed changes outlined in blue lettering, correspondence, resume, letter of
interest, etc.

e A hard copy of the agenda review form and all of the attachments must be delivered
to the Clerk of the Board of Supervisors Department in accordance with the Board of

Supervisors” AgendaQuick™ Meetings and Deadline Schedule.

e The Board of Supervisors’ AgendaQuick™ Meetings and Deadline Schedule is
located on the Gila County Intranet.

APPOINTMENT DESIGNATION DEFINITIONS:

e Statutory District Appointment. Member must reside within the supervisorial district
boundary from which he/she is appointed.

e Supervisor Appointment: Member unrestricted by district.
e Joint Appointment: Membership is comprised of appointments from different
jurisdictions. Appointments made by other entities are ratified by the Board of

Supervisors.

e County at Large: Members are unrestricted by district and can be recommended for
appointment by any supervisorial district or by the committee.



VI.

e Alternate Members: As defined by individual Committee criteria.

TRANSMITTAL FORMS:

Standard information is required to establish a new Board, Commission and/or
Committee, change the purpose, scope, appoint/reappoint members or amend
membership criteria. To assist in compiling this information, the following two forms
have been developed:

e Gila County Boards, Commissions and/or Committees Membership Form (A sample
form is attached.)

Provides information regarding names of Members, type of appointment, new
appointment or reappointment, dates of term of office, and length of term of office.

e Gila County Board, Commissions and Committees Report — Compliance Checklist
(A sample form is attached.)

Provides information for the establishment/amendment of a Board, Commission
and/or Committee stating the purpose, authorization, and meeting information.

ARIZONA OPEN MEETING LAWS OVERVIEW

The Staff Liaison provides a copy of the Arizona Attorney General’s Handbook, Chapter
7 — Open Meetings and Chapter 8 — Conflict of Interest, to each new appointee to a Gila
County Board, Commission and/or Committee. (The Open Meeting Law materials are
also available on the Gila County website.) The following is an abbreviated overview:

e Disclosure Statement

The first step to compliance is the filing of a Disclosure Statement by the public body
identifying where public notices of its meetings will be posted. This should be filed
with the Clerk of the Board of Supervisors Department prior to holding the first
meeting of a newly formed committee and updated/amended as needed.



Posting Notices

Public notice must be given for all public meetings and executive sessions at least 24
hours in advance. To establish order and uniformity in the posting of County notices,
the following procedures should be implemented:

1. All original meeting notices shall be filed with the Staff Liaison at least 48 hours
prior to a meeting to ensure compliance with statutory posting requirements. The
meeting notice must include the following information: location/address,
day/date, time and information on where to obtain a copy of the agenda.

2. The Staff Liaison will be responsible to ensure the meeting notice has been posted
in the official County places and any other designated places as listed on the
Disclosure Statement.

Loyalty Oath of Office

In accordance with A.R.S. §38-232, all appointed members are required to execute a
Loyalty Oath, with the exception of Elected Officials.

Conflict of Interest

Conflict of Interest is defined in A.R.S. 838-503 and further explained in the Arizona
Attorney General’s Handbook, Chapter 8. Any Board, Commission and/or
Committee member who by definition has a conflict of interest must file a statement
explaining the conflict with the Staff Liaison.

Minutes/Public Records

A.R.S. 838-431.01 (B), defines the minute/public record requirements for Boards,
Commissions, or Committees. BCCs required to take minutes should provide a copy
for inclusion in the Staff Liaison’s records.



LOYALTY OATH OF OFFICE
(Name), (Title), (Office)

I, the undersigned, hereby execute this document in compliance with A.R.S. 838-231; Officers and

employees

required to take loyalty oath; form; classification; definition

A.In order to ensure the statewide application of this section on a uniform basis, each board,
commission, agency and independent office of this state, and of any of its political subdivisions, and of
any county, city, town, municipal corporation, school district and public educational institution, shall
completely reproduce this section so that the form of written oath or affirmation required in this section
contains all of the provisions of this section for use by all officers and employees of all boards,
commissions, agencies and independent offices.

B. Any officer or employee who fails to take and subscribe to the oath or affirmation provided by this
section within the time limits prescribed by this section is not entitled to any compensation until the officer
or employee does so take and subscribe to the form of oath or affirmation prescribed by this section.

C. Any officer or employee having taken the form of oath or affirmation prescribed by this section, and
knowingly at the time of subscribing to the oath or affirmation, or at any time thereafter during the officer's
or employee’s term of office or employment, does commit or aid in the commission of any act to
overthrow by force, violence or terrorism as defined in section 13-2301 the government of this state or of
any of its political subdivisions, or advocates the overthrow by force, violence or terrorism as defined in
section 13-2301 of the government of this state or of any of its political subdivisions, is guilty of a class 4
felony and, on conviction under this section, the officer or employee is deemed discharged from the office
or employment and is not entitled to any additional compensation or any other emoluments or benefits
which may have been incident or appurtenant to the office or employment.

D. Any of the persons referred to in article XVIII, section 10, Constitution of Arizona, as amended, relating
to the employment of aliens, are exempted from any compliance with this section.

E. In addition to any other form of oath or affirmation specifically provided by law for an officer or
employee, before any officer or employee enters upon the duties of the office or employment, the officer
or employee shall take and subscribe the following oath or affirmation:

State of Arizona, County of Gila

I, (Name), do solemnly swear (or affirm) that | will support the Constitution of the United States and the
Constitution and laws of the State of Arizona, that | will bear true faith and allegiance to the same and
defend them against all enemies, foreign and domestic, and that | will faithfully and impartially discharge
the duties of the office of (Name of Office) according to the best of my ability, so help me God (or so | do
affirm).

(Signature of Officer)

F. For the purposes of this section, “officer or employee” means any person elected, appointed or
employed, either on a part-time or full-time basis, by this state or any of its political subdivisions or any
county, city, town, municipal corporation, school district, public educational institution or any board,
commission or agency of any county, city, town, municipal corporation, school district, or public
educational institution.

Subscribed and sworn to before me on this day of 2012.

(SEAL)

Notary Public in and for the County of Gila,
State of Arizona




(Place on official County Letterhead)

(Date)

Name
Address
City, State, Zip

Re: Appointment to (Name of BCC)

On (Board of Supervisors’ meeting date), the Gila County Board of Supervisors approved your
appointment to serve on the above-referenced (state Board, Commission or Committee).

To help you serve in this capacity, enclosed is an information packet containing a copy of the
Attorney General’s Office Summary of Arizona’s Open Meeting Law, which includes Chapter 8
“Conflict of Interest”, and a Loyalty of Oath of Office for your appointment.

A.R.S. 838-231 mandates that all Gila County Board, Commission and Committee members be
administered a Loyalty Oath of Office prior to beginning their term. Your signature on the
enclosed Loyalty Oath of Office must be witnessed by a Notary Public and returned to the Clerk
of the Board of Supervisors Department for official filing. Please note that you will be unable to
participate in any official Board, Commission and/or Committee business until you have
executed your Loyalty Oath of Office. Please return your notarized oath to the Clerk of the
Board of Supervisors Department by (date).

Thank you for your prompt attention to this matter.

Sincerely,

(Name and Title)

Enclosure
cc: M. Sheppard, Chief Deputy Clerk of the Board



DISCLOSURE STATEMENT

STATEMENT OF LOCATIONS WHERE ALL NOTICES OF THE MEETINGS OF THE
[NAME OF PUBLIC BODY] WILL BE POSTED

TO: THE HONORABLE SECRETARY OF STATE and THE CITIZENS OF ARIZONA

Pursuant to A.R.S. 8 38-431.02, the [name of public body] hereby states that all notices
of the [name of public body] and any of its committees or subcommittees will be posted [identify
the location where notices will be posted and include the hours during which such locations are
open to the public, for example, “in the glass case which is located on the west wall of the
Courthouse main entrance, 1400 E. Ash Street, Globe, Arizona. 1400 E. Ash Street, Globe,
Arizona. This location is accessible to the public Monday through Sunday, twenty-four (24)
hours per day.”] Such notices will indicate the date, time, and place of the meeting and will
include an agenda or information concerning the manner in which the public may obtain an
agenda for the meeting.

Dated this day of 2012.

[name of public body]

By [authorized signature]



MEETING ATTENDANCE POLICY AND ROSTER

“A member of a body who misses four (4) consecutive meetings for any reason or who fails to attend for
any reason at least forty (40%) percent of the meetings called in a calendar year is automatically and
immediately removed as a member of the body.”

Please keep a cumulative attendance record by entering “P” for present and “A” for absent in the column
corresponding to the month of the meeting. Include each meeting called, even if no quorum was present.
This form need not be prepared for meetings cancelled for reasons other than lack of a quorum (holiday
recess, summer schedules, etc.)

Forward a copy of this record IMMEDIATELY to the Staff Liaison, whenever it indicates that a member
is not in compliance.

NAME OF PUBLIC BODY:

, Jan Feb Mar Apr May | Jun Jul | Aug | Sep | Oct | Nov | Dec
Member's Name
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GILA COUNTY

BOARDS, COMMISSIONS AND COMMITTEES REPORT

COMPLIANCE CHECKLIST

Name

Gila County Staff Liaison

Legal Basis for Establishment

Date of Creation

Bylaws

Charter

Legal Counsel

Assigned Areas of Responsibility

Membership

Terms of Office

Appointing Authority

Meeting Schedule

Location

Meeting Legal Posting and
Advertising

Meeting Agendas

Meeting Minutes

Funding Sources

Amounts

Significant Actions and
Accomplishments

Notes -
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GILA COUNTY

(NAME OF BOARD, COMMISSION OR COMMITTEE)

(Proposed to BOS on (date ex: 5/22/12) and if approved, the list will be as follows®©

NAME OF MEMBER

(Also include supervisorial APPOINTMENT

district if a member is

representing a certain one.) | Mark with A, B, C,
D or E —see below

TYPE OF

NEW APPOINTMENT OR REAPPOINTMENT
(Include BOS approval date next to letter)
New Appointment: Choose “A” or “B”
A -for existing vacancy or
B -to fill a vacancy created by (provide name)
or
Reappointment: Mark with a “C” and include
number of years served prior to most recent
appointment

DATES OF TERM
(Put the month, day and
year both beginning &
ending dates)

LENGTH OF TERM FOR
CURRENT
APPOINTMENT
(# of years)

Appointment Designation Definitions:

A) Statutory District Appointment: Member must reside within the supervisorial district boundary from which he/she is appointed.

B) Supervisor Appointment: Member unrestricted by district.

C) Joint Appointment: Membership is comprised of appointments from different jurisdictions. Appointments made by other entities are acknowledged by the

Board of Supervisors.

D) County at Large: Members are unrestricted by district and can be recommended by appointment by any supervisorial district or by the committee.

E) Alternate Members: As defined by individual committee criteria.
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