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2.3

Scope of Work

Community Action Program Services

ADES Mission and Vision Statement
ADES Wission — The Arizona Department of Economic Security (ADES) promotes the safety, well-being,
and self-sufficiency of children, adults, and families.

ADES Vislon — Every child, adult, and family in the state of Arizona will be safe and economically secure.

Purpose

Purpose Statement —~ This Contract provides broad-ranging pregrams and services in rural and urban
areas that are intended to pursue the reduction of poverty, the revitalization of low-income communities
and the empowerment of low-income familles and individuals to become fully self-sufficient.

Legal Authority — Pursuant to Arizona Revised Statutes (A.R.S.) Section §41-1954 (A)(6) provides the
Department the authority to Contract and incur obligations within the general scope of its activities and
operations subject to the availability of funds, and A.R.S. Section §41-1954 (A) (8), to make funding
available to provide an array of services for the reduction of poverty, the revitalization of low-income
communities and the empowerment of low-income families to become fully self-sufficient.

Funding — Fund sources that support the services include the Community Services Block Grant (CSBG),
Temporary Assistance to Needy Families (TANF), Social Services Block Grant (SSBG), Low Income
Home Energy Assistance Program (LIHEAP), and Neighbors Helping Neighbors (NHN). The use of the
funding may be directed by statute or prescribed by federal requirements. Funding information is
summarized below.

sgld:ge ALLOWABLE ACTIVITIES ADDITIONAL INFORMATION )
Community Activities that are designed to | Various objectives may include providing case management
Services Block | assist low-income families services to individuals and families in securing services from
Grant (CSBG) | and individuals to remove other agencies, or moving a family from crisis situations onto
— Federal obstacles and solve various stages of self-sufficiency.
problems that block the
achievement of self- Funds are distributed to designated Community Action
sufficiency, to secure and Agencies (CAAs) according to a funding formula that consists
retain meaningful of the following elements:
employment, attain adequate | (1) Number of persons in poverly in the geographic area
education, make better use served.
of available income, obtain {2) Number of persons unemployed in the geographic area
and maintain adequate served.
housing, obtain emergency (3) Five percent of the overall funds are distributed only to ~
assistance, achieve greater rural counties,
participation from low-income | (4) Funds are adjusted for tribes receiving CSBG dollars.
communities, establish
partnerships and strengthen | Any Confractor whose allocation dees not reach a minimum of
relationships with community | $150,000 will receive an allocation of at least $150,000.
organizations, establish The Limited Purpose Contractor serving Migrant or Seasonal
youth development Fam Workers will receive two percent of the overall available
programs, create linkages to | CSBG funds.
fill gaps in services, and
support innovative
community and
neighborhood based
initigtives.
Temporary Case management services, | Funds are distributed to designated CAAs according to a
Assistanceto | emergency shelter, move-in funding formula that consists of the following elements:
Needy assistance, eviction (1) Number of persons in poverty in the geographic area
Famifies prevention, and utility served.
(TANF) - assistance (2) Five percent of the overall funds is distributed only to rural
Federal counties.
Any Contractor whose allocation does not reach a minimum of
$150,000 will receive an allocation of at least $150,000.
The Limited Purpose Contractor serving Migrant or Seasonal
Farm Workers will receive two percent of the overall available
TANF funds.

Page 1 of 11
2/113/15



24

3.0
3.1

3.2

3.3

4.0
4.1

FUND ALLOWABLE ACTIVITIES ADDITIONAL INFORMATION
SOURCE
Social Contractor operations, case Funding amounts are determined through the local planning
Services Block | management, general process. '
Grant— transportation, and
Locally supportive services, for Funding for General Transportation in Coconino, Yavapai, and
Planned individuals and families. Navajo Counties.
(SSBG-LP)
Federal
Low Income Utility Assistance Funds are distributed to designated CAAs and designated
Home Energy . LIHEAP Contractors according to a funding formula that
Assistance consists of the following elements:
Program (1) Number of persons in poverly in the geographic area
(LIHEAP) served.
Federal (2) Number of persons unemployed in the geographic area
served,
(3) Five percent of the overall funds are distributed only to
rural counties.
Neighbors Utility Assistance Funds are distributed to designated CAAs and designated NHN
Helping : according to a funding formula that consists of the following
Neighbors elements:
(NHN) (1) Number of persons in poverty in the geographic area
Local served.
{2) Number of persons unemployed in the geographic area
served.
(3) Five percent of the overall funds is distributed only to rural
counties.

Definitions — See Exhibit A, as may be amended.

Program Description

Community Services (provided in every county in Arizona) — The primary objectives of this service are to
strengthen community capabilities for planning and coordinating the use of a broad range of resources
related to the elimination of poverty; the organization of a range of services so that these services may
have a measurable and potentially major impact on the causes of poverty and help families and
individuals become self-sufficient; the greater use of innovative and effective community based
approaches to attacking the causes of poverty and of community breakdown; the maximum participation
of the poor to empower them to respond to the unique problems and needs within their communities; and
the broadening of the resource base of programs directed to the elimination of poverty.

Case Management (provided in every county in Arizona) — This service provides assistance to low-
income families and individuals by providing case management services that are intended to assist the
household in resolving crisis situations and move closer to self-sufficiency. Components of this service
include Short Term Crisis Services, Utility Assistance Services, and any other program or service the
Contractor deems necessary and appropriate, according to local community needs and priorities.
General Transportation (provided in Coconino, Navajo and Yavapai Counties only) — This service
provides or assists in obtaining various types of transportation for specific needs. This service may
include various types of transportation for employment, medical, training, or other supportive services with
the exception of ambulance services. It may be provided by Contractor-operated vehicles or through
vouchers for public transit.

Notices
The Contractor shall email all correspondence regarding this Confract to the assigned DAAS Contract
Specialist or address to:

Arizona Department of Economic Security
DAAS Contracts Unit
P. O. Box 6123-Site Code 950A
Phoenix, AZ 850056123
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The Department will address all correspondence regarding this Contract to the individual(s) identified in
the letter of assurances (Attachment 9).

Reserve

Administrative Requirements — The Contractor shall:

Provide services that are culturally relevant and linguistically appropriate to the population served.
Comply with ADES Policy and Procedure Manuals as may be amended, and all applicable federal, state,
and local laws, rules, and regulations as may be amended, including but not limited to the following:
COATES Human Services Reauthorization Act of 1998

Personal Responsibility and Work Opportunity Reconciliation Act of 1996

Stewart B. McKinney Homeless Assistance Act

ARS §46-241 - Short Term Crisis Services

ARS §46-701 - Utility Assistance

ARS §46-741 - Neighbors Helping Neighbors

ARS §46-140.01 - Verification of identity and citizenship and/or immigration status; and ARS §§1-501-1-
502, regarding eligibility for federal and state or local public benefits.

Staffing and Security

Verify and assure that staff members and volunteers do not have conflicts of interest in the provision of
services and management of the programs.

Provide to all staff and volunteers timely and accurate information and appropriate training for the
services they provide.

Maintain client/recipient confidential information in a secure location.

Equipment

Communicate with ADES electronically through email to convey Microsoft-based text and spreadsheet
documentation, and access/utilize up-to-date information from ADES, U.S. Department of Heaith and
Human Services (DHHS) Office of Community Services (OCS), and other web sites.

Utilize computer backup/recovery systems and procedures to ensure no loss of data required for ADES
reports, and to ensure that there is no disruption or degradation of services provided.

Utilize a computer-based tracking system from which monthly, quarterly, and other reports may be
generated.

Service Provision

Provide services directly, as allowed, or through subcontractors.

Collect and report required client data.

Maintain documentation that key staff has received appropriate fraining or hold appropriate
certification/licensure in accordance with their job descriptions.

Maintain documentation that appropriate case management staff has received training on the
requirements of ARS §46-140.01 and ARS §1-501 and 1-502 regarding eligibility for State and local
benefits (this does not apply to tribal entities).

Maintain and utilize a policy and procedure manual that includes, at a minimum, detailed intake
procedures, program description and eligibility requirements, client grievance procedures, non-
discrimination policy, and confidentiality requirements.

Maintain client-focused facility locations which offer sufficient client waiting space or waiting rooms,
adequate seating, and restrcoms for program applicants at all permanent facility locations indicated on
the Facility Location Chart (Attachment 1).

Networking

Develop partnerships and network with related programs to provide more immediate resolution to issues
and expand resources.

Form local partnerships with community agencies to address the needs of low-income families and
individuals,

Network with social service professionals within the community to expand their means to receive and
disseminate information for each service.

Facilitate and participate in education, training, and information seminars, workshops, and conferences.
Participate in conference calls and attend meetings initiated by ADES to receive training or obtain
information.
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Subcontract Related Service Provisions

Document all costs associated with provision of Contract services.

Provide administrative assistance, training and technical assistance to subcontractors in support of
administrative functions as needed or requested by subcontractors.

Require that subcontractors are in compliance with applicable administrative directives and forms.
Provide technical assistance to subcontractors through procedural interpretation or by additional research
upon request.

Develop and present initial and refresher training to subcontractor staff as deemed necessary by the
Contractor, subcontractor or ADES.

implement a coordinated service delivery system that establishes standards for service delivery and
operations.

Hold periodic meetings with subcontractors to communicate new developments, discuss problems, share
ideas for improvements and address other identified topic areas.

Utilize client grievance procedures, which respond timely and effectively to customer complaints.
Develop linkages between the coordinated service delivery system and other community resources.
Identify service gaps among client populations and develop and implement services or resources to meet
identified needs.

Address client barriers to service.

Train appropriate personnel in the use and completion of the ADES EN-005 Application for Services
form(s) or other ADES approved written or electronic form(s) as may be amended (Exhibit B).

Monitoring and Evaluation

Utilize instruments for monitoring/evaluating subcontractors’ performance and compliance with
Administrative Requirements stated in Section 6.0, as well as other requirements specified in service
scopes of work.

Conduct at a minimum, on-site Contract compliance monitoring of subcontractors at least every two
years, to include, but not limited to, facilities, administrative and financial operations, and programmatic
service delivery.

Establish and implement a process for service/performance improvement.

Participate in ADES evaluation studies, when required.

CSBG Organizational Standards

Participate in the implementation of the CSBG Organizational Standards and any training made available
to assist with the implementation and compliance with the Standards as recommended by OCS and
agreed to by CAAs and ADES, as may be amended (CAAs only).

General Reporting Requirements — The Contractor shali:
Email all correspondence regarding this Contract to the assigned DAAS Contract Specialist or address to:

Arizona Department of Economic Security
DAAS Contracts Unit
P. O. Box 6123-Site Code 950A
Phoenix, AZ 85005-6123

A complete and accurate monthly Contractor’s Invoice and Statement of Expenditures. Note: Mileage will
be reimbursed at no greater than the current federal mileage reimbursement rate. Exceptions may be
requested in writing to, and considered for approval by, the Community Services Program Administrator.
Updated Cost Allocation Plan by October 1, 2015, if not provided prior to Contract start date.

A correctly completed “Contractor's Equipment List” (Form FES-1000A), as may be amended, for all
proposed equipment purchases costing $5,000 or more to be purchased in whole or in part with ADES
funds {Exhibit C).

Contractor’s insurance certifications identified in the Terms and Conditions, Insurance Requirements
section.

Subcontractor’s insurance certifications identified in the Terms and Conditions, Insurance Requirements
section.

By June 30 annually, a twelve month monitoring plan that includes at a minimum: which direct service
subcontractors are to be monitored during the twelve month pericd beginning July 1 (of the same year),
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and for each: administrative, fiscal, and/or programmatic the specific service(s) to be monitored, and the
target monitoring start and completion dates.

Programmatic reports as specified under each service (i.e., Community Services, Case Management, and
General Transportation).

Items Provided by the Department — The Department shall provide, at a minimum:
Funding allocation information, as needed.
A Contractor's Invoice and Statement of Expenditures form.

Community Services
Service Description
Services that provide a range of activities that have a measurable and major impact on the causes of

poverty.

Service Information

The purposes of the CSBG are to provide assistance to local communities through a network of CAAs

that pursue six national goals cutlined in federal law:

Low-income people become more self-sufficient

The conditions in which low-income people live are improved

Low-income people own a stake in their community

Partnerships among supporters and providers of services to low-income people are achieved

Agencies increase their capacity to achieve results

Low-income people, especially vulnerable populations, achieve their potential by strengthening family

and other supportive environments

These goals will be accomplished through:

1. The strengthening of community capabilities for planning and coordinating the use of a broad range of
federal, state, local and other assistance “including private resources” related to the elimination of
poverty, so that this assistance can be used in a manner responsive to local needs and conditions;

2. The organization of a range of services related to the needs of low-income families and individuals,
so that these services may have a measurable and potentially major impact on the causes of poverty
in the community and may help families and individuals to achieve self-sufficient;

3. The greater use of innovative and effective community-based approaches to attacking the causes
and effects of poverty and of community breakdown,

4. The maximum participation of residence of the low-income communities and members of the groups
served by programs assisted through the block grants to empower such residence and members to
respond to the unigue problems and needs within their communities; and

5. The broadening of the resource base of programs directed to the elimination of poverty so as to
secure a more active role in the provision of services for (a) private, religious, charitable and
neighborhood-based organizations; and (b) individual citizens, and business, labor, and professional
groups, who are able to influence the quantity and quality of opportunities for the poor.

OO WON~

Board Requirements — The Contractor shall:

Private, non-profit CAAs:

1. Select a Tripartite Governing Board that administers the services.

2. Seat a Tripartite Governing Board that Is comprised as follows:

() One-third are elected public officials, holding public office on the date of selection.

(i) Not fewer than one-third of members are persons chosen in accordance with democratic
selection procedures adequate to ensure that these members are representative of low-income
individuals and families in the neighborhood served and each representative of low-income
individuals and families selected to represent a specific neighborhood within a community,
resides in the neighborhood represented by the member.

{iii) The remaining members are officials or members of business, industry, labor, religious, law
enforcement, education, or other major groups and interests in the community served.

3. Establish and follow written procedures identified in CSBG legislation to ensure the Tripariite
Goveming Board membership that conforms to the Tripartite Board requirements, including a
description of the democratic selection process used in the appointment of members.

4. Establish and follow written procedures including board by-laws, to ensure the Tripartite Governing
Board fully participates in the development, planning, implementation, and evaluation of the program
and services to serve low-income communities, including but not limited to:
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(i) active participation in the development and on-going implementation and evaluation of the
Contractor Commumty Action Plan;

(i) active pamcspation in ensuring the completion of a Community Needs Assessment for the area
served, and in reviewing the results of the Assessment to ensure responsiveness to any identified
gaps in services; and

(iii) active participation in the identification and evaluation of Result Oriented Management and
Accountability (ROMA) Performance Outcomes used in measuring the Contractor’s effectiveness
in achieving the six national goals.

5. Establish and follow written procedures that describe how a low-income individual, community
organization, religious organization, a representative of low-income individuals that considers its
organization and low-income individuals to be inadequately represented on the board, petition for
adequate representation on the Board.

6. Conduct a minimum of four quarterly Tripartite Governing Board meetings per state fiscal year.

a. For public and quasi-governmental entities, meetings must conform to Arizona open
meeting laws.

7. Maintain records of Tripartite Governing Board membership, election and selection process, and
detailed meeting minutes.

8. Provide upon request and maintain documentation demonstrating Tripartite Governing Board
members’ training, including, but not limited to board member governance and advisory
responsibilities, the purposes of the CSBG and other programs administered by the Contractor, and
the requirement of the Board to participate in the ROMA System.

9. Maintain and provide, upon request, documentation of the democratic selection process utilized for
low-income representatives.

10. Document and communicate to ADES efforts to fill any vacancies.

11. Address any vacancies within 80 days of each occurrence; provide upon request and maintain
documentation. of-efforts to fill within 120 days of occurrence.

Public CAAs Advisory Board:

1. Select members to serve on a Board in which one-third of the board members are persons chosen in
accordance with democratic selection procedures adequate to assure that these members are
representative of low-income individuals and families. Select representatives to fill balance of seats
as set forth in governing documents.

2. Maintain and provide, upon request, documentation of democratic selection process for low-income
representatives.

3. Document and communicate to ADES efforts to fill any vacancies.

4, Address any vacancies within 80 days of each occurrence and provide and maintain documentation

of efforts to fill within 120 days.

Community Action Plan Requirements — The Contractor shall:
Develop, and implement when approved by ADES, a Community Action Plan that includes:

1.

© oN o ops ON

-
[=]

a description of a needs assessment for the community served, that may be coordinated with
community-needs assessments conducted for other programs;

Contractors’ objectives that are aligned with the six (6) national goals;

a description of the Contractor that includes its primary functions, responsibilities, organizational
structure, and its association as part of a larger entity if appropriats;

a description of the service delivery system for services provided or coordinated with CSBG funds.
a narrative that demonstrates how the results of the Community Needs Assessment were used and
incorporated into the Community Action Plan;

a description of how linkages will be developed to fills gaps in services through the provision of
information, referrals, case management, and follow-up consultations;

a description of how CSBG funds will be coordinated with other public or private resources;

a description of how the Contractor will use CSBG funds to support innovative community and
neighborhood based initiatives;

a description of how the Contractor will provide, on an emergency basis, for the provisions of such
supplies and services, nutritious foods, and related services, as may be necessary to counteract
conditions of starvation and matnutrition among low-income individuals;

. a description of how the Contractor will, to the maximum extent possible, coordinate programs and

form partnerships with other agencies serving low-income residents, including religious organizations,
charitable groups, and community- based organizations; and
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11. a description of the ROMA performance outcomes and any related indicators that will be used to
measure the Contractor's performance in achieving the six (6) CSBG national goals.

Results Oriented Management & Accountability (ROMA) Requirements — The Contractor shall:
Participate in the ROMA System as may be amended, for measuring performance and results of
programs and services.

Program Reporting Requirements — The Contractor shall:
Submit the following items as may be amended, by the dates indicated, as may be amended, by the
ADES Community Services Program Administrator through written nofification to the Contractor:
Annual Community Action Plan with a description of the Needs Assessment conducted for the
community served, by June 30" of each calendar year. Contractor must utilize format specified by
ADES (Exhibit D).
2. Quarterly ROMA Outcomes Report (Exhibit E) by October 25, January 25, April 25 of each calendar
year. The Contractor shall not submit a Fourth Quarter Report, but shall include fourth quarter data
with the Annual CSBG IS Report. Contractor must utllize format specified by ADES (Exhibit F).
CSBG Information System (IS) Report by October 1% of each calendar year (Exhibit F).
Schedule of planned Board meetings for the next twelve months, by June 30 of each calendar year.
Monthly Community Services Block Grant (CSBG) Contract Payment Verification Form (All CAAs), as
appropriate (Exhibit G).
Copy of complete and detailed minutes from Tripartite/Advisory Board meetings within 30 days of
Board approval of minutes.
Current Organizational Chart by June 30 of each year.
Current Agency Operations Spreadsheet by June 30 of each year.

oON O Ohw

Iitems Provided by the Department — The Department shall provide:

Formats for Annual Community Action Plan, Quarterly ROMA Outcomes Reports, and CSBG Final
Reports.

Training on Community Action Plan preparation, Quarterly ROMA Outcomes Report preparation, and
CSBG Final Reports.

Case Management

Service Description

A service or process that establishes a relationship with an individual or family in order to enhance their
functioning and/or integration into the community. Appropriate services and/or benefits are identified,
planned, obtained, provided, recorded, menitored, modified when necessary and/or terminated. This may
include: assessment to determine their needs and eligibility when applying for/receiving services,
assistance in finding necessary resources in addition to covered services to meet basic needs, assistance
in obtaining entitiements, communication and coordination of care as well as follow-up of crisis contact or
missed appointments.

This service specifically provides assistance to low-income families and individuals by providing case
management services that are intended to assist the household in resolving crisis situations and move
closer to self-sufficiency. Components of this service include Short Term Crisis Services, Utility
Assistance Services, and any other program or service the Contractor deems necessary and appropriate,
according to local community needs and priorities.

Service Information

The primary goal of this service is to assist low-income individuals and families in resolving crisis

situations, and moving households closer to self-sufficiency.

All CAAs shall provide the following:

1. Case Management.

2. Short Term Crisis Services (STCS) that provide temporary assistance to persons at or below 125
percent of poverty, or 150 percent if elderly or disabled, who have an emergent need that cannot be
met immediately with their own income or other resources.

The STCS program is funded with TANF and is available to low-income families with children. Benefits

available through the STCS program Iinclude the following:

1. temporary shelter at hotels/motels for homeless persons;

2. housing assistance for rent or morigage assistance, move-in, and eviction prevention;
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3. utility assistance for families with a current or anticipated interruption of heating and/or cooling
services; and

4. special needs to secure or maintain employment.

10.2.3 All CAAs and designated LIHEAP agencies shall provide the following:

10.2.4

103
10.3.1

10.3.2
10.3.3

10.34

10.3.5
10.3.6

10.3.7

1. Utility Assistance Services that assist low-income households lower basic home energy bills with
specific emphasis on those households with the lowest income and highest energy burden and that
respond to problems related to the termination of heating and/or cooling. Utility Assistance is funded
with Low Income Home Energy Assistance Pragram (LIHEAP), and Neighbors Helping Neighbors
(NHN) funds. For LIHEAP eligibility, the household income limit is sixty (60) percent of the State
Median Income (SMI) or 150 percent of the Federal Poverty Guideline (FPG), whichever is greater,
as may be amended. For NHN eligibility, the household income limit is 125 percent of the FPG
except for individuals sixty years of age or older or disabled, where the household income limit is 150
percent of the FPG, as may be amended. The Contractor shall offer Utility Assistance Services as a
component program under the overall Case Management Service structure. Benefits include:

() Utility payments or deposits for heating and cooling

(i) Temporary emergency shelter (if needed due to energy related crisis)
(iii) Payment of water bills related to cocling (May 1 through October 1)
(iv) Rental assistance where utility payment is included in the rent

Tribal entities shall provide utility assistance funded with LIHEAP. Benefits include the following:

1. Utility payments or deposits for heating and cooling

2 Payment of water bills related to cooling (May 1 through October 1)

3. Rental assistance where utility payment is included in the rent

Case Management Requirements (CAAs and designated LIHEAP agencies) — The Contractor shall:
Develop and implement client oriented intake procedures which are responsive to households in crisis
situations.

Develop and implement intake procedures responsive to applicants who are physically infirm and must

apply for benefits without leaving their homes.

Develop in collaboration with the client, a case management plan that includes the following:

1. An assessment of the client’s resources and needs

2. Specific objectives that relate to the goal of alleviating any immediate crisis situation

3. Eligibility for supportive services including but not limited to STCS and Utility Assistance, through
direct provision or referral

Provide assessment of the household’s needs in order to establish a case plan if necessary, and arrange

for the provision of services designed to: '

1. resolve any immediate crisis in a timely manner;

2. assist the household in obtaining other benefits to which they may be eligible including but not limited
to Home Weatherization, Appliance Repair or Replacement, Child Care, Eamed Income Tax Credit,
Supplemental Nutrition Assistance Program (SNAP), Social Security Benefits, and Utility Discount
Programs; and

3. arrange for training or counseling intended to remove obstacles and solve problems that block the
achievement of self-sufficiency, including but not limited to financial literacy classes, budget
counseling, energy conservation education, efforts intended to secure and maintain meaningful
employment, attain an adequate education, obtain and maintain adequate housing and a suitable
living environment, and to obtain emergency assistance to meet the inmediate and urgent needs of
the family or individual.

Complete a closing summary that includes, at a minimum, the services provided, the number and type of

referrals made to alleviate the crisis situation.

Completion of the Self-Sufficiency Matrix, as may be amended located at:

https://iwww.azdes.gov/uploadedFiles/Aging_and_Adult Services/Community Services Unit/SSM_Englis

h-Spanish.pdf], for all case managed households in which a member of the household is eighteen (18) to
fifty-nine (59) years of age, not disabled and not a full-time student, and is:
a. unemployed and seeking eamed income; or
b. employed and seeking to reduce barriers to maintain earned income; or
¢. employed and seeking increased earned income and/or employment benefits;
as may be amended.

Utilize report formats specified by ADES. Contract Payment Verification Reports shall be submitted on a

monthly basis with the Contractor's monthly invoice. As appropriate, revisions to Case Management and
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Contract Payment Verification Reports shall be submitted with Supplemental Invoices. A summary of the
revisions may be submitted with the Supplemental Invoices.

10.4  Short Term Crisis Services Requirements (CAAs only) — The Contractor shall:

10.4.1 Follow all eligibility and procedural policies set forth in the ADES/DAAS Short Term Crisis Services Policy
Manual and related Policy Clarifications or Revisions and as amended.

10.4.2 Use the ADES EN-005 Application or other ADES approved electronic or written Application for Services
form(s) as may be amended, in determining pragram eligibility (Exhibit B). Application forms shall be
uniform at all service locations within a designated service area.

10.5  Utility Assistance Service Requirements (CAAs and designated LIHEAP agencies only) —- The
Contractor shall: ;

10.5.1 Follow all eligibility and procedural policies set forth in the most current ADES LIHEAP Policy and 5
Procedure Manual as may be amended. Keep and maintain the Manual with all related policy
clarilt’lcations, additions or amendments. Contractor shall keep the most current version available to staff
at all times.

10.5.2 Use the ADES EN-005 Application or other ADES approved electronic or written application for Services
form(s) as may be amended, in determining program eligibility (Exhibit B). Application forms shall be
uniform at all service locations within a designated service area.

10.5.3 The Contractor must demonstrate and exercise the ability to pay all vendors on behalf of an eligible client.

10.5.4 Utilize an in-house system to make payments to utility companies.

10.6 Results Oriented Management & Accountability (ROMA) Requirements (CAAs only) - The
Contractor shall:

10.6.1 Participate in the Results Oriented Management and Accountability system for measuring performance
and results of programs and services.

10.6.2 Participate in a statewide “ROMA Advisory Committee” to identify standardized performance indicators for
the statewide Community Action Network.

10.7 Program Reporting Requirements — The Contractor shall:

10.7.1 Utilize and maintain a functional efectronic system in which programmatic data shall be stored and reports
submitted to ADES. An agreed upon data bridge from an existing data system may be utilized if a
collective database system is used by Community Action Program Services Contractors. All other reports
such as, payment verification forms and narratives information shall be provided on the forms required by
this Contract, or as directed by ADES.

10.7.2 Submit the following reports as may be amended, for the timeframes indicated, as may be amended by
the ADES Community Services Program Admlmstrator through written notification to the Contractor:

1. Monthly Case Management Report by the 25™ of each month (All CAAs and designated LIHEAP
agencies) (Exhibit H1, H2).

Tribal LIHEAP Monthly Report (Tribal entity only) (Exhibit I).

Social Services Block Grant Annual Report (All CAAs and designated LIHEAP agencies) (Exhibit K) ;

by August 31% of each calendar year. ;

Quarterly ROMA Outcomes Report (All CAAs) (Exhibit E). :

Monthly Short Term Crisis Services (STCS) Contract Payment Verification Form (All CAAs) (Exhibit :

L).
Monthly Low Income Home Energy Assistance program Contract Payment Verification Form (All
CAAs and designated LIHEAP Contractors) (Exhibit M).
Monthly Community Services Block Grant Contract Payment Verification Form (All CAAs), as
appropriate (Exhibit G).
8. Monthly Neighbors Helping Neighbors Contract Payment Verification Form (All CAAs), as appropriate

(Exhibit N).

9. LIHEAP Leveraging Report (Exhibit Q), annually by October 15.
10. LIHEAP Annual Household Report (Exhibit J), Estimated Report by August 15 and Final Report by :
October 15, for services provides within this Contract as applicable. i

N o ok WON

10.8 Items Provided by the Department — The Department shall provide:

10.8.1 The following report formats as may be amended by the ADES Community Action Program Administrator
through written notification to the Contractor: Case Management Monthly Report, Annual SSBG Report,
and Quarterly ROMA Performance Outcomes Reports.
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Training on completing the Case Management Monthly Report, Quarterly ROMA Outcomes Report
preparation, Short Term Crisis Services Program, and Low Income Home Energy Assistance Program.
Short Term Crisis Services Policy Manual, as may be amended.

Low Income Home Energy Assistance Program Policy and Procedure Manual.
(https://www.azdes.gov/uploadedFiles/Aging_and_Adult_Services/Community_Services_Unit/LIHEAP_P
olicy_Manual_SFY14.pdf).

General Transportation (Coconino, Yavapai and Navajo Countles only)

Service Description .

This service provides or assists in obtaining various types of transportation for specific needs.

This service may include various types of transportation for employment, medical, training, or other
supportive services, with the exception of ambulance services. Service to assist eligible individuals and
households with mobillity needs for various purposes such as employment, medical and/or training
reasons when they do not have any other means of transportation is also included. Services may be
provided using Contractor-operated vehicles and/or thraugh vouchers for public transit.

Service Information

The goal of this service is to provide or arrange for transportation for eligible individuals of all ages and
abilities in order to access services or obtain medical care or employment, (e.g., medical appointments or
employment-related training interviews). Case managers typically assist clients to access transportation
to help increase or maintain client self-sufficiency.

Services in Coconino County are to assist elderly and/or persons with physical disabilities to remain as
independent as possible.

Services in Yavapai County are to assist persons in accessing, employment, social services, medical and
basic needs.

Services in Navajo County are to assist persons in accessing, employment, social services, medical and
basic needs.

Service Requirements — The Contractor shall:

Contractors that transport clients:

1. Maintain valid license plates on vehicles used to transport clients.

2. Utilize vehicles that meet current federal, state and local safety and maintenance, standards,
including vehicles for individuals with special needs, where applicable.

3. Maintain logs on all vehicles used for the transportation of clients.

4. Utilize paid and/or volunteer drivers that:

(i) have no history of felony convictions;

(i) possess a valid State of Arizona Class D Operators Driver’s License for vehicles up to fifteen (15)
passengers;

(i) possess a valid State of Arizona Class B Commercial Driver’s License with a passenger
endorsement for vehicles over fifteen passengers, such as a bus;

(iv) have a clean driving record with no suspensions within the past year;

(v) are at least eighteen years of age; and

(vi) pass a physical prior to providing transportation service to clients and pass a physical at least
every two years.

Require volunteers who provide transportation to carry a Contractor/Company Identification Card.

Assist clients in entering and exiting the vehicle as needed.

Transport clients to scheduled appointments on time and safely.

Utilize vehicles that have seat belts for every occupant.

Require drivers to verify all occupants utilize seatbelts during transport.

0. Track the beginning and ending odometer readings of Contractors’ vehicles on days when used to

transport clients, and identify the clients/households served on each date.

Contractors that arrange transportation for clients shall:

1. Make arrangements for client transportation through public or private providers.

2. Make transportation arrangements for clients to arrive at scheduled appointments on time and safely.

20ENO®

Program Reporting Requirements — The Contractor shall:
Submit the following report as may be amended, for the timeframes indicated as may be amended, by the
ADES Community Services Program Administrator through written notification to the Contractor:

Page 10 of 11
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1.

Monthly Transportation Report to include at a minimum: the number of clients served, the number of
one-way trips (e.g., from client's home to client's work), fotal number of miles driven to transport
clients, and resuits of any client satisfaction research.
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TERMS AND CONDITIONS

Contract Term and Option to Extend

The term of the resultant Contract shall be effective the date specified on the Contract Signature page and
shall remain In effect for five (5) years or otherwise specified date, unless terminated, cancelled, or
extended as otherwise provided herein.

The State has no obligation to extend or renew this Contract. However, this Contract may be extended or
renewed for multiple periods, or may be established as a multi-year Contract in its entirety or in part at the
sole option of the State. )
The Contractor shall not provide services prior to Contract term commencing or after the end date of the
Contract. (No billable activity outside of the effective dates). )

Definitions .

“Attachment’ means any item the Solicitation requires the Offeror to submit as part of the Offer.

“Award Date® means the date the Contract is executed by the Department. This may or may not be the
same date at the “Effective Date” which is the date specified on the Offer and Award or Signature page.
“Contract’ means the combination of the Request for Applications, Instructions to Applicants, Terms and
Conditions, Scope of Work, Attachments, and Contract Amendments.

"Contract Amendment® means a written document signed by the Procurement Officer that is issued for the
purpose of making changes in the Contract.

“Conftractor’ means any person who has a Contract with the State.

“Days” means calendar days unless otherwise specified.

“Department” means the Arizona Department of Economic Security or ADES, unless otherwise indicated.
“Effective Date” means the date the Contractor is to start delivering services. The Effective Date is
specified on the Offer and Award or Signature page.

“Equipment” means all vehicles, fumniture, machinery, electronic data processing (EDP) equipment,
software and all other equipment costing $5,000.00 or more, including all normal and necessary expenses
incurred to make the equipment ready for its intended use (e.g., axes, freight, installation, assembly and
testing charges, efc.), and with a usefut life of greater than one year. Equipment as used herein does not
include real property (e.g., land, building, structures, or facilities’ improvements).

“Exhibit’ means any item labeled as an Exhibit.

“Gratuity” means a payment, loan, subscription, advance, deposit of money, services, or anything of more.
than nominal value, present or promised, unless consideration of substantially equal or greater value is
received.

“Materials” means all property, including equipment, supplies, printing, insurance and leases of property but
does notinclude land, a permanent interest in land or real property or ieasing space.

“May” indicates something that is not mandatory but permissible.

“Procurement Officer” means the person, or his or her designee, duly authorized by the State to enter into
and administer Contracts and make written determinations with respect to the Contract.

“Services” means the furnishing of labor, time or effort by a Contractor or subcontractor which does not
involve the delivery of a specific end product other than required reports and performance, but does not
include employment agreements or collective bargaining agreements.

*Shall, Must® indicates a mandatory requirement.

“Should” indicates something that is recommended but not mandatory. If the Contractor fails to provide
recommended information, the State may, at its sole option, ask the Contractor fo provide the information.
“Subcontract” means any Contract, expressed or implied, between the Contractor and another party or
between a subcontractor and another party delegating or assigning, in whole or in part, the making or
furnishing of any material or any service required for the performance of the Contract

“State” means the State of Arizona and Department or Agency of the State that executes the Contract.
“State Fiscal Year” means the period beginning with July 1 and ending June 30.

“\iulnerable adult” means an individual who is eighteen years of age or older who is unable to protect
himself from abuse, neglect or exploitation by others because of a physical or mental impairment.

Advertising. Publishing and Promotion of Contract
The Contractor shall provide to the Department for review and approval all reports or publications (written,

visual or sound) that are funded or partially funded under this Contract, a minimum of fifteen (15) calendar
days prior to public release. All reports and publications whether written, visual or verbal shall contain the
following statement. “This program was funded through a Contract with the Arizona Department of
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position or policies of the Department.”
The -Contractor shall not use, advertise or promote information for commercial benefit concerning this
Contract without the prior written approval of the Procurement Officer.

Amendments or Modifications
This Contract may be amended or modified at any time by mutual agreement. No agent, employee or other

representative of either party is empowered to alter any of the terms of the Contract, unless done in writing
and signed by the authorized representative of the respective parties.

Either party shall give written notice to the other party of any non-material alteration that affects the
provisions of this Contract. Non-material alterations that do not require a written amendment are as
follows:

Change of telephone number;

Change in authorized signatory; and/or

Change in the name and/or address of the person to whom notices are to be sent.

This Contract is issued under the authority of the Procurement Officer who signed this Contract. The
Contract may be modified only through a Contract Amendment within the scope of the Contract Changes
to the Contract, including the addition of work or materials, the revision of payment terms, or the
substitution of work or materials, directed by a person who is not specifically authorized by the
Procurement Officer in writing or made unilaterally by the Contractor are violations of the Confract and of
applicable law. Such changes, including unauthorized written Contract Amendments shall be void and
without effect, and the Contractor shall not be entitled to any claim under this Contract based on those
changes.

Applicable Law
This Contract shall be governed and interpreted by the laws of the State of Arizona.

The materials and services supplied under this Contract shall comply with all applicable Federal, state and
local laws, and the Contractor shall maintain all applicable license and permit requirements.

Nothing in this Contract shall be construed as a waiver of an Indian tribe's sovereign immunity; nothing
shall be construed as an Indian tribe's consent to be sued or as consent by an Indian tribe to the jurisdiction
of any State Court, :
The Contractor shall comply with the requirements related to reporting to a peace officer or child protective
services incidents of crimes against children as specified in A.R.S. §13-3620 as may be amended .

The Contractor shall comply with P.L. 101-121, Section 319 (31 U.S.C. section 1352) as may be amended
and 29 C.F.R. Part 93 as may be amended which prohibit the use of federal funds for lobbying and which
state, in part: Except with the express authorization of Congress, the Contractor, its employees or agents,
shall not utilize any federal funds under the terms of this Contract to salicit or influence, or to attempt to
solicit or influence, directly or indirectly, any member of Congress regarding pending or prospective
legislation. Indian tribes, tribal organizations and any other Indian organizations are exempt from these
lobbying restrictions with respect to expenditures that are specifically permitted by other federal law.

The Contractor shall comply with all applicable state and federal statutes and regulations. This shall include
AR.S. § 23-722.01 as may be amended relating to new hire reporting, A.R.S. § 23-722.02 as may be
amended relating to wage assignment orders to provide child support, and A.R.S. § 25-635 as may be
amended relating to administrative or court-ordered health insurance coverage for children.

The Arizona law applies fo this Contract including, where applicable, the Uniform Commercial Code as
adopted by the State of Arizona and the Arizona Procurement Code, Arizona Revised Statutes (A.-R.S.)
Title 41, Chapter 23, and its implementing rules, Arizona Administrative Code (A.A.C.) Title 2, Chapter 7.
Each provision of law and any terms required by law to be in this Contract are a part of this Contract as if
fully stated in it.

The Contractor shall comply with P. L. 105-285, Section 878F(a) which prohibits the use of funds for the
purchase of improvement of land, or purchase, construction or permanent improvement (other than low-
cost residential weatherization or other energy-related home repairs) of any building or other facility.

The Contractor shall comply with P.L. 105-285, Section 678F(b) which prohibits the use of CSBG funds for
the provision of services or the employment or assignment of personnel in a manner supporting any bi-
partisan or non-partisan political activity or any political activity associated with a candidate, or contending
faction or group, in an election for public or party office; any activity to provide transportation to the polls or
similar assistance in connection with and such election, any voter registration activity.
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Arbitration :

The parties to this Contract agree to resolve all disputes arising out of or relating to this Contract through
arbitration, after exhausting applicable administrative review, to the extent required by A.R.S. §12-1518,
except as may be required by other applicable statutes (Title 41).

Assignment and Delegation -
The Contfractor shall not assign any right nor delegate any duty under this Contract without the prior written
approval of the Procurement Officer. The State shall not unreasonably withhold approval.

Audit

In accordance with AR.S. § 35-214, the Contractor shall retain and shall contractually require each
subcontractor to retain all data, books and other records (“records”) relating to this Contract for a period of
five years after completion of the Contract. All records shall be subject to inspection and audit by the State
at reasonable times. Upon request, the Contractor shall produce the original of any or all such records.

in compliance with the Federal Single Audit Act (31 U.S.C. Sections 7501-7507 as may be amended),
Contractors designated as subrecipients, as described in the Office of Management and Budget (OMB)
Circular A-133, expending Federal funds from all sources totaling $500,000 or more, shail have a yearly
audit conducted in accordance with the audit and reporting standards as prescribed in OMB Circular A-133
(A-133) as may be amended. As outlined in A-133 the audit Reporting Package shall include:

Financial statements and a Schedule of Expenditures of Federal Awards (SEFA)

Summary schedule of prior audit findings

Auditor’s Reports (detailed in the A-133)

Corrective Action Plan. )

The Department's Contract numbers and award amounts shall be included on the SEFA. A copy of the
Single Audit Reporting Package and Management Letter, if issued, shall be submitted to the Department's
Office of Audit and Management Services within thirty (30) days after completion of the audit or nine (9)
months after the audited period and to the Department’s person designated to receive notices as specified
in the section 7.0 General Reporting Requirements in the Scope of Work.

All Contractors are subject to the programmatic and fiscal monitoring requirements of each Department
program to ensure accountability of the delivery of all goods and services, as required under the Federal
Single Audit Act. A minimum fiscal requirement for alt Contractors designated as vendors is an annual
financial audit which includes Department Contract numbers and award amounts. The Audit Report,
Management Letter, if issued, and Auditor's Opinion shall be submitted within thirty (30) days after
completion of the audit to the Department’s person designated to receive notices as specified in the
Reports Section in the Scope of Work.

_ As prescribed in OMB Circular A~133, for-profit subrecipients are subject to compliance requirements

established by the Department. Methods to ensure compliance for Federal awards made to for-profit
subrecipients may include pre-award audits, Department monitoring during the Contract, and post-award
audits.

Audits of non-profit corporations receiving Federal or State monies required pursuant to Federal or State
law shall be conducted as provided in 31 U.S.C. Section 7501 et seq. and A.R.S. Section 35-181.03 as
may be amended and any other applicable statutes, rules, regulations and standards.

Availabliity of Funds
The Department may reduce payments or terminate this Contract without further recourse, obligation or

penalty in the event that insufficient funds are appropriated or allocated. The Director of the Department
shall have the sole and unfettered discretion in determining the availability of funds. The Department and
the Contractor may mutually agree to reduce reimbursement to the Contractor when the payment type is
Fixed Price with Price Adjustment by executing a contract amendment.

Availability of Funds for the Current State Fiscal Year

Should the State Legislature enter back into session and reduce the appropriations or for any reason and
these goods or services are not funded, the ADES may take any of the following actions without further
recourse obligation or penalty:

Reduce payments or units authorized;

Accept a decrease in price offered by the Contractor;

Cancel the Contract; or

Cancel the Contract and re-solicit the requirements.

Availabillity of Funds for the Next State Fiscal Year
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Funds may not presently be available for performance under this Contract beyond the current state fiscal
year. No legal liability on the part of the State for any payment may arise under this Contract beyond the
current state fiscal year until funds are made available for performance of this Contract.

Background Checks for Employment through the Central Registry If providing direct services to
children or vulnerable adults, the following shall apply:

The provisions of A.R.S. § 8-804 (as may be amended) are hereby incorporated in its entirety as provisions

of this Contract. .

The Department will conduct Central Registry Background Checks and will use the information contained in

the Central Registry as a factor to determine qualifications for positions that provide direct service to

children or vulnerable adults for:

1. Any person who applies for a contract with this State and that person's employees;

2. All employees of a Confractor, : :

3. A subcontractor of a Contractor and the subcontractor’s employees; and

4, Prospective employees of the Contractor or subcontractor at the request of the prospective employer.

Volunteers who provide direct services to children or vuinerable adults shall have a Central Registry

Background Check which is to be used as a factor to determine qualifications for volunteer positions.

1. A person who Is disqualified because of a Central Registry Background Check may apply to the
Board of Fingerprinting for a Central Registry exception pursuant to A.R.S. § 41-619.57. A person
who is granted a Central Registry exception pursuant to A.R.S. § 41-619.57 is not entitled o a
Contract, employment, licensure, certification or other benefit because the person has been
granted a Central Registry exception. :

2. Before being employed or volunteering in a position that provides direct services to children or
vulnerable adults, persons shall certify on forms that are provided by the Department whether an
allegation of abuse or neglect was made against them and was substantiated. The completed
forms are to be maintained as confidential. .

A person awaiting receipt of the Central Registry Background Check may provide direct services to ADES

clients after completion and submittal of the Direct Service Position certification form if the certification

states:

1. The person is not curently the subject of an invastig'aﬁon of child abuse or neglect in Arizona or
* another state or jurisdiction; and
2. The person has not been the subject of an investigation of child abuse or neglect in Arizona, or

another state or jurisdiction, which resulted in a substantiated finding. The Certification for Direct
Service Position is located at: .
hitps:/fwww.azdes.gov/internetFiles/internetProgrammaticForms/doc/ACY-1287AFORFF .doc.
If the Central Registry Background Check specifies any disqualifying act and the person does not have a
Central Registry exception, the person shall be prohibited from providing direct services to ADES clients.
The Contractor shall maintain the Central Registry Background Check results and any related forms or
documents in a confidential file for five (5) years after termination of the Contract. The Request for Search
of Cenfral Registry for Background Check form is located at: hitps://www.azdes.gov/opac.

Cancellation for Conflict of Interest

Pursuant to AR.S. § 38-511, the State may cancel this Contract within three (3) years after Contract
execution without penalty or further obligation if any person significantly involved in initiating, negotiating,
securing, drafting or creating the Contract on behalf of the State is or becomes at any time while the
Contract or an extension of the Contract is in effect an employee of or a censultant to any other party to this
Contract with respect to the subject matter of the Contract The cancellation shall be effective when the
Contractor receives written notice of the cancellation unless the notice specifies a later time. if the
Contractor is a political subdivision of the State, it may also cancel this Contract as provided in A.R.S.

§ 38-511.

Certification of Cost or Pricing Data
The Contractor certifies that, to the best of the Contractor's knowledge and belief, any cost or pricing data

submitted is accurate, complete and current as of the date submitted or other mutually agreed upon date.
Furthermore, the price to the State shall be adjusted to exclude any significant amounts by which the State
finds the price was increased because the Contractor-furnished cost or pricing data was inaccurate,
incomplete or not current as of the date of submittal. Such adjustment by the State may inciude overhead,
profit or fees.
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Certification Regarding Lobbying - .
The Contractor agrees by submittal of the Certification Regarding Lobbying form, compliance with

" 49 CFR part 20. (Attachment)

Code of Conduct

The Contractor shall avoid any action that might create or result in the appearance of:

Inappropriate use or divulging of information gathered or discovered pursuant to the performance of its
duties under the Contract; '

Acting on behalf of the State without appropriate authorization;

Provided favorable or unfavorable treatment to anyone;

Made a decision on behalf of the State that exceeded its authority, could result in partiality, or have a
political consequence for the State;

Misrepresent or otherwise impeded the efficiency, authority, actions, policies, or adversely affect the
confidence of the public or integrity of the State; or

Loss of impartiality when advising the State.

Competitive Bidding
The Contractor is authorized-to purchase the supplies and equipment itemized in the Contract for utilization

in the delivery of contract services. Contractor shall procure all such supplies and equipment at the lowest
practicable cost and shall purchase all non-expendable items having a useful life of more than one year
and an acquisition cost of $1,000 or more, through generally accepted and reasonable competitive bidding
processes. Any procurement in violation of this provision shall be considered a financial audit exception.

Confidentiality
The Contractor shall observe and abide by all applicable State and federal statutes, rules and regulations

regarding the use or disclosure of information including, but not limited to, information concerning
applicants for and recipients of contract services. To the extent permitted by law, the Contractor shall
release information to the Department and to the Attorney General's Office as required by the terms of this
contract, by law or upon their request.

The Contractor shall comply with the requirements of Arizona Address Confidentiality Program, A.R.S. §41-
161 et. seq. The Arizona Department of Economic Security will advise the Contractor as to applicable
policies and procedures the Arizona Department of Economic Security has adopted for such compliance.

Cooperation _
The Department may undertake or award other contracts for additional work related to the work performed

by the Contractor, and the Confractor shall fully cooperate with such other Contractors and State
employees, and carefully fit its own work to such other Contractors' work. The Contractor shall not commit
or permit any act which will interfere with the performance of work by any other Contractor or by State
employees. The Contractor shall cooperate as the State deems necessary, with the transfer of work,
services, case records and files performed or prepared by the Contractor to other Contractor(s).

Cooperation with the Department's investigation
All contractors, providers, vendors and volunteers are to cooperate fully and truthfully with any ADES

investigation, including but not limited to an Investigation by Division or Internal Affairs. Failure to adhere to
this policy may result in ADES taking whatever actions it deems appropriate, from removal of the subject
and or witness from working with ADES clients up to terminating the contract with ADES.

Data Sharing Agreement
When determined by the Department that sharing of confidential data will occur with the Contractor, the

Contractor shall complete the ADES Data Sharing Request Agreement and submit the completed
Agreement to the ADES Program Designated Staff prior to any work commencing or data shared. A
separate Data Sharing Request Agreement shall be required between the Contractor and each ADES
Program sharing confidential data.

Equipment
If the Contractor is authorized to purchase Equipment, it shall be itemized in the Contract for ufilization in

the delivery of contract services. If Equipment is purchased as authorized by this Contract, the Contractor
shall maintain complete and up-to-date inventory records for all Equipment purchased hereunder.
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Equipment specifically designated within this Contract, to be purchased in whole or part with the
Department funds, shall be reported in accordance with Department inventory policies and procedures. -
The Contractor shall report Equipment purchased with contract funds to the Department within thirty (30)
days of purchase, perform an annual inventory of all equipment purchased with Department funds and
submit the Equipment inventory form to the Depariment person designated to receive notices.

The Department shall retain an equitable interest equal to the purchase price paid, or a fair estimate or
appraisal of current market value, whichever is greater, in all Equipment purchased under this Contract.
The Department shall be included as a co-insured on any insurance policy which covers Equipment
purchased under this Contract.

The Contractor shall not dispose of any Equipment purchased under this Contract without the prior written
consent of the Department during and after the contract term. Such consent, if given, may include direction
as to the means of disposition and the utilization of proceeds, including any necessary adjustments to the
coniract,

Upon termination of this Contract, any Equipment purchased under this Contract shall be disposed of as
directed by the Department and, if sold, the Department shall be compensated in the amount of its
equitable interest

Under a fixed price contract, Sections 20.1 through 20.4 do not apply unless specifically required by federal
or state law.

Evaluation

The Department may evaluate, and the Contractor shall cooperate in the evaluation of, contract services.
Evaluation may assess the quality and impact of contract services, either in isolation or in comparison with
other similar services, and assess the Contractor's progress and/or success in achieving the goals,
objectives and deliverables set forth in this Contract.

As requested by the Depariment, the Contractor shall participate in third parfy evaluations relative to
contract impact in support of Depariment goals.

E-Verify Requirements
In accordance with ARS §41-4401 as may be amended, Contractor warrants compliance with all Federal

immigration laws and regulations reating to employees and warrants its compliance with Section A.R.S.

§ 23-214, Subsection A as may be amended. (That subsection reads; “After December 31, 2007, every
employer, after hiring an employee, shall verify the employment eligibility of the employee through the E-
Verify program.”) ’

A breach of a warrant regarding compliance with inmigration laws and regutations shall be deemed a
material breach of the contract and the Contractor may be subject to penalties up to and including
termination of the Contract.

Failure to comply with a State audit process to randomly verify the employment records of Contractors and
subcontractors shall be deemed a material breach of the contract and the Contractor may be subject to
penalties up to and including termination of the contract.

The Department retains the legal right to inspect the papers of any employee who works on the Gontract to
ensure that the Contractor or subcontractor is complying with the warranty under paragraph 22.2.

Fair Hearings and Service Reciplents’ Grievances
The Contractor shall advise all applicants for and recipients of contract services of their right, at any time

and for any reason, to present to the Contractor and to the Department any grievances arising from the
delivery of contract services, including, but not limited to, ineligibility determination, reduction of services,
suspension or termination of services, or quality of services. The Department may assert its jurisdiction to
hear the grievance or refer the matter to the appropriate authority.

The Contractor, whenever authorized by law, shall maintain a formal system acceptable to and approved
by the Department for reviewing and adjudicating grievances by service recipients or subcontractors arising
from this contract. '

Federal Immigration and Natlonality Act
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 flow down this requirement to all subcontractors utilized during the term of the contract.
The State shall retain the right to perform random audits of Contractor and subcontractor records or to
inspect papers of any employee thereof to ensure compliance. The Contractor shall obtain statements
from its subcontractors certifying compliance and shall furnish the statements fo the ADES upon request.
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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.
1-9 forms are available for download at USCIS.GOV. ’

242 The State may request verification of compliance for any Contractor or subcontractor performing work
under the Contract Should the State determine that the Contractor or any subcontractors be found
noncompliant, the State may pursue 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.

250 FeesandP m Income
25.1  Unless specifically authorized in the Contract, the Coritractor shall impose no fees or charges of any kind

upon recipients for contract services. :

26.0 Fingerprinting
26.1 Contractor shall comply with, and shalil ensure that all of Contractor’s employees, independent contractors,

subcontractors, volunteers and other agents comply with, all applicable (current and future) legal
requirements relating to fingerprinting, fingerprint clearance cards, certifications regarding pending or past
criminal matters, and criminal records checks that relate to contract performance.

26.2 Applicable legal requirements relating to fingerprinting, certification, and criminal background checks may
include, but are not limited, to the following: A.R.S. §§ 36-594.01, 36-3008, 41-1964, and 46-141. All
applicable legal requirements relating to fingerprinting, fingerprint clearance cards, certifications regarding
pending or past criminal matters, and criminal records checks are hereby incorporated in their entirety as
provisions of this Contract. The Contractor is responsible for knowing which legal requirements relating to
fingerprinting, fingerprint clearance cards, certifications regarding pending or past criminal matters, and
criminal records checks relate to contract performance.

26.3 Tothe extent A.R.S. § 46-141 is applicable to contract performance or the services provided under this
Contract, the following provisions apply:

26.3.1 Personnel who are employed by the Contractor, whether paid or not, and who are required or allowed to
provide services directly to juveniles or vulnerable adults shall have a valid fingerprint clearance card or
shall apply for a fingerprint clearance card within seven working days of employment.

26.3.2 Except as provided in A.R.S. § 46-141, this Contract may be cancelled or terminated immediately if a
person employed by the Contractor and who has contact with juveniles certifies pursuant to the provisions
of A.R.S. § 46-141 (as may be amended) that the person is awaiting trial or has been convicted of any of
the offenses listed therein in this State, or of acts committed in another state that would be offenses in this
State, or if the person does not possess or is denied issuance of a valid fingerprint clearance card.

264 Federally recognized Indian tribes will submit and the Department of Economic Security shall accept
certifications that state that no personnel who are employed or who will be employed during the contract
term have been convicted of, have admitted committing or are awaiting trial on any offense as described in
AR.S. § 36-594.01 (as may be amended).

27.0 Force Majeure
27.1  Except for payment of sums due, neither party shall be liable to the other nor deemed in default under this

Contract if and to the extent that such party's performance of this Contract is prevented by reason of force
majeure. The term “orce majeure” means an occurrence that is beyond the contro! of the party affected
and occurs without its fault or negligence. Without limiting the foregoing, force majeure includes acts of
God; acts of the public enemy; war; riots; strikes; mobilization; labor disputes; civil disorders; fire; flood,
lockouts; injunctions-intervention-acts; or failures or refusals to act by government authority; and other
similar occurrences beyond the control of the party declaring force majeure which such party is unable to
prevent by exercising reasenable diligence.

27.2  Force Majeure shall not include the following occurrences:

27.2.1 Late delivery of equipment or materials caused by congestion at a manufacturer’s plant or elsewhere, or an
oversold condition of the market;

27.2.2 Late performance by a subconfractor unless the delay arises out of a force majeure occurrence in
accordance with this force majeure term and condition; or

27.2.3 Inability of either the Contractor or any subcontractor to acquire or maintain any required insurance, bonds,
licenses or permits.

27.3 If either party is delayed at any time in the progress of the work by force majeure, the delayed party shail
notify the other party in writing of such delay, as scon as is practicable and no later than the following
working day, of the commencement thereof and shall specify the causes of such delay in such notice.
Such notice shall be delivered or mailed certified-retum receipt and shall make a specific reference to this
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274

28.0
28.1

29.0
29.1
29.11

article, thereby invoking its provisions. The delayed party shall cause such delay fo cease as soon as
practicable and shall notify the other party in writing when it has done so. The time of completion shall be
extended by Contract Amendment for a period of time equal to the time that results or effects of such delay
prevent the delayed party from perfonming in accordance with this Confract.

Any delay or failure in performance by either party hereto shall not constitute defauit hereunder or give rise
to any claim for damages or loss of anticipated profits if, and to the extent that such delay or failure is
caused by force majeure. :

Inclusive Contractor .

Contractor is encouraged to make every effort to utilize subcontractors that are small, women-owned
and/or minority owned business enterprises. This could include subcontractors for a percentage of the
administrative or direct service being proposed. Contractor who is committing a portion of its work to such
subcontractors shall do so by identifying the type of service and work to be performed by providing detail
conceming the Contractor’s utilization of small, women-owned and/or minority business enterprises.
Emphasis should be placed on specific areas that are subcontracted and percentage of contract utilization
and how this effort will be administered and managed, including reporting requirements.

Indemnification

Indemnification for Contractor:

Contractor/Vendor Indemnification (Not Public Agency) The parties to this Contract agree that the State of
Arizona, its departments, agencies, boards and commissions shall be indemnified and held harmiess by
the Contractor for the vicarious liability of the State as a result of entering into this Contract. However, the
parties further agree that the State of Arizona, its departments, agencies, boards and commissions shall be
responsible for its own negligence. Each party to this Contract is responsible for its own negligence.

29.1.2 Public Agency Language Only Each Party (as "Indemnitor”) agrees to indemnify, defend, and hold

harmiless the other party (as “Indemnitee”) 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.

20.1.3 Indemnification - Patent and Copyright The Contractor shall indemnify and hold harmless the State against

20.2
20.2.1

29.3
29.3.1

any liability, including costs and expenses, for infringement of any patent, trademark or copyright arising
out of contract performance or use by the State of materials fumished or work performed under this
Contract. The State shall reasonably notify the Contractor of any claim for which it may be liable under this
paragraph. If the Contractor is insured pursuant to A.R.S. § 41-621 and § 35-154, this section shall not
apply.

indemnification Clause: ‘ :
The parties to this Contract agree that the State of Arizona and the Department of Economic Security shall
be indemnified and held harmless by Contractor for the vicarious liability of the State as a resuif of entering
into this Contract. However, the parties further agree that the State of Arizona and the Department of
Economic Security shall be responsible for their own negligence. Each party fo this Contract is responsible
for its own negligence.

This indemnity shall not apply if the Contractor or sub-contractor(s) is/are an agency, board, commission or
university of the State of Arizona.

Indemnification for Subcontractor:

In addition, the Contractor 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 claim processing, investigation and
litigation) (hereinafter referred to as “Claims”) for bodily injury or personal injury (including death), or loss or
damage to tangible or intangible property caused, or alleged to be caused, in whole or in part, by the
negligent or willful acts or omissions of the 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. Itis 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
and against any and all claims. Itis agreed that such Contractor will be responsible for primary loss
investigation, defense and judgment costs where this indemnification is applicable.
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30.0

30.2

Insurance Requirements
Contractor and subcontractors shall procure and maintain until all of their obligations have been

discharged, including any warranty periods under this Contract, are satisfied, insurance against claims for
injury to persons or damage to property which may arise from or in connection with the performance of the
work hereunder by the Contractor, his agents, representatives, employees or subcontractors.

The insurance requirements herein are minimum requirements for this Contract and in no way limit the
indemnity covenants contained in this Contract. The State of Arizona in no way warrants that the minimum
limits contained herein are sufficient to protect the Contractor front liabilities that might arise out of the
performance of the work under this Contract by the Contractor, its agents, representatives, employees or
subcontractors, and Contractor is free to purchase additional insurance.

A Minimum Scope And Limits Of Insurance: Contractor shall provide coverage with limits of
liability not less than those stated below.

1.

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

e General Aggregate $2,000,000
e Products — Completed Operations Aggregate $1,000,000
e Personal and Advertising Injury $1,000,000
« Blanket Contractual Liability — Written and Oral $1,000,000
* Fire Legal Liability $ 50,000
e Each Occurrence $1,000,000

o

The policy shall be endorsed to include coverage for sexual abuse
and molestation.

b. The policy shall be endorsed to include the following additional insured
language: “The State of Arizona and the Department of Economic
Security shall be named as additional insureds with respect to
liabliity arising out of the activities performed by or on behalf of the
Contractor”.

c. 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.

This requirement may be satisfied with a policy combining General and
Professional Liability, provided that the General Liability section of the policy
is written on an occurrence basis, and includes coverage for contractual
liability.

Business 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 and the Arizona Department of
Economic Security shall be named as additional insureds with
respect to liability arising out of the actlvities performed by or on
behalf of the Contractor, involving automobiles owned, leased,
hired or borrowed by 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. ‘

c. This paragraph, Business Automobile Liability, shall not be applicable
in the event Contractor (or its Subcontractors) does not utilize a vehicle
in any manner in the performance of this Contract or if the utilization is
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used only for commuting purposes. In the event Contractor (or its
Subcontractors) subsequently utilizes the vehicle in the performance of
the Contract or utilizes it for other than commuting purposes, this
paragraph, Business Automobile Liabllity, shall be fully applicable,
effective the date the utilization is changed.

3. Worker's Compensation and Employers’ Liability

e Workers' Compensation Statutory

e Employers' Liability '
e Each Accident $ 500,000
s 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.S. 23-801, AND when such Contractor
or subcontractor executes the appropriate waiver (Sole
Proprietor/independent Contractor) form.

4. Professional Liabllity (Errors and Omissions Liabllity)
Each Claim $1,000,000
Annual Aggregate $2,000,000

a. Inthe event that the professional liability insurance required by this
Contract is written on a claims-made basis, Contractor warrants that
any retroactive date under the policy shall precede the effective date of
this Contract; and that either continuous coverage will be maintained or
an extended discovery period will be exercised for a period of two (2)
years beginning at the time work under this Contract is completed.

b. The policy shall cover professional misconduct or lack of ordinary skill
for those positions defined in the Scope of Work of this Contract.

Additional Insurance Requirements: The policies shall include, or be endorsed to

include, the following provisions: The State of Arizona and the Arizona Department of

Economic Security, wherever additional insured status Is required such additional

insured shall be covered to the full limits of liability purchased by the Contractor, even

if those limits of liability are in excess of those required by this Contract.

1. The Contractor's insurance coverage shall be primary insurance with respect to all other
available sources.

2. Coverage provided by the Contractor shall not be limited to the liability assumed under
the indemnification provisions of this Contract.

Notice Of Cancellation: Each insurance policy required by the insurance-provisions of this
Contract shall provide the required coverage and shall not be suspended, voided, canceled, or
reduced in coverage or in limits except after thirty (30) days prior written notice has been given to
the State of Arizona. Such notice shall be sent directly to the Arizona Department of Economic
Security, Office of Procurement, 1789 W. Jefferson St. Site Code 805Z, Phoenix, AZ 85007
unless the Scope of Work Reporting Requirements specifies otherwise and shall be sent by
certified mall, retum receipt requested.

Acceptability Of Insurers: Insurance is to be placed with duly licensed or approved non-admitted
insurers in the state of Arizona with an “A.M. Best” rating of not less than A-VIi. The State of
Arizona In no way warrants that the above-required minimum insurer rating is sufficient to protect
the Contractor from potential insurer insolvency. I

If the Contractor uilizes the Social Service Contractors Indemnity Pool (SSCIP) or other approved
insurance pool for insurance coverage, SSCIP or the other approved insurance pool is exempt
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from the A.M. Best's rating requirements listed in this Contract. If the Contractor or subcontractor
chooses to use SSCIP, AMRRP, or another approved insurance pool as its insurance provider, the
Contract/subcontract would be considered as meeting the insurance requirements relating to the
A.M. Best rating requirements.

Contractors or subcontractors submitting Certificates of Insurance identifying SSCIP, AMRRP, or
another approved insurance pool will be considered as meeting the insurance requirements
including those related to sexual abuse and molestation.

Verification Of Coverage: Contractor shall furnish the State of Arizona with certificates of
insurance (ACORD form or equivalent approved by the State of Arizona) as required by this
Contract. The certificates for each insurance policy are to be signed by a person authorized by that
insurer to bind coverage on its behalf.

Al certificates and endorsements are to be received and approved by the State of Arizona before
work commences. Each insurance policy required by this Contract must be in effect at or prior to
commencement of work under this Contract and remain in effect for the duration of the project.
Failure to maintain the insurance policies as required by this Contract, or to provide evidence of
renewal, is a material breach of contract.

Al certificates required by this Contract shall be sent directly to Arizona Department of Economic
Security, Office of Procurement, 1789 W. Jefferson St. Site Code 8052, Phoenix, AZ 85007
unless the Scope of Work Reporting Requirements specifies otherwise. The State of Arizona
contract number and contract description shall be noted or referenced on the certificate of
insurance. The State of Arizona reserves the right to require complete, certified copies of all
insurance policies required by this Contract at any time. DO NOT SEND CERTIFICATES OF
INSURANCE TO THE STATE OF ARIZONA'S RISK MANAGEMENT SECTION.

Subcontractors: Contractors’ certificate(s) shall include all subcontractors as insureds under its
policies or Contractor shall furnish to the State of Arizona separate certificates and endorsements
for each subcontractor. All coverages for subcontractors shall be subject to the minimum
requirements identified above.

Approval: Any modification or variation from the insurance requirements in this Contract shall be
made by the contracting agency in consultation with the Department of Administration, Risk
Management Division, Such action will not require a formal contract amendment, but may be
made by administrative action.

Exceptions: In the event the Contractor or sub-contractor(s) is/are a public entity, then the
insurance Requirements shall not apply. Such public entity shall provide a Certificate of Self-
Insurance. If the contractor or sub-contractor(s) is/are a State of Arizona agency, board,
commission, or university, none of the above shall apply.

in the event that Contractor determines that it may not be able to comply fully with the insurance
requiremnents set forth above in Section 30.0 of these Terms and Conditions, the Contractor may
request that the insurance requirements be modified pursuant to paragraph 30.2(G), provided that
such request be delivered in writing to ADES at least ten days prior to the solicitation due date or, if
not a solicitation, prior to contract execution. Contractor shall include with such request
Contractor’s justification for the modification with supporting documentation.

As provided in paragraph 30.2(G), the Department of Administration, Risk Management Section,
shall decide whether such modification may be permitted. If the Department of Administration, Risk
Management, decides to grant permission, the ADES Chief Procurement Officer shall then decide
whether to approve the modification.

Modifications that are approved will be done so on a case-by-case basis and shall not affect the
insurance requirements of other Contractors for whom modifications have not been approved. If a
Contractor’s request has not been approved or a Contractor fails o deliver its request prior to the
applicable deadline, then the Contractor shall be required to comply fully with the insurance
requirements set forth in paragraph 30.0 above.
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32.6

33.0
33.1

34.0
34.1
34.2

34.3
34.4

34.5

IT 508 Compliance ‘ .
Unless specifically authorized in the Agreement, any electronic or information technology offered to the

State of Arizona under this agreement shall comply with AR.S. § 41-35631 and § 3532 as may be
amended, and Section 508 of the Rehabilitation Act of 1973, which requires that employees and members

- of the public shall have access to and use of information technology that is comparable to the access and

use by employees and members of the public who are not individuals with disabilities.

Levels of Service

If the Contractor determines service recipient eligibility, the Contractor shall maintain and regulate services
set forth in this Contract to ensure continuity and availability of services to eligible persons during the term
of this Contract and during any transition to a subsequent Contractor.

The Department makes no guarantee to purchase specific quantities of goods or services, or to refer
eligible persons as may be identified or specified herein. Further, it is understood and agreed that this
Contract Is for the sole convenience of the Department and that the Department reserves the right to obtain
like goods or services from other sources when such need is determined necessary by the Department.
Any administration within the Department may obtain services under this Contract.

Contract services may be moved or expanded to other site locations within the gecgraphic area awarded
only by a written contract amendment.

The Department makes no guarantee to purchase all of the service units authorized or fo provide any
number of referrals. If quantities of units are specified, they are estimates only and the Department may
decrease and/or increase them by providing written notice to the Contractor.

When the method of compensation for the service is Fixed Price with Price Adjustment, the contract may
be amended, by mutual agreement, to purchase additional services by increasing the contract service
budget and/or budget summary.

Monitoring
The Department may monitor the Contractor and/or subcontractor and they shall cooperate in the
monitoring of services delivered, facilities and records maintained and fiscal practices.

Non-Discrimination

The Contractor shall comply with State Executive Order No, 2009-09 and all other applicable Federal and
State laws, rules and regulations, including the Americans with Disabilities Act.

Unless exempt under Federal law the Contractor shall comply with Title Vil of the Civil Rights Act of 1964
as amended. Contractor shall comply with the Age Discrimination in Employment Act. The Contractor
shall comply with 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.
The Contractor shall comply with the requirements of the Fair Labor Standards Act of 1938, as amended.
If Contractor is an Indian Tribal Government, Contractor shali comply with the Indian Civil Rights Act of
1988. It shall be permissible for an Indian Tribal Contractor to engage in Indian preference in hiring.

The Contractor shall comply with Title VI of the Civil Rights Act of 1964, which prohibits the denial of
benefits of or participation in contract services on the basis of race, color, or national origin. The Confractor
shall comply with the requirements of Section 504 of the Rehabilitation Act of 1973, as amended, which
prohibits discrimination on the basis of handicap, in delivering contract services; and with Title Il of the
Americans with Disabilities Act, and the Arizona Disability Act, which prohibit discrimination on the basis of
physical or mental disabilities in the provision of contract programs, services and activities.

The following shall be included in all publications, forms, fiyers, etc. that are distributed to recipients of
contract services:

“Under Titles VI and VI of the Civil Rights Act of 1964 (Title VI and Vil) and the Americans with Disabilities
Act of 1880 (ADA) Section 504 of the Rehabilitation Act of 1973 and the Age Discrimination Act of 1975,
insert Contractor name here) prohibits discrimination in admissions, programs, services, activities or
employment based on race, color, refigion, sex, national origin, age, and disability. The (insert Contractor
name hers) must make a reasonable accommodation to allow a person with a disability to take partina
program, service, or activity. Auxiliary aids and services are available upon request to individuals with
disabilities. For example, this means that if necessary, the (Insert Contractor name here) must provide
sign language interpreters for people who are deaf, a wheelchair accessible location, or enlarged print
materials. It also means that the (insert Contractor name here) will take any other reasonable action that
allows you to take part in and understand a program or activity, including making reasonable changes to an
activity. If you believe that you will not be able to understand or take part in a program or activity because
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of your disability, please let us know of your disability needs in advance if at all possible. To request this
document in altemative format or for further information about this policy please contact: (insert Contractor

. contact person and phone number here)’ Para obtener este documento en otro formato u obtener

informaci6n adiclonal sobre esta politica, (insert Contractor contact person and phone number here)’

No Parole Evidence

Contract is intended by the parties as a final and complete expression of their agreement. No course of
prior dealings between the parties and no usage of the trade shall supplement or explain any terms used in
this document and no other understanding either oral or in writing shall be binding.

No Waiver :

Either party's fallure to insist on strict performance of any term or condition of the Contract shall not be
deemed a waiver of that term or condition even if the party accepting or acquiescing in the nonconforming
performance knows of the nature of the performance and fails to object to it

Notices

All notices to the Contractor regarding this Contract shall be sent to the address indicated in Attachment 9.

All notices to the ADES regarding this contract shall be sent to the address indicated in section 4.0 Notices

in the Scope of Work.

All notices shall reference the Contract number. ,

The Contractor shall give written notice to the Department of changes to the following, and a written

amendment to the Contract shall not be necessary:

1. Change of telephone number,

2. Changes in the name and/or address of the person to whom notices are to be sent;

3. Changes in contract-related personnel positions of the Contractor which do not affect staffing ratios,
staff qualifications or specific individuals required under this Contract.

in a fixed price with price adjustment contract, a written amendment shall not be necessary to shift costs

among budget categories. The Contractor shall give written notice to the Department that includes

justification for the change and may receive written approval by the Department. Any such increase must

be offset by an equal value decrease in any budget category or categories.

Offshore Performance Of Work Prohibited

Due to security and identity protection concemns, direct services under this Contract shall be performed
within the borders of the United States. Any services that are described in the specifications or scope of
work that directly serve the State of Arizona or its clients and may involve access to secure or sensitive
data or personal client data or development or modification of software for the State shall be performed
within the borders of the United States. Unless specifically stated otherwise in the specifications, this
definition does not apply to indirect or ‘overhead' services, redundant back-up services or services that are
incidental to the performance of the Contract. This provision applies fo work performed by subcontractors
at all tiers.

Order of Precedence
In the event of a conflict in the provisions of the Contract, as accepted by the State and as they may be
amended, the following shall prevail In the order set forth below:

1. Terms and Conditions;

2. Scope of Work;

3. Attachments;

4. Exhibits; and '

5. Documents referenced or included in the Request for Application.

Ownership of Intellectual Property
Any and all intellectual property, including but not limited to copyright, invention, trademark, tradename,

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 the
State, 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 documnent(s)
necessary to assure ownership of the Intellectual Property vests in the State and shall take no affirmative
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- actions that might have the effect of vesting all or part of the Intellectual Property in any entity other than

the State. The Intellectual Property shall not be disclosed by Contractor or its subcontractor(s) to any entity
not the State without the express written authorization of the agency, department, division, board or
commission of the State of Arizona requesting the issuance of this Contract.

Inteflectual Property developed by the Contractor that is already in the public domain is exempt from this
requirement.

Pandemic Contractual Performance
The State shall require a written plan that illustrates how the Contractor shall perform up to contractual

standards in the event of a pandemic. The State may require a copy of the plan at anytime prior or post

award of a Contract. Ata minimum, the pandemic performance plan shall include:

1. Key succession and performance planning if there Is a sudden significant decrease in Contractor’s
workforce.

2. Altemative methods to ensure there are services or preducts in the supply chain.

3. An up to date list of company contacts and organizational chart.

In the event of a pandemic, as declared by the Governor of Arizona, U.S. Government or the World Health

Organization, which makes performance of any term under this Contract impossible or impracticable, the

State shall have the following rights:

1. After the official declaration of a pandemic, the State may temporally void the Contracl(s) in whole or
specific sections if the Contractor cannot perform to the standards agreed upon in the initial terms.

2. The State shall not incur any liability if a pandemic Is declared and emergency procurements are
authorized by the Director of the Arizona Department of Administration per A.R.S. § 41-2537 as may be
amended of the Arizona Procurement Code.

3. Once the pandemic is officially declared over and/or the Contractor can demonstrate the ability to
perform, the State, at its sole discretion may reinstate the temporarily voided Contraci(s).

Payments
Reimbursement to the Contractor shall be in accordance with actual allowable costs incurred consistent

with each service budget and/or budget summary not to exceed the service reimbursement ceiling. The
Contractor shall fumish the Department with an accounting of actual costs incurred consistent with the
categories set forth in the service budget(s). Budget categories, to include cost items in a category, may
be deleted, added, or modified by a contract amendment as specified in section 37.0 Notices of these
Terms and Conditions. Any change to the service reimbursement ceiling shall be reflected in a contract
amendment. :
The Contractor shall report to the Department in the manner prescribed in section 7.0 Reporting j
Requirements in the Scope of Work. Upon receipt of applicable, accurate and complete reports, the i
Department will authorize payment or reimbursement in accordance with the type of payment indicated by
this Contract. )

If the Contractor is in any manner in default in the performance of any obligation under this Contract, or if
audit exceptions are identified, the Department may, at its option and in addition to other available
remedies, either offset the amount of payment or withhold payment up to the amount in dispute or default. !
Under no circumstances shall the Department make payment to the Contractor that exceeds the units i
authorized or contract/service reimbursement ceilings indicated in the Service Budget(s), as may be
amended.

Under no circumstances shall the Department make payment to the Contractor for services performed after
the term of the Contract without timely extension or renewal of the Contract. :
The Contractor may offer a price reduction adjustment at any time during the term of the Contract. Any !
price reduction shall be executed by a contract amendment.

Payments shall comply with the requirements of A.R.S. Titles 35 and 41, Net 30 days. Upon receipt and
acceptance of goods or services, the Contractor shall submit a complete and accurate invoice for payment
from the State within thirty (30) days.

The Contractor shall be responsible for paying all applicable taxes.

The State of Arizona is subject to all applicable state and local transaction privilege taxes. Transaction
privilege taxes apply to the sale and are the responsibility of the seller to remit. Failure to collect such
taxes from the buyer does not relieve the seller from its obligation to remit taxes.

Contractor and all subcontractors shall pay all Federal, state and local taxes applicable to its operation and
any persons employed by the Contractor. Contractor shall, and require all subcontractors to hold the State
harmless from any responsibility for taxes, damages and interest, if applicable, contributions required under
Federal, and/or state and local laws and regulations and any cther costs including transaction privilege
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taxes, unemployment compensation insurance, Social Security and Worker's Compensation.
In order to receive payment the Contractor shall have a current L.R.S. W9 Form on file with the State o
Arizona, unless not required by law. - . .

Payment Recoupment )
The Contractor shall reimburse the Department upon demand or the Department may deduct from future

payments the following:

Any amounts received by the Contractor from the Department for contract services which have been
inaccurately reported or are found to be unsubstantiated,

Any amounts paid by the Contractor o a subcontractor not authorized in writing by the Department;

Any amount or benefit paid directly or indirectly to an individual or organization not in accordance with the
*Substantial Interest Disclosure” section of these Terms and Conditions;

Any amounts paid by the Department for services which duplicate services covered or reimbursed by other
specific grants, contracts, or payments;

Any amounts expended for items or purposes determined unallowable by the Department when this
Contract provides for the reimbursement of costs, see the “Unallowable Costs” section of this Contract;
Any amounts paid by the Department for which the Contractor’s books, records, and other documents are
not sufficient to clearly substantiate that those amounts were used by the Contractor to perform contract
services;

Any amounts received by the Contractor from the Department which are identified as a financial audit
exception;

Any amounts paid or reimbursed in excess of the Contract or service reimbursement ceiling;

Any amounts paid to the Contractor which are subsequently determined to be defective pursuant to the
“Certification of Cost or Pricing Data’ section of these Terms and Conditions.

43.1.10 Any payments made for services rendered after the Contract termination date.

44.0
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48.2.4
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Personnel
The Contractor's personnel shall satisfy all qualifications, camy out all duties, and work the hours as set
forth in this Contract.

Predecessor and Successor Contracts
The execution or termination of this Contract shall not be considered a walver by the Department of any
rights it may have for damages suffered through a breach of this or a prior Contract with the Contractor.

Professional Standards

The Contractor shall deliver contract services in a humane and respectful manner and in accordance with
any and all applicable professional accreditation standards. Levels of staff qualifications, professionalism,
and numbers of staff and individuals identified by name must be maintained as presented in the Contract.

Reserve

Records

Under AR.S. § 35-214 and § 35-215 as may be amended, the Contractor shall retain and shall
contractually require each subcontractor to retain all data and other “records” relating to the acquisition and
performance of the Contract for a period of five years after the completion of the Contract. All records shall
be subject to inspection and audit by the State at reasonable times. Upon request, the Contractor shall
produce a legible copy of any or all such records.

Contract service records will be maintained in accordance with this Contract. Records shall, as applicable,
meet the following standards:

Adequately identify the service provided and each service recipient's application for Contract and
subcontract activities;

Include personnel records which contain applications for employment, job titles and descriptions, hire and
termination dates, a copy of the fingerprint clearance card, wage rates, and effective dates of personnel!
actions affecting any of these items;

Include time and attendance records for individual empioyees to support all salaries and wages paid,
Include records of the source of ail receipts and the deposit of all funds received by the Contractor;

Include original copies of invoices, statements, sales tickets, billings for services, deposit slips, etc., and a
cash disbursement journal and cancelled checks to reflect all disbursements applicable to the Contract;
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include a complete general ledger with accounts for the collection of all costs and/or fees applicable to the
Contract; and, . . . : -

Include copies of lease/rental agreements, mortgages and/or any other agreements that in any way may
affect contract expenditures.

Any such records not maintained shall mandate an audit exception in the amount of the inadequately
documented expenditures.

Contractor shall preserve and make avaitable all records for a period of five (5) years from the date of final
payment under this Contract except as may be provided in section 57.0 of these Terms and Conditions or if
subject to Health Insurance Portability & Accountability Act which is six (6) years from the date of final
payment.

If this Contract is completely or partially terminated, the records relating to the work terminated shall be
preserved and made available for a period of five years from the date of any such termination.

Records which related to disputes, litigation or the settiement of claims arising out of the performance of
this Contract, or costs and expenses of this Contract to which exception has been taken by the state, shall
be retained by the Contractor until such disputes, litigations, claims or exceptions have been disposed of.

Relationship of Parties ;
The Contractor under this Contract is an independent Contractor. Neither party to this Contract shall be :

deemed fo be the employee or agent of the other party to the Contract.

In the event that the Contracior or its personnel is sued or prosecuted for conduct arising from this
Contract, the Contractor or their personnel will not be represented by the Department of the Attormey
General.

Taxes or Social Security payments will not be withheld from a State payment issued hereunder and the
Contractor shall make arrangements to directly pay such expenses, if any.

Reporting Requirements
See section 7.0 Reporting Requirements in the Scope of Work.
Contractor shall submit programmatic and financial reports to the Department no later than the 25th day :
following the end of each month or the end of each other applicable reporting pericd during the term of the

Contract, unless otherwise provided in this Contract. Contractor shall submit final program and fiscal

reports no later than the 60th day following termination of the Contract. The final fiscal report for the

contract term shall include all adjustments to prior financial reports submitted for the cantract term. Failure

to submit the final program and fiscal report within the above time period may result, at the option of the

Department, in forfeiture of final payment.

All reports shall reference the contract number and be submitted fo the person designated by th

Department. .

Responsibility for Payments Indemnification
The Contractor shall be responsible for issuing payment for services performed by the Contractor’s

employees, subcontractors, suppliers, or any other third party incurred in the furtherance of the
performance or the arising out of the Contract and will indemnify and save the Depariment harmless for all
claims whatsoever out of the lawful demands of such parties. The Contractor shall, at the Department's
request, furnish satisfactory evidence that all obligations of the nature hereinabove designated have been
pald, discharged or waived.

Right of Offset '

The State shall be entitled to offset against any sums due the Contractor, any expenses or costs incurred
by the State, or damages assessed by the State conceming the Contractor's non-conforming performance
or failure to perform the Contract, including expenses, costs and damages.

Severability

The provisions of this Contract are severable. Any term or condition deemed ilegal or invalid shall not
affect any other term or condition of the Contract.

State's Confractual Remedies ’

Right to Assurance. If the State in good faith has reason to believe that the Contractor does not intend to,
or is unable to perform or continue performing under this Contract, the Procurement Officer may demand in
writing that the Contractor give a written assurance of intent to perform. Failure by the Contractor to
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provide written assurance within the number of Days specified in the demand may, at the State’s option, be
the basis for terminating the Contract under the Terms and Conditions or other rights and remedies
available by law or provided by the Contract. .

For designated agencies, termination shall comply with Community Services Block Grant legislation.

Stop Work Order. The State may, at any time, by written order to the Contracter, require the Contractor to
stop all or any part, of the work called for by this Contract for period(s) of days indicated by the State after
the order is delivered to the Contractor. The order shall be specifically identified as a stop work order
issued under this clause. Upon receipt of the order, the Contractor shall immediately comply with its terms
and take ali reasonable steps to minimize the incurrence of costs allocable to the work covered by the
order during the period of work stoppage.

If a stop work order issued under this clause is canceled or the period of the order or any extension
expires, the Contractor shall resume work. The Procurement Officer shall make an equitable adjustment in
the delivery schedule or contract price, or both, and the Contract shall be amended in writing accordingly.
Non-exclusive Remedies. The rights and the remedies of the State under this Contract are not exclusive.
Nonconforming Tender. Materials or services supplied under this Contract shall fully comply with the
Contract. The delivery of materials or services or a portion of the materials or services that do not fully
comply constitutes a breach of contract. On delivery of nonconforming materials or services, the State may
terminate the Contract for default under applicable termination clauses in the Contract, exercise any of its
rights and remedies under the Uniform Commercial Code, or pursue any other right or remedy available to
it

Subcontracts

The Contractor shall not enter into any Subcontract under this Contract for the performance of this Contract

without the advance written approval of ADES. The Contractor shall clearly list any proposed

subcontractors and the subcontractor's proposed responsibilities. The Subcontract shall incorporate by

reference the terms and conditions of this Contract.

Prior to adding a subcontractor to the Contract, the Contractor shall submit a formal, written request to the

Procurement Officer. The request shall:

Be on the Contractors company letterhead;

Be signed by an authorized representative of the Contractor; and

Contain the following information:

1. The subcontractor's name, address, phone number, e-mail and primary point of contact;

2. The certifications required of the subcontractor (if any);

3. The subcontractor's small business status (if applicable);

4. The type of goods and/or services to be provided by the subcontractor;

5. The amount of time or effort (as a percent of total contract performance) that the subcontractor will
perform in relation to total performance of the contract's requirements; and

6. A description of the quality assurance measures that the Contractor shall use to monitor the
subcontractor's performance.

The State reserves the right to request additional information deemed necessary about any proposed

subcontractor. :

The Contractor shall provide copies of each contract with a subcontractor relating to the provision of

contract services to the Department upon five (5) calendar days of the request.

Substantlal interest Disclosure

Contractor shall not make any payments, either directly or indirectly, to any person, partnership,
corporation, trust, or any other organization which has a substantial interest in Contractor's organization or
with which Contractor (or one of its directors, officers, owners, frust certificate holders or a relative thereof)
has a substantial interest, uniess Contractor has made a full written disclosure of the proposed payments,
including amounts, to the Department.

Leases or rental agreements or purchase of real property which would be covered by Section 55.1 shall be
in writing and accompanied by an independent commercial appraisal of fair market rental, lease, or
purchase value, as appropriate.

For the purpose of this Section, "relative” shall have the same meaning as in A.R.S. §38-502 as may be
amended.

Supporting Documents and Information
In addition to any documents, reports or information required by any other section of this Contract,

Contractor shall furnish the Department with any further documents and information deemed necessary by
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the Department. Upon receipt of a request for information from ADES, the Contractor shall provide
complete and accurate inform_ation no later than fifteen (15) days after the receipt of the request.

Suspension or Debarment -
The State may, by written notice to the Contractor, immediately terminate this Contract if the State

determines that the Contractor has been debamred, suspended or otherwise lawfully prohibited from
participating in any public procurement activity, including but not limited to, being disapproved as a
subcontractor of any public procurement unit or other governmental body. If the Contractor becomes
suspended or debarred, the Contractor shall inmediately notify the State.

The Contractor shall submit the Certification Regarding Debarment, Suspension and Voluntary Exclusion
Lower Tier Covered Transactions form Attachment 3. :

Technical istance

The Department will provide technical assistance to the Contractor in the administration of contract
services, or relating to the terms and conditions, policies and procedures goveming this Contract.
Notwithstanding the foregoing, the Contractor shall not be relieved of full responsibility and accountability
for the provision of contract services in accordance with the terms and conditions set forth herein.

Termination

This agreement may be terminated by mutual agreement of the parties at any time during the term of this
agreement.

Cancellation for Conflict of Interest Pursuantto A.R.S. § 38-511 as may be amended, the State may
cancel this Contract within three (3) years after Contract execution without penalty or further obligation if
any person significantly involved in initiating, negotiating, securing, drafting or creating the Contract on
behalf of the State is or becomes at any time while the Contract or an extension of the Contract is in effect
an employee of or a consultant to any other party to this Contract with respect to the subject matter of the
Contract. The cancellation shall be effective when the Contractor receives written notice of the cancellation
unless the notice specifies a later time. [ the Contractor is a political subdivision of the State, it may also
cancel this Contract as provided in A.R.S. § 38-511 as may be amended.

Graluities: The State may, by written notice, terminate this Contract, in whole or in part, if the State
determines that employment or a Gratuity was offered or made by the Contractor or a representative of the
Contractor to any officer or employee of the State for the purpose of influencing the outcome of the
procurement or securing the Contract, an amendment to the Contract, or favorable treatment concerning
the Contract, including the making of any determination or decision about contract performance. The
State, in addition to any other rights or remedies, shall be entitled to recover exemplary damages in the
amount of three times the value of the Gratuity offered by the Contractor. :
Suspension or Debarment: The State may, by written notice to the Contractor, immediately terminate this
Contract if the State determines that the Contractor has been debarred, suspended or otherwise lawfully -
prohibited from participating in any public procurement activity, including but not limited to, being
disapproved as a subcontractor of any public procurement unit or other govemmental body. Submittal of
an offer or execution of a contract shall attest that the Contractor is not currently suspended or debarred. If
the Contractor becomes suspended or debarred, the Contractor shall immediately notify the State.
Termination for Convenience: The State reserves the right to terminate the Contract, in whole or in part at
any time, when in the best interests of the State without penalty or recourse. Upon receipt of the written
notice, the Contractor shall stop all work, as directed in the notice, notify all subcontractors of the effective
date of the termination and minimize all further costs to the State. In the event of termination under this

.paragraph, all documents, data and reports prepared by the Contractor. under the Contract shall become

the property of and be delivered to the State upon demand. The Conractor shall be entitled to receive just
and equitable compensation for work in progress, work completed and materials accepted before the
effective date of the termination. The cost principles and procedures provided in AA.C. R2-7-701 shall
apply.

Termination for Default

In addition to the rights reserved in the Contract, the State may terminate the Contract in whole or in part
due to the failure of the Contractor to comply with any term or condition of the Contract, to acquire and
maintain all required insurance policies, bonds, licenses and permits, or to make satisfactory progress in
performing the Contract The Procurement Officer shall provide written notice of the termination and the
reasons for it to the Contractor.

Upon termination under this paragraph, all goods, materials, documents, data and reports prepared by the
Contractor under the Contract shall become the property of and be delivered to the State on demand.

The State may, upon termination of this Contract, precure, on terms and in the manner that it deems
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appropriate, materials or services fo replace those under this Contract. The Contractor shall be liable to
the State for any excess costs incurred by the State in procuring materials or services in substitution for
those due from the Contractor.

The Department may immediately terminate this Contract if the Department determines that the heaith or
welfare or safety of service recipients is endangered.

For designated agencies, termination shall comply with Community Services Block Grant Ieglslatlon.

Continuation ‘'of Performance Through Termination: The Contractor shall continue to perform, in
accordance with the requirements of the Contract, up to the date of termination, as directed in the
termination notice.

Termination for Any Reason: In the event the Contract is terminated, with or without cause, or expires, the
Contractor, whenever determined appropriate by the Department, shall assist the Department in the
transition of services or eligible persons to other Contractors. Such assistance and ccordination shall
include, but not be limited to, the forwarding of program and other records as may be necessary to assure
the smoothest possible transition and continuity of services. The cost of reproducing and forwarding such
records and other materials shall be borne by the Contractor. The Contractor must make provisions for
continuing all management/administrative services until the transition of services or eligible persons is
complete and all other requirements of this Contract are satisfied.

In the event of termination or suspension of the Contract by the Depariment, such termination or
suspension shall not affect the obligation of the Contractor to indemnify the Department and the State for
any claim by any other party against the State or Department arising from the Contractor's performance of
this Contract and for which the Contractor would otherwise be liable under this Contract. To the extent
such indemnification is excluded by A.R.S. §41-621 et seq.as may be amended or an obligation is
unauthorized under A.R.S. §35-154 as may be amended, the provisions of this paragraph shall not apply.
in the event of early termination for any reason, any funds advanced to the Contractor shall be returned to
the Department within ten (10) days after the date of termination or upon receipt of notice of termination of
the Contract, whichever is earlier.

Third- Party Antitrust Violations

The Contractor assigns to the State any claim for overcharges resuiting from antitrust violations to the
extent that those violations concern materials or services supplied by third parties to the Contractor, toward
fulfiiment of this Contract.

Transfer of Knowledge
The Contractor shall, whenever feasible, share strategies and techniques with Department staff to transfer

the skills and knowledge acquired in the delivery of the contracted service.

Transition of Activities

In the event that a Contract is awarded to a new Contractor for services similar to those being performed by
Contractor under this Contract, there shall be a transition of services period. During this period, the
Contractor under this Contract shall work closely with the new Contractor's personnel and/or Department
staff to ensure a smooth and complete transfer of duties and responsibilities. The Department's authorized
representative will coordinate all transition activities. A transition plan will be developed in conjunction with
the existing Contractor to assist the new Contractor and/or Department staff to implement the transfer of
duties. The Department reserves the right to determine which projects/service delivery nearing completion
wull remain w:th the current Contractor of record

Unallowable Costs

The cost principles set forth in the Code of Federal Regulations, 48 CFR, Chapter 1, Subchapter e, Part 31,
(October 1, 1991), including later amendments and editions, on file with the Arizona Secretary of State and
incorporated by this reference, shall be used to determine the allow ability of incurred costs for the purpose
of reimbursing costs under contract provisions that provide for the reimbursement of costs. Those costs
which are specifically defined as unallowable therein will not be submitted for reimbursement by the
Contractor and may not be reimbursed with Departiment funds.

In addition, the Contractor shall comply with the following publications (including subsequent revisions), as
applicable:

OMB Circular A-87 for State, local and Indian Tribal Governments.

OMB Circular A-122 for private non-profit organizations other than institutions of higher education, hospitals
or others specified in A-122.
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OMB Circular A-21 for educational institutions.
OMB Circular A-133 for audits of institutions of higher education and other non-profit institutions.

Visitation, Inspection and Copying
Contractor's and/or subcontractor's facilities, services and individuals served, books and records pertaining

to the Contract shall be available for visitation, inspection and copying by the Department and any other
appropriate agent of the State or Federal Government. At the discretion of the Department, visitation,
inspection and copying may be at any time during regular business hours, announced or unannounced. If
the Department deems it fo be an emergency situation, it may at any time visit and inspect the Contractor’s
or subcontractor's facilities, services and individuals served, as well as inspect and copy their contract-
related books and records.

Facilities Inspection and Materials Testing: The Contractor agrees to permit access fo its facilities,
subcontractor facilities and the Contractor's processes or services, at reasonable times for inspection of the
facilities or materials covered under this Contract. The State shall also have the right to test, at its own
cost, the materials to be supplied under this Contract Neither inspection of the Contractor’s facilities nor
materials testing shall constitute final acceptance of the materials or services. If the State determines non-
compliance of the materials, the Contractor shall be responsible for the payment of all costs incurred by the
State for testing and inspection.

Warranties

The Contractor warrants that all services provided under this Coniract shall conform to the requirements
stated herein and any amendments hereto. The Department’s acceptance of services provided by the
Contractor shall not relieve the Contractor from its cbligations under this warranty. In addition to its other
remedies, the Department Procurement Officer may, at the Contractor's expense, require prompt correction
of any services failing to meet the Contractor’s warranty herein. Services corrected by the Contractor shall
be subject to all of the provisions of this Contract in the manner and to the same extent as the services
originally furnished.

Liens: The Contractor warrants that the materials supplied under this Contract are free of liens and shall
remain free of liens.

Quality: Unless otherwise modified elsewhere in these terms and conditions, the Contractor warrants that,
for one year after acceptance by the State of the materials, they shall be:

Of a quality to pass without objection in the trade under the Contract description;

Fit for the intended purposes for which the materials are used,

Within the variations permitted by the Contract and are of even kind, quantity, and quality within each
unit and among all units;

Adequately contained, packaged and marked as the Contract may require; and

Conform to-the written promises or affirmations of fact made by the Contractor.

Fltness The Contractor warrants that any material supplied to the State shall fully conform to all
requirements of the Contract and all representations of the Contractor, and shall be fit for all purposes and
uses required by the Contract.

Inspection/Testing; The warranties set forth in subparagraphs 66.2 through 66.4 of this paragraph are not
affected by inspection or testing of or payment for the materials by the State.

Compliance With Applicable Laws: The materials and services supplied under this Contract shall comply
with all applicable Federal, state and local laws, and the Contractor shall maintain all applicable license and
permnt requirements

S | of Rights a

PN~

os

Obligati " .
Contractor's Regresentatvons and Wartanttes All represeniations and warranhes made by the Conh‘actor
under this Contract shall survive the expiration or termination hereof. In addition, the parties hereio
acknowledge that pursuant to A.R.S. § 12-510, except as provided in AR.S. § 12—529, the State is not
subject to or barred by any limitations of actions prescribed in A.R.S., Title 12, Chapter 5.

Purchase Orders: The Contractor shall, in accordance with all terms and conditions of the Contract, fully
perform and shall be obligated to comply with all purchase orders received by the Contractor prior to the
expiration or termination hereof, unless otherwise directed in writing by the Procurement Officer, inciuding,
without limitation, all purchase orders received prior to but not fully performed and satisfied at the expiration
or termination of this Contract.

Risk of L oss: The Contractor shall bear all loss of conforming material covered under this Contract until
received by authorized personnel at the location designated in the purchase order or Contract. Mere receipt
does not constitute final acceptance. The risk of loss for nonconforming materials shall remain with the
Contractor regardless of receipt.
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67.0 Limited English Proficiency . .

67.1 The Contractor shall ensure that all services provided are culturally relevant and linguistically appropriate to
the population to be served following the ADES Policy, Limited English Proficiency; DES 1-01-34
(Exhibit 1).

68.0 Contract Documents

68.1  The following constitute an integral part of the Contract
68.1.1 Terms and Conditions

68.1.2 Scope of Work

68.1.3 Administrative Methodology

68.1.4 Service Methodologies

68.1.5 Afttachments.

68.1.6 Exhibits
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Attachment 2
ATTACHMENTS TO DES SPECIAL TERMS AND CONDITIONS

CERTIFICATION REGARDING LOBBYING
Cettification for Contracts, Grants, Loans, and Cooperative Agreements
The undersigned certifies, to the best of his or her knowledgs and belief, that:

(1) No Federa! appropriated funds have been pald or will be pald, by or on behalf of the undersigned, to
any person for influencing or attempting to Infiuence an officer or employee of an agency, a Member of
Congress, an officer or employee of Congress, or an employee of a Member of Cangress in connection
with the awarding of any Federal contract, the making of any Federal grant, the making of any Federal
loan, the entering into of any cooperative agreement, and the extension, continuation, renewal,
amendment, or medification of any Federal contract, grant, [oan, or cooperative agreement.

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

(3) The undersigned shall require that the fanguage of this certification be included in the award
documents for all subawards at all tiers (including subcontracts, subgrants, and contracis under grants,
loans, and cooperative agreements) and that all subreclplents shall certify and disclose accordingly.
This cerfification is a material representafion of fact upon which reflance was placed when this
transaction was made or entered into, Submission of this cerfification is a prerequisite for making or
entering into this transaction imposed by section 1352, title 31, U.S. Code. Any person who falls to file
the required oerfification shall be subject to a civil penalty of not less than $10,000 and not more than
$100,000 for each such fallure.

Statement for Loan Guarantees and Loan Insurance
The undersigned statas, to the best of his or fier knowledge and befief, that

If any funds have been pald or will be pald to any person for influencing or attempting to Influence an
officer or employee of any agency, a Member of Congress, an officer or employee of Congress, or an
employee of a Member of Congress in connsction with this commitment providing for the United States
- to Insure or guarantee a loan, the undersigned shafl complete and submit Standard Form-LLL,
“Disclosure of Lebbying Activitles,” in accordance with its instructions. Submission of this statement is a
prerequisite for making or entering Into this transaction Imposed by section 1352, tifle 31, U.S. Code.

person who falls to file the required statement shall be subject to a civil penally of not less than
$10,000 and not more than $100,000 for each such fallure.

APPLICANT'S ORGANIZATION

*PRINTED }b{hAME AND TITLE OF AUTHORIZED REPRESENTATIVE
Prefix: -
* First Name; Malissa Middie Namse; A. * Lest Name: Buzan Suffix;

*Tile: Gila County Community Services Director

*SIG RE: *DATE: April 21, 2015
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ATTACHMENT 3

Certification Regarding:

Debarment, Suspension, Ineligibility and Voluntary Exclusion
Lower Tier Covered Transactions

This cextification is required by the regulations implementing Executive Order 12549-Debarment end Suspension,
29 CFR Part 98, Section 98.510, Particjpant’s responsibilities. The regulations were published as Part VIL of tho
May 26, 1988 Federal Register (pages 19160-19211).

(BEFORE COMPLETING CERTIFICATION, READ ATTACHED INSTRUCTIONS WHICH ARE AN
INTEGRAL PART OF THB CERTIFICATION)

m Tha prospective recipient of federal assistance funds cextifies, by submission of this proposal, that
neither it nor ity principals are presently debarred, suspended, proposed for debarment, declared
ineligible, or voluntarily excluded from participation in this transsction by a federal department or
agency.

®) Where the prospective recipient of federal assistance finds is unsble to certify any of the statements
in this certification, such prospective participant shall attach an explanation to this proposal.

Gila County Community Services —-Community Action
Nams of Agency /Organization

i Buzan, Gila County Community Services Director
Neme and Title of Authorized Representative

-

- \!

April 21, 2015
Dato
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DES 1-01-34
Limited English Proficiency (JLEP)
POLICY STATEMENT

The policy of the Department of Economic Security (the Department) is to provide quality and timely
language assistance services to customers with-Limited English Proficiency (LEP) to ensure meaningful
access to programs, services, and activities. Each affected work unit of the Department shall:

» Develop and adhere to specific written procedures;

o Perform a needs and capacity assessment;

o  Arrange for oral language assistance, as appropriate;

e Determine which of the Department documents meet the definition of a vital document;
o Translate vital documents into languages other than English;

e Provide notification to customers of the availability of language assistance services;

- ‘e Evaluate current Department Web sites for LEP compliance;

 Develop and implement standards to ensure LEP compliance on all future Web pages;

e Train all staff who are likely to have contact with Department customers and the management staff
who support them; .

e Develop and incorporate an accessible issue resolution process; and

+ Monitor customer access to language assistance.

AUTHORITY

This LEP policy, in its entirety, applies to all Department entities and contractors who provide direct
Department services to Department customers. The Department and all work units who provide services,
information, or assistance to Department customers shall be responsible for development of procedures to
ensure compliance with the Department LEP policy. Areas that do not provide services, information, or
assistance to Department customers are not responsible for developing procedures but, ata minimom
shall designate an LEP contact to ensure compliance.

The DES Director’s Office of Equal Opportunity (DOEO) and the DES Policy and Planning
Administration’s (PPA) Policy Unit are responsible for review and approval of work unit LEP
procedures. This review will be limited to ensuring the work unit LEP procedure is consistent and in
compliance with the Department LEP policy.
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PROCEDURES

This policy is supported by a departmental procedure which identifies how action related to this policy
will be conducted, including responsibilities, time frames, and required actiops. To view this procedure,
access the link below.

DES 1-01-34-01 Limited English Proficiency Procedures

In addition, specific Division procedures can be found at this intranet Web page:
http:/fintranet.azdes.gov/main.aspx?menu=84&id=14558.

AUTHORITY

Title VI of the Civil Rights Act of 1964, 42 U.S.C. 2000d et seq.
Arizona Constitution, Article 28

Section 601 of Title VI of the Civil Rights Act of 1964, 42 U.S.C. Section 2000d ef seq. states, “No person
in the United States shall on the ground of race, color or national origin, be excluded from participation in,
be denied the benefits of, or be subjected to discrimination under any program or activity receiving Federal
financisal assistance.”

Regulations implementing Title VI provide in part at 45 C.F.R. Section 80.3 (b):

(§)) “A recipient [the Department is a ‘recipient’ under this law] under any program to which this part
applies [generally any program that receives federal funds] may not, directly or through contractual
or other arrangements, on ground of race, or color, or national origin:

@ Deny an individual any service, financial aid, or other benefit provided under the program;

(i) Provide any service, financial aid, or other benefit to an individual which is different, or is
provided in a different manner, from that provided to others in the program;

(2)  Arecipient, in determining the types of services, financial aid, or other benefits, or facilities which
will be provided under any such program or the class of individuals to whom, or the situations in
which such services, financial aid or other benefits, or facilities will be provided ... may not directly,
or through contractual or other arrangements, utilize criteria or methods of administration which
have the effect of subjecting individuals to discrimination, because of their race, color or national
origin, or have the effect of defeating or substantially impairing accomplishments of the objectives
of the program with respect to individuals of a particular race, color, or national origin.” (emphasis
added)

DEFiNITIONS
Customer: Any applicant, claimant, or recipient of Department services, including LEP customers.

Executive Leader: The Director, Deputy Director, Assistant Director, or their designee, with authority over a
programmatic or administrative work unit.

Interpret: Providing a verbal translation between two or more persons in a Janguage other than English.
This may be done by on-site trained Department staff, contractors, or through commercially available
resources, including but not limited to telephonic interpretation services.
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Lan, sed Significantly: A language, other than English, that is used by five percent or 1,000 persons
(whichever is smaller) who are eligible for a Department service or are likely to be directly affected by a
Department program or activity in a specific geographic area.

Limited English Proficiency (LEP) Contact: The person within a work unit who is responsible for ensuring
their program or administrative work unit is LEP compliant.

Limited English Proficient (LEP) Customer: Any prospective, potential, or actual recipient of bepefits or
services from the Department who cannot speak, read, write, or understand the English language at a level
that permits effective interaction with the Department. This includes LEP parents or guardians of minor
children who are customers or LEP customers.

Non-Vital Documents: Documents that are not critical to access Department benefits and services.
Travslate: Providing a written document in a language other than English.

Vital Document: A document that conveys information that affects the ability of the customer to make
decisions about his or her participation in the program. The decision of whether a document is vital may
depend upon the importance of the program information, encounter, or service involved, and the
consequence to the LEP person if the information is not provided accurately or in a timely manner.

Work Unit: A program or administrative area within the Department. ‘Work unit includes all Department
work units as well as its contractors that provide direct service to Department customers.

STANDARDS
- A Overview = . - i . .

Title VI of the Civil Rights Act of 1964, as amended, requires that agencies take reasonable steps
to ensure meaningful access to their programs and activities for persons with limited English
proficiency. For the purposes of this Policy, individuals with LEP are defined as individuals who
do not speak English as their primary language and who have a limited ability to read, write, speak,
or understand English.

The Department's LEP policy ensures that the Department and all Department services, regardless
of funding source, comply with the requirements of Title VI of the Civil Rights Act of 1964 by
setting out standards for its work units to follow. Title VI of the Civil Rights Act of 1964 prohibits
discrimination based on race, color, or national origin by any entity receiving federal financial
assistance, The Department prohibits administrative methods or procedures that have the effect of
subjecting individuals to discrimination or defeating the objectives of these regulations.

In order to avoid discrimination on the grounds of national origin, all programs or activities
administered by the Department shall take adequate steps to ensure that their procedures do not
deny, or have the effect of denying, individuals with LEP equal access to benefits and services for
which such persons qualify. This Policy defines Departmental responsibilities to ensure that
individuals with LEP can communicate effectively.
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General Statement
All Department staff shall provide services to Department customers in a manner that ensures the
customer has meaningful access to their programs and activities for all persons, including those
persons who have limited English proficiency.
Compliance and Enforcement
It is the responsibility of each Executive Leader overseeing a Department work unit, program, or
administrative area to ensure that activities within the Executive Leader’s work unit are conducted
consistent with both the Department LEP policy and the specific work unit LEP procedures.
Work Unit Precedures
Each work unit identified as warranting language assistance services shall develop specific written
procedures related to language assistance services applicable to its program activities. These
procedures must be consistent with the standards listed in the Department LEP policy. Written
procedures shall address the following areas:
1 Provision of language services generally;
2, Identification and assessment of language needs;
3. Oral language assistance services;
4. " Written trans]ations;
5. Oral and written notification of the availability of language services;
6. Issue resolution rights;
7. Staff training on language service provision; and

8. Monitoring access to language assistance.

Needs An@ Capacity Assessment

The Department shall employ a four-step process to determine the need and capacity for LEP
services. Specifically, each work unit shall determine and indicate in writing if it has direct contact
with Department customers. If a work unit determines that it does, then:

1. Each work unit shall identify the steps in their service delivery process and identify the
anticipated number of customer interactions that occur at each of these steps. These steps
could include points of contact with Department staff where customers get information or
staff take an action that affects a customer’s ability to meaningfully participate in a
Department program or activity. These points of contact include Department offices,
telephone numbers regularly used by the public, outreach activities, informational and
operational Web sites, and written notices. These contacts may be face-to-face, telephonic,
written, or electronic.
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The Department shall identify the languages used by the populations it serves. Both the
Department and each work unit shall use this information to determine the incidences in
which the Department and work unit expect to interact with customers in various
languages other than English. The Department shall use the most recent census data to
determine overall language trends in Arizona. Other demographic data sources include
information from other state agencies, commercial marketing data, school systems,
community organizations, national ethnic arganizations, the Internet, and internally gathered
Department data. These trends will be used to determine the LEP population’s alternative
language needs. The Department will update this information with the issuance of new
census data.

Each work unit shall annually assess the language assistance needs of its LEP customers
and the capacity of its programs to meet these needs. Work unit procedures shall include
the methods used to conduct this assessment, including areas where it intends to use
departmentally produced data, and the frequency with which it will complete the
assessment.

Each work unit shall implement a process for gathering and recording LEP customer
language preferences:

a The work unit procedures shall include sufficient detail to identify how the work
unit gathers language preference information, where it stores the information, and
how it will make the information readily available for future contact with LEP
customers and for statistics-gathering purposes.

b. Each work unit procedure shall incinde the use of an LEP language binder
containing language preference materjals in each local office. These LEP language
binders are designed to provide an opportunity for LEP persons to self-declare their
Janguage preference during local office contacts. The Department shall prominently
display the LEP language binders in all its offices in which customer interaction is
anticipated. These binders are developed, transmitted, and maintained as a

departmental function.

Oral Language Assistance

1.

Each component, program, or administrative work unit of the Department shall arrange
for oral language assistance to LEP customers in face-to-face and telephone contact:
Work unit procedures shall identify the processes for providing oral language assistance and
the method for obtaining these services. The oral language assistance portion of the work
unit procedures for identifying individuals with LEP shall be consistent with those outlined
in this policy. LEP services shall be provided free of charge upon the request of the
customer, Work units may identify approaches specific to their work unit, but all
procedures shall include the minimum Department standard of ensuring that the provision of
bilingual/interpretive services is prompt and without undue delays. Necessary time frames
may vary based upon the nature and importance of the service. For example, time frames
for emergency services may be different from those time frames for non-emergency
services. In most circumstances, this requires language services to be available within
reasonable time frames during all operating hours by:
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a. Establishing interpreter service contracts. The Department maintains contracts with
mutltiple vendors to provide verbal interpretation. The Office of Procurement shall
provide direction to all work units on how to access and use contracts for interpreter
services. Work units shall, in their procedures, identify how they shall request and
coordinate these services. In addition, services through commercially available
telephonic interpretation services shall be available when needed.

b. Implementing a means to compensate bilingual staff. Subject to the availability of
funds, the Department shall have a bilingual stipend program in place that
compensates bilingual staff who meet required standards for performing verbal
interpretation services. Work unit procedures shall identify the offices in which a
need for bilingual staff has been established and which languages are needed.

c. Orally translating vital documents into languages other than English for LEP
customers.

2. Location and Accessibility of LEP Services: Work units shall ensure that their procedures
include provisions that respond to the language needs of the populations in each area in
which the work unit provides services. Each work unit shall determine the most efficient
and effective means to meet these needs. Accommodations such as translations of
commonly requested documents, bilingual staff, and telephone interpreter services should
be made available at locations that are readily accessible to the public, such as information
desks, security checkpoints, and public information telephone lines.

3. Use of Bilingual Staff: The Department will make reasonable efforts to recruit and have
bilingual staff employed in programs and activities where the number or percentage of LEP
customers or potential LEP customers is statistically significant, or where the frequency of
contact with such persons makes the employment of bilingual staff a more cost effective,
efficient, and effective mode for communication:

a. Each work unit shall make a decision to employ bilingual staff after a needs
assessment, with due consideration given to the budgetary, personnel, and other
constraints of the work unit. '

b. Bilingual staff or contractors must be assessed for bilingual proficiency. Work units
should ensure that individuals providing interpretative services possess a level of
fluency and comprehension appropriate to the specific nature, type, and purpose of
information at issue.

4. Unacceptable Practices: Work units should only use family members or friends to interpret
for LEP customers if the LEP customer insists on using the friend or family member after
Department-provided language services have been offered. Minor children should never be
used to interpret, except in emergencies. If additional services are required, any information
obtained utilizing a minor child as the interpreter shall be verified through an approved
interpreter after the emergency situation has closed.

G. Translation of Written Materials
1. Each work unit shall identify its vital documents. Vital documents include, but are not

limited to, the following for any service, benefit, program, or administrative work unit
provided by or contracted with the Department:
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a. Applications;

b. Recertification or renewal applications;

c. Documents that require a response;
d. Letters or other written documents that contain information regarding participation
in a program;

e. Notices of eligibility criteria, authorization or denial, applicant or participant rights,
benefit or service changes, hearings, and actions affecting parental custody or child
support;

f Consent and complaint forms;
g Appeal rights and grievance procedures;

b’ Written tests that do not assess English language competency but test competency
 for a particular license, job, or skill for which knowing English is not required.

i Notices advising LEP persons of free language assistance; and

j- Any other document that the work unit deems vital due to the importance of the
program, information, encounter, or service involved and the copsequence to the
LEP person if the information in question is not provided accurately or in a timely
manger.

Each work unit shall translate its vital documents according to the requirements outlined
in the DES Translation Requirements document. Documents identified as vital shall be
translated into languages used significantly by its LEP customers. The Department
maintains two approved processes for having written material, inchuding required posters
and sigps, translated to languages other than English:

a The Department Office of Graphics and Design; or
b. A state-approved translation contract.

Using one of these two processes ensures the quality of the translation activity. Department
documents for official public use may not be translated using any other method. Work unit
procedures shall identify which method for translation will be used within the work unit.
The work unit procedure shall also include a listing of the documents that meet the
definition of a vital document.

Each work unit shall respond to written communications from LEP customers in a
manner that is consistent with this policy. Work unit procedures shall address a process fo
ensure that LEP customer case records are noted as LEP when work unit staff receive
information from a customer in a language other than English. Work unit staff shall interact
with the individual in 2 manner consistent with the Department LEP policy unless the
customer indicates otherwise.
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Each work unit should be sensitive to the literacy levels of the LEP public. There are
situations in which the use of translated written material may not meet the needs of some
Department LEP customers. Some languages are historically unwritten or some LEP
customers may be illiterate in their native language. Work unit procedures must ensure that
staff use the most effective means to communicate with LEP individvals. This may include
either verbal or written communication.

Institutional Considerations for Translation

1.

Each work unit shall ensure that the public is aware of available interpretation and
transiation assistance. Each work unit shall include on all documents that are not translated
into a language other than English a statement in each significantly used language indicating
that all persons have the right to free language assistance and how the assistance can be
obtained. This notification shall be included on all documents that are routinely
disseminated to the public, including electronic text. This language shall be placed near the
front of the document in a format that brings attention to it.

Each work unit shall ensure that its electronic sources for providing vital information are
LEP compliant. The Department and each work unit shall ensure that its Web sites and
other electronic sources for vital information or documents provide this information in
significantly used languages other than English. Web sites shall prominently display access
to non-English versions of this information on any page that may be used as the initial point
of contact for LEP individuals. Web sites shall also identify methods to access language
assistance free of charge.

The Department shall produce and each work unit shall readily make available to its
customers, an LEP Rights pamphlet in English and all other significantly used
languages. The pamphlet shall explain that LEP services are available from the Department
free of charge and shall explain procedures for accessing these services.

Each work unit may translate non-vital documents into languages other than English,
except to the extent prohibited by the Arizona Constitution, Article 28, English as the
Official Language.

Training

Traiping shall include a consistent message explaining why it is important for the Department to
ensure that LEP customers are served in a manner consistent with this policy. Persons with specific
kmowledge of Title VI of the Civil Rights Act and the requirements contained therein shall develop
this training, Training shall include, but not be limited to:

1.

General training. For all staff on the importance of providing services for individuals with
LEP.

Work unit-specific training. To ensure that work unit staff that deal with or are likely to
have contact with Department customers are trained on the LEP policies and procedures.
This includes, but is not limited to, specific training for staff who have LEP customer
contact to work effectively with in-person and telephone interpreters.
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Technical assistance training. For LEP contact staff.

Management level training. For supervisors and administrative staff assisting staff with.
direct customer contact.

Providing Notice to LEP Customers of the Availability of Language Assistance Services and
Outreach

‘Work unit procedures shall identify how to inform LEP customers of the availability of free
language assistance services. The work umit shall make the notification at the first point of contact.
Notification includes signs in intake areas or other customer entry points, outreach documents such
as brochures or booklets, LEP posters and pamphlets, and telephone menus in significantly used

languages:

1.

The work unit shall provide the notification of free language assistance in the language of
the LEP customer. LEP persons should also be advised that they may use an interpreter of
their own choosing at their own expense.

Consistent with its commitment to partnership and outreach, the Department engages in
comprehensive outreach to ensure awareness by LEP persons of its programs and activities.
Outreach includes the use of ethmic media such as radio, television, newspapers, magazines,
Web sites, faith-based organizations, and community-based organizations at local levels that
provide social services, healthcare, and classes. Work unit procedures shall acknowledge its
commitment to support the Department’s outreach efforts in relation to the programs it
administers and the services it provides.

Work unit procedures shall include provisions to ensure that Web pages accessible to
members of the general public include information on the availability of language
assistance.

The Department shall maintain copies of written documents such as flyers or pamphlets
intended to be used to notify the public of language assistance. Pamphlets shall be
maintained in locations in which direct service to Department customers is provided and
shall be readily available to customers without the need of Department staff intervention.

Monitor Access to Language Assistance

1

Each work unit shall institute procedures to monitor the accessibility and quality of
language assistance activities for LEP customers. Work unit procedures shall include
specific time frames and methods to reassess language assistance activities to ensure that the
services provided by the work unit address the actual needs of the LEP customers based on
actual experiences of the work unit. Work unit procedures shall ensure that such monitoring
is completed no less than every 12 months. Work unit procedures should include a process
for obtaining community and customer feedback in this activity through surveys,
questionnaires, or other means, Data collection and record keeping are key to an effective
monitoring and compliance system. In ordet to determine the validity of any language
assistance complaints, it may be necessary to analyze and review data that reflect how the
work unit provides services to LEP customers. Data collection also allows the wark unitto
obtain an overview of how their services are provided. The work unit procedure shall
include data collection and record keeping requirements to ensure that these assessments are
fact-based and reflect actual current activity. The work unit shall assess the effectiveness of
its LEP policies based on:
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Current LEP populations in service areas or population or specific populations
encountered; :
Frequency of encounters with LEP customers;
Nature and importance of activities to LEP customers;

Availability of resources, including technological advances, additional resources,
and the costs imposed;

‘Whether existing assistance is meeting the needs of the LEP customers;
Whether staff know and understand the LEP procedures; and

Whether identified sources for assistance are still available and viable.

2. Each work unit shall develop and maintain a data collection system that ensures the
availability of dota that includes the race and ethnicity of, customers served in its
programs, the frequency of contact, and the primary language of those persons.
Work unit procedures shall require the collection of data on which the work unit bas based
language needs assessment; the number of LEP customers, by language group, who
received language services; names and classifications of staff receiving training ard dates of
training, ‘Work unit procedures shall include activities that are designed to ensure that the
work unit:

a.

b.

e.

£

Has up-to-date information on language needs in the commumities it serves;

Has an adequate number of oral translators to ensure timely compliance with LEP
needs;

Translates vital written documents into the languages needed by the communities
being served;

Has adequate supplies of translated materials;
Trains those staff required to be trained in LEP activities; and

Keeps notification material up-to-date.

Work unit procedures shall also reflect those activities that it must perform in order to
comply with overall Department monitoring practices.

Provision of Technical Assistance

[Each work unit shall identify an LEP contact for work unit staff. Work unit procedures shall
include a process to ensure that LEP-related questions that arise are addressed in a timely and
efficient manner. The LEP contact shall be available to coordinate efforts towards compliance with
the Department’s LEP policy and the work unit’s LEP procedures. Work unit procedures shall, at a
minimum, include a process for direct service staff to elevate LEP questions to their LEP contact.
The work unit procedure shall also include time frames for the LEP contact to respond or to elevate
the question to the DOEO. The DOEO shall provide technical assistance to the LEP contact or
solicit additional assistance from the Director’s Office or the Office of the Attomey General.
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M. Issue Resolution

1.

Work unit level process: Work units shall create a procedure outlining an LEP jssue-
resolution process that shall be used to resolve a concem or dispute arising from any action
or inaction taken by Department staff in administering programs or providing services. The
work unit process shall be the Level I resolution process.

a Level I: The Level I procedure shall require that Department customers are advised
in writing of the appropriate procedure to raise an LEP-related concern. This
notification also advises the customer of their right to file a complaint at any point
in time with the federal agency responsible for the program for which they are
applying.

b. ‘Work units shall ensure that any forms needed to request review of LEP-related
decisions are available at any location in which work unit customers may receive
services.

c. The work unit shall conduct the Level I procedure in a language that is
understandable by the person raising the concern. The work unit shall make
appropriate use of interpreter services, contracted provider services, or other
resources needed to facilitate the dispute resolution process.

d The Level I process shall include the following:

The manager in charge at the site where an LEP-related concern is filed or his or her
designee will review the complaint with the assistance of the work unit LEP

contact. Staff shall reduce oral complaints to writing and shall place them in the
appropriate case record. At any point in the process, the manager is empowered to
resolve the complaint using methods and practices outlined in the Department LEP
policy and the work unit LEP procedures. It is the intention of the Department and
the work unit that most LEP issues will be resolved at this level. The Level I
resolution process shall be completed no later than three days following the day of
receipt of the complaint unless the LEP customer requests a delay in the process.
The manager shall ensure that all reasonable measures are pursued to immediately
verbally notify the LEP customer of the outcome of the issue resolution. The
Department shall provide a written confirmation of the decision within five business
days.

Department Level Process: The Department process is initiated whenever a LEP customer
expresses in writing to the Department that the work unit attempt to resolve the issue at the
Level I process has not met their need. This LEP issue escalation process ensures the rights
of LEP customers to have concerns resolved in their preferred language. Inherent in this
process is the availability of the DOEO to assist either the Department or the LEP customer
in resolving a concern. This process conforms to other issue resolution/grievance processes
in regard to required time frames, based upon the program(s) from which the LEP customer
is seeking service.

a. Level II: If no resolution can be reached at Level I, the notification to the LEP
customer shall include the right to pursue the grievance, the time frames, and the
process to request verbally or in writing an Executive Leader review and decision.
The Executive Leader may request assistance from the DOEO with the cooperation
of the work unit LEP contact. Level II action shall occur within five working days
of receipt of the request for review of the Level I decision from the LEP customer.
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The Executive Leader shall ensure that the LEP customer receives written notice of
the outcome of the Level II review and advises the LEP customer of the method and
time frame to obtain a Level Il review.

b. Level III: In the rare instances where no resolution can be accomplished at the
Level II review, the LEP customer may request a final decision from DOEO. If the
LEP customer is not satisfied with the DOEO-proposed resolution, the DOEO will
again inform the LEP customer of their rights to file with the appropriate federal
agency. This process will be completed within five working days of receipt of the
request for review of the Level II decision from the LEP customer.

Reporting

Work units shall submit no less than annually a report to the DOEO detailing the information
required in Section VLK. of this policy. Work units shall utilize the departmental monitoring survey
instrument, which identifies all mandatory points of review for each work unit. The DOEO shall
report the results to the Director and the Department’s Policy and Planning Administration (PPA).



ADMINISTRATIVE METHODOLOGY:

2.0

2.2.1 Organization Structure: The Gila County Community Action is one department within
the Gila County Division of Community Services which provides services to a vast culturally
diverse population with equally diverse needs. The entire division provides services to the
population within our service area with the same level of commitment to excellence and equality.
The Division is under the Gila County umbrella and the Community Action Program is under the
Office of Community Services. Key staff of Community Services are: Community Services
Director, A Cap Program Coordinator serving all of Gila County. A Case Manager serving
Southern Gila County in the Globe area. Within the Office of Community Services there are
Four departments: Housing Services Department which provides housing rehabilitation,
weatherization services and emergency housing repairs, Public Housing Authority, section eight
housing choice voucher program, Community Action Program providing utility assistance,
telephone assistance, eviction prevention, homeless services, case management, Vita site(income
tax preparation) and Community Outreach Services. Gila Employment & Special Training
which provides services to the disabled population, Local Workforce assistance Dislocated
Worker services which provides services to dislocated workers, adults and out of school Youth.
We are also designated as a WIA one-stop center, with Des Job Service, veterns representative,
vocational rehabilatation and Unemployment located in our building. In the Office of
Community Services there are currently 42 staff total.

2.2.2 Confidential Information: All client information is secured in locked file cabinets which
are located in a Case Managers office, which remains locked during off office hours. Case files
that have been closed are secured in locked file cabinets in a file cabinet room which is also
locked during off office hours. Data entered into CAP 60 database requires a password for
access, which is specific only to the Case Manager who has entered it and the Program Manager.
All department staff receives HIPPA training and are well aware and sign a confidentiality
agreement. Hard copy case files are retained for a five and ten year period then shredded and
disposed of in the local landfill per legal statues. Electronic case files are accessed only by staff
that maintain their own passwords, and cannot be accessed by anyone who does not have
clearance.

2.2.3 Technology Equipment/Capabilities: The Gila County IT Department has built a wide
area network (WAN) to serve Gila County’s infrastructural and telecommunication needs. The
WAN spans between Globe, Payson and the Phoenix metro area connecting County offices and
staff to each other and to the world. The network provides voice, video and data services
including remote connectivity through VPN and Web portals. The IT Department maintains and
supports all of these technologies and continues to upgrade services to stay on the leading edge
of business technology. All network equipment is Cisco. All CAP data is stored on a County
server which is backed up by IT staff at end of each working day. Monthly Revenue and
Expenditure reports are generated on as needed basis. Financial spreadsheets and programmatic
data can be opened as word documents and sent via e-mail. Most Agency reports can be
generated on an as needed basis using the CAP 60 database. Software utilized by Gila
Community Services Division are: Office 2010, Acrobat Reader and Microsoft Office.
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2.2.4 Competitive Bidding Procedure: Gila County Community Services does not
subcontract,

2.2.5 N/A Gila County CAP does not subcontract.

2.2.6 Linguistically/Culturally Appropriateness:

The entire Division of Community Services including the Community Action Department
provides services to diverse and targeted populations with the same level of commitment to
excellence and equality. Staff recognizes the uniqueness of each individual’s needs and level of
service(s) based on cultural diversity and their needs. Bilingual staff is available staff to assist
the non-English and monolingual population. A sign language interpreter and a Spanish
language translator is available upon request within the division staff, should the need arise. All
departments of our division are housed under one facility, and if the need for language
translation is apparent, staff will locate appropriate staff to provide that service. All Community
Services brochures are available in English and Spanish. The Community Action Program
provides “family focused” services with consideration to cultural diversity and beliefs. The
Community Action Program does not discriminate on any basis. Community Services staff has
been providing services to Gila County residents since 1982 and are aware of cultural issues with
various groups within the county. In addition, staff has received training from ACAA regarding
multi-cultural awareness.

Gila County encompasses an area of 4,768 square miles, with a population of only 51,835. This
small rural area does not have a shelter facility for the homeless, however the Community Action
Program has been serving the homeless population for 20 plus years with the resources that are
available in our service area which is Northern and Southern Gila County (except reservation
areas). The assistance we have been able to provide is in the form of motel vouchers for short
term shelter. We also partner with a local non-profit “Gila House” that provides transitional
housing for those families that have found themselves homeless. The targeted population that
we serve includes the chronically homeless, eg: those who are homeless due to mental illness,

drugs/alcohol addiction, chronically unemployed, and victims of abuse. The chronically
homeless population mentioned above includes individuals, and families. The number of clients
we anticipate serving in the first year of the contract is 60. This estimate is based on the number
of prior referrals from community agencies as well as the number of clients turned away in the
last fiscal year, for lack of funds and funding cuts. The Community Action Program service area
is Northern and Southern Gila County (except reservation lands). There are Community Service
offices providing service in Payson, and Globe.

2.2.7 N/A Gila County Community Action does not subcontract.

Page 2 of 2



GILA COUNTY COMMUNITY ACTION/HOUSING SERVICES

COMMUNITY SERVICES METHODOLOGY
3.0

3.1.1 The Gila County Community Services has maintained a Community Action Agency
Advisory Board since 1982. The Board is comprised of Private, Public, and Low Income
members which totals nine. These members are appointed by the Gila County Board of
Supervisors after advertising in local newspapers, the advertisements indicate the requirements
for membership and the petitions to be completed by residents of the area. After review and
verification of information the documents are submitted to our County Board of Supervisors and
at their next regular meeting the Board votes to appoint to the CAP advisory board. This is the
procedure followed when vacancies occur. The Board By-Laws are updated and reviewed by the
CAP Advisory Board and are done on a yearly basis, approved and adopted by the Gila County
Board of Supervisors. Minutes are recorded and distributed prior to every Board meeting and
then are approved at each Board meeting, CAP facilitates four quarterly meetings per year and
we conform to the open meeting law. The Advisory Board approves the Community Action Plan
on a yearly basis.

3.1.2 Low-income members are selected in accordance with democratic selection procedures
(low-income representatives will be sought out by advertising in local newspapers and
posted notices at low-income areas and agencies) with all instructions and information to
being on the Community Action/Housing Services Board) in said community. Ballot
boxes are located within all local Community Action Agency offices that will be used for
delivering ballots to assure the candidates are representative of the low-income residents
of the designated geographic area for which elections were held. Then, the advisory
board will vote on the qualified low-income representative for that area.

3.1.3 Programmatic and budgetary information is provided to Board members quarterly for
their review and input. The Board participates in an annual Strategic Planning meeting where
the CAP Plan is discussed. All changes or revisions of the plan are implemented at that time.
The Board votes to approve the implementation of the plan. It is anticipated that in the next
fiscal year that the Board will review the results of any needs assessments and help in strategic
planning for the next fiscal year. The Board’s first meeting of the year is dedicated to training,
on board responsibilities, ROMA. training, also how CAP is doing on the regular ROMA
performance outcomes to measure effectiveness of the services provided and in achieving the six
national goals. Every meeting will include developing with staff’s participation the Community
Action Plan, the needs assessment process and the Boards assistance in this process. . The Board
reviews and approves budgets and expenditures on a quarterly basis, also a program report will
be done in thereby providing the Board with opportunities for input on service provision and
other related issues.

3.1.4 The Gila County Community Action Program Advisory Board consists of nine members
representing the following sectors:
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PRIVATE SECTOR PUBLIC SECTOR LOW INCOME

Barbara Leetham Margaret Celix John Zilisch
Vicky Quesada Audrey Opitz Annie Hinojos
Ramona Ortiz Lynn Canning Norberto Waddell

3.1.5 CAP Advisory Board meetings are scheduled by the Community Action Program
Coordinator to be facilitated on a quarterly basis. Board meetings scheduled for the first year of
the contract are for the third Wednesday of every third month beginning August 19, 2015. Board
meetings scheduled: Nov. 17, 2015, Feb. 16, 2016, and May 17, 2016, for the first contract
year.

3.1.6 CSBG funds are the base for delivery of all Community Action/Housing Services. Our
system for the delivery of or coordination of services is: first an intake form is completed by the
client, date and time stamped for sequence of scheduling; forms are distributed to case managers
for scheduling. Case managers determine eligibility, review household size, relationship and
citizenship status. Then the determination of crisis and which program criteria will best assist
the household. Discount programs and other referrals are made so that the household receives a
full circle of assistance rather than the initial issue that brought them into the office for
assistance. In the event of an immediate crisis such as; utilities have been tumned off or the late
stages of legal eviction or homelessness, the client interview will take place immediately. The
local utility companies coordinate and cooperate very well with Community Services staff.
Often, with a phone call the utility company will delay the disconnect or reinstate service
immediately allowing the client time to provide documentation required for service and staff to
schedule an appointment at the next available time slot. On occasion when the client is not
ultimately eligible for service, staff have backup services available through local faith based
organizations that perhaps will cover what we are unable to provide.

3.1.7 the most recent Needs Assessment was conducted in January2015. The process used was
to distribute the assessment to agencies within our Network group. Each group in turn had their
clients fill out the assessment. Data was then collected and the results were compiled. The
impact of this assessment has helped in prioritizing which needs need to be addressed first and
ultimately incorporate them into our Community Services Plan. Needs that have been identified
as priority are lack of jobs that create emergency needs, and lack of affordable, healthy & safe
housing. This information is then presented to our Advisory board who helps with direction and
guidance and also helps with Caps ROMA goals and objectives. Where Community Action does
not have the resources to provide for clients, they are referred to our in house partners, local faith
based organizations, local nonprofits and some school programs. Some needs that we are able to
provide service for are general special needs such as: auto repairs, auto insurance, and funds for
driver’s license or ID cards, education materials, tuition. Affordable, healthy & safe housing is a
critical issue in Gila County. In addition to interdepartmental referrals the Community Action
case manager will provide clients with a description of services available from Community
Action as well as criteria for eligibility to receive services. In addition, information will be
provided in the form of a program brochure, and a resource guide which outlines services
available from other resources in the community. Information regarding how to access or will be
accessed by the case manager for them will be provided to the client. Community Action has
three VITA Tax sites, Payson, Globe, and Hayden which will help clients with their budget and
we are also conducting financial literacy classes. A written referral will be provided to the client
and an introductory phone call will be made by the case manager on behalf of the client.
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3.1.8 Community Action case managers are well trained and have expertise in identifying
community resources and they routinely provide referrals for clients to other resources within the
community. Information will be provided in the form of brochures and the Community
Resource Guide, better known as the Peoples Information Guide, from Arizona Community
Action Association. The Resource Guide outlines services available from Community Action as
well as other services and resources available in our community and state. Information regarding
how to access these agencies will also be provided to the client. When it has been determined by
the case manager that a client requires services from another agency, the case manager will make
the referral and advise the client of the eligibility requirements of that agency which will assist
the client in accessing those services and expedite the process. Community Action has formal
agreements with DES State of Arizona, Arizona Department of Commerce, Energy Office,
Arizona Department of Housing, Arizona Community Action Association/ Home Energy Fuel
Fund, Pinal-Gila Area Agency on Aging, Town of Winkleman, Arizona Public Service.

3.1.9 CSBG funds will be coordinated with public resources such as Community Kids, and
Payson Helping Payson. Other available public and private resources will also be utilized.
Other funds leveraged with CSBG include DES, CDBG, SemStream, Southwest Gas, AZ Public
Service, Gila County,HUD, Town of Payson, FEMA HEAF,DOE, which are local and federal
monies and provide both administrative dollars 15% and direct services 85%. Our agencies
provide these services and are able to determine what the needs are of each client at the time of
application and utilize the resources as applicable. CSBG funding also provides funding for staff
salaries and monies for staff to attend and serve on local agency boards and committees.

3.1.10 Emergency services for conditions of malnutrition or starvation will be provided through
the coordination of services which are within our division, eg. The Office of Health Services and
our Local Food Bank. Local Food Banks are utilized quite often and referrals are given to clients
and tracked by CAP staff. The WIC program through the Health Department which is a program
within our division, which distributes food boxes, is also utilized. CAP staff makes referrals to
the WIC program and facilitate deliveries to the Home bound as well. We are also Snap
participants through ACAA Arizona Community Action Association, this program allows us to
assist clients in filling out the online application to receive food stamps.

3.1.11 The Office of Community Services has established strong interagency linkages and
provides a large cluster of direct and community services. Services are primarily directed at
improving the quality of life for low income persons in Gila County and in improving service
delivery through interagency cooperation. The Office of Community Services is located in the
Gila/Pinal Workforce Investment Area Comprehensive One-Stop Center. This One-Stop Center
is located in the Globe area and contains all One Stop core services, in addition to all the
Divisions services previously mentioned in this methodology. CAP’s location at the
comprehensive site will better enable staff to assist clients in achieving self-sufficiency. CAP
staff will be trained in all other programs which will result in being able to provide clients with a
variety of information and assistance. Partners located at the center include Job Service,
Veteran’s Admin., and Job Core, Gila Literacy, Title I and all other required partners as stated in
the Workforce Investment Act. CAP also coordinates and partners with local faith based and
civic organizations to better serve our low income residents. One of the key responsibilities of
each partner is to make available at the Comprehensive One Stop Center appropriate core
services that are applicable to the partner’s program. Individuals will be able to access the
following partner’s core services at the One Stop:
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a. Title [ Adults, Youth, Dislocated Worker

b. Job Corps I. Welfare to Work Prog.

c. Native American programs j- Senior community Sacs. Emp.

d. Migrant/Seasonal farm Worker Prog,. k. Postsecondary Voc. Education

e. Veterans Workforce Prog. 1. Trade Adjustment Asst/NAFTA

f. Program authorized under Wagner/Peyser Act ~m. Community Service Block Grant
g. Adult education/literacy activities n. Housing and Urban Dvp.

h. Vocational Rehabilitation Prog.

The Gila County Division of Community Services is a division of Gila County. Community
Action is one department within that division. There are four departments within the division
and staff of all departments provide direct services to clients in an office setting, in the
community, and in the client’s home. Our goal is to continually update our knowledge and
skills to enable clients to achieve self sufficiency. The division has established strong
interagency linkages and provides a large cluster of direct and community services. Services are
directed at improving the quality of life for all our clients and in improving services delivery
through interagency cooperation. Through continued communication and partnering with
agencies within the Interagency network Community Action staff have formed and maintain long
lasting partnerships with other agencies to further serve our clientele.

3.1.12 The Community Action Cap 60 data base tracks all ROMA performance requirements to
achieve the six CSBG national goals. Community Action proposes the following measures under
each performance goal.

See enclosed
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GILA COUNTY COMMUNITY ACTION/HOUSING SERVICES
PROGRAM

CASE MANAGEMENT METHODOLOGY

3.2

3.2.1 At intake, a case manager will complete an EN-005 on all clients seeking assistance. The
EN-005 gathers demographic information. A Client assessment record will be completed on
each client using the Arizona Self-Sufficiency Matrix, The data used to complete the EN-005
and the assessment record will assist the case manager and client in determining need. Based on
initial assessment, follow-up visits will be scheduled with the client and documented on the
client assessment record. For those unable to come into the office, a case manager will provide
a home visit to complete the above.

#1. Regular business hours are Monday through Friday 8:00 am to 5:00 pm. Home visits are
scheduled at the time that the case manager calls the client to set an appointment. These visits
are at the convenience of the client Community Action case managers do not take applications
over the phone or through the mail.

#2. If assistance is needed outside of regular business hours, arrangements will be made to
provide that assistance on an as peeded basis. Priority will be given to assist families with
children, handicapped persons and the frail and elderly.

Community Action case managers make every effort to schedule appointments for clients when
it is most convenient for the client. A preliminary intake form is completed at the time the client
comes into our office. This intake form is routed to the appropriate case manager at which time
the case manager will contact the client to arrange an appointment for the full intake process.

#3 Community Action staff schedule their individual lunch hours so that there is always a case
manager in during that time. If a client comes into the office when staff are at trainings or off
site meetings, the Community Action clerk will provide the preliminary intake form for them to
be completed, and inform them when a case manager will likely call to schedule an appointment
for them. Staff is always available to assist clients when a case manager is not available.
Community Action staff who take care of the front desk (the receptionist) will assist clients in
the absence of a case manager. Case managers always return calls as soon as they return to
their office. All case managers have voice mail capabilities, and they call in to check the
messages when they are away for trainings or off site meetings. Calls are generally returned no
more than 24 hours after the client call. Clients can identify a timie when the case manager can
return their call.

* Every person requesting services from Community Action is given an intake form to complete.
The form is immediately date and time stamped. Clients are given a brochure that states what
information is needed, referral numbers for other services and a statement of Clients rights and
responsibilities.

Client surveys are located in the lobbying with clear signage that lets clients appeal and give
feedback on how CAP is doing. The data gathered on the intake is then entered into the data
base. Case Managers schedule the applicants on a first come first served basis. Clients can
schedule an appointment by phone without actually coming into the office. When an
appointment is made, the case manager requests all pertinent documentation for the intake, from
the client, and the appointment is made depending on when the client can collect all the
documentation needed for intake. Page 1 of 5




Usually an appointment can be made within a couple of days. There is no pre-determined
days/times for scheduling appointments, appointments can be made at anytime during business
hours. #4. The process utilized to immediately assist a person in a crisis situation is first to do an
initial interview with the person to determine the crisis and assess the need. If supportive
services can be provided with CAP funds, then those supportive services will be immediately be
provided. If other resources are necessary to assist the client, then a referral will be made. Every
effort is made to immediately see a client in crisis at the time the crisis is identified. If a client
comes in and a crisis is identified, the case manager will work the client in between
appointments.

A crisis is defined as a separation of the family that resulted from domestic violence, loss of
income, unforeseen circumstances that increased expenditures making it difficult to meet the
following months budgeted expenditures, a condition which endangers the health or safety of the
household or special needs necessary to secure or maintain employment. CAP has a screening
document that quantifies risk factors. CAP does keep open appointment on a daily basis for
clients in crisis, and they are assisted as stated above when the crisis is identified and the client
can be worked in between scheduled appointments as soon as possible.

#5. CAP staff proposes to provide case management to all low income families and individuals
meeting the CAP eligibility requirements, homeless, and the elderly. The case management
services will be modeled after the Family Development Program. This program is designed to
assist families in overcoming multiple barriers enabling them to become self sufficient. Staff of
CAP has received extensive training regarding Family Development and the utilization and
implementation of the ROMA self sufficiency matrix. When STCS funds have been depleted,
case managers will utilize other funding resources available within the Program to assist clients
with utility and Rental assistance. #6 Written Referrals to Salvation Army and St. Vincent De
Paul in addition to other local agencies or churches are also made when funds are depleted. Case
management services are provided even if voucher funds are depleted.

#7. The staff is very well aware of the importance of the involvement of the entire family in
creating a safe and nurturing home life for its members. The staff expects that all members of
the family participate in the formulation of a Family Service Plan and in all aspects of the
fulfillment of the plan as well as the goals and steps required to reach that goal. The case
- management process and the notice of eligibility, denial, rights and responsibilities of the client
regarding their participation in the program will be fully explained at the time of intake.

3.2.2 Below is the case management model utilized by Gila County Community Services
Program:

a) A Family Service Plan is developed with each client based on their Arizona Self Sufficiency
Matrix levels. The client is fully engaged in the formulation of their plan. The plan identifies
the clients: goals, start and targeted completion dates, tasks required to achieve the goals, who
will complete the task and services to be provided and/or accessed. Strengths, past successes and
other assets that could contribute to a solution will be discussed. Clients will be encouraged to
become skilled in solving problems, using appropriate resources that the client, case manager
and other agencies can obtain. A copy of the service plan will be contained in the client file
along with case notes documenting activities of the client and their family. The client’s case
plan is monitored by completing a 30, 60, and 90 day follow up addressing the outcomes of
referrals from the clients case plan.

3.2.2(4)For outside referrals client is provided with paperwork directing them to the additional
assistance and then it is returned to Community Action. Page 2 of 5



b.) After developing of the case plan which is outlined above in a), the plan will be monitored
using the information and documentation contained in the client file. Our current contracts with
Arizona Department of Economic Security dictates that the type and quantity of services that
clients receive, which is also entered into our Cap 60 database. A client file for each client
receiving case management services will be formulated. This file will contain the Self-
Sufficiency Assessment and updates, a copy of the EN-005, the Family Service Plan/updates,
case notes, and follow-up information in addition to any other pertinent documentation required
from the various funding sources utilized to provide services to the client.

¢) As an ongoing process of case management, the case manager will continue to assess and
assist the client in obtaining services required to meet their needs and situation, Copies of all
documents utilized to track the progress will be included in the client file. The client’s progress
will be tracked utilizing the Arizona Self-Sufficiency Matrix. Case closure will occur upon
successful completion of goals outlined in the service plan, at the request of the client to
discontinue services, or by agreement of the case manager, program manager or Divisional
Program Manager. At the time of closure, reasons for the closure will be documented in the
client file. Reasons for case closure may be; due to non-compliance by the client or because they
have reached a level of self sufficiency that is satisfactory to the client and case manager.

d.)The Community Action case managers are well trained in community resources and routinely
provide referrals for clients to other resources within the division and community. When the
determination that a client requires services from another agency the case manager will make the
referral and advise the client regarding that agency’s services and eligibility requirements. This
will assist the client in accessing those services and expediting the process of obtaining
assistance.

e) A Pre and Post Assessment will be completed with each client who is receiving case
management services utilizing the Arizona self-sufficiency matrix. The matrix shows the clients
status in 12 areas of need, based on their status, the case manager will work with the client to set
goals in the areas that the client feels they need the most assistance. As a client progresses
toward their goal, the matrix is updated to indicate positive or negative movement toward the
goal. The Community Action plan will be reviewed on a quarterly basis to evaluate the
effectiveness of case management services and to determine whether we are meeting our targeted
goals and following the mission and philosophies identified in the plan. The Community Action
plan will assist in identifying areas where we are failing to meet goals and to provide direction
for the staff to strive for improvement.

3.2.3 Case management services assist in achieving the six CSBG national goals (ROMA
TARGETS included ROMA NPI) by assisting low-income persons in all areas to help them
attain their own personal level of self-sufficiency. These various levels are measured and
tracked through the Arizona Self-Sufficiency Matrix. The Matrix is an intricate part of the Cap
60. Client Information System. This database meets all of ROMA tracking requirements and is
able to track each client as they move up on the various levels of the matrix. Community Action
case managers will interview all applicants during the initial intake for services. This process
will include input from the client with the assistance of the case manager. When possible all
adults in the household are asked to participate. The number one and number six National
Family Goals and the corresponding indicators are discussed at that time. Any appropriate
indicators within the goals that apply to that family will be discussed and potential future
outcomes or objectives will be identified. This assessment is recorded in the service plan that
identifies the direct services that are being provided through CAP. It will also include outside
referral information and resources for the client to contact to assist in implementing the plan.
Case notes on clients who receive case management are printed out hardcopy and maintained in
the client file. Page 3 of 5




Community Action utilizes the Cap 60 software data base software for processing all clients and

client data is stored in the database for a period of 5 or more years. Depending on the
complexity of the plan, follow up interviews will be conducted on 30, or 60, or 90 days time
tables. The Arizona Self Sufficiency Matrix will be utilized at all interviews as well as case
notes, and upon closure of a file, Community Action will print this matrix and notes in hardcopy.
This will indicate the client’s progress or in some cases the lack of progress from one interview
to the next. Community Action case managers will have identified goals and objectives in the
Annual Community Action Plan and at year end will assemble annual data to confirm results
achieved.

This information is taken to the Cap Advisory Board for evaluation and comment

The community and agency goals number one through number six in conjunction with the
ROMA performance measures and the appropriate corresponding indicators will be achieved
with the use of local community agencies and networks that Community Action sponsors. These
will include an Interagency Directory in the Payson area. A minimum of six Inter-agency
meetings will be hosted by Community Action. These meetings will be facilitated in Northern
Gila County and Co-hosted in Southern Gila County. Community Action will seek funding
sources from local, state and national resources to maintain and expand services to low income
clients and other members of our community. Our agency has an Advisory Board organized
under the CSBG guidelines which meets quarterly and reviews the financial and quarterly
service reports provided by Community Action Management. Community Action staff will
attend networking meetings, training and educational seminars to continue to provide resources
to the local levels. Community Action staff serve on many local community and charitable
organization boards. Community Action staff serve different positions on these boards, from
committee members to president.

3.24

The tools utilized to complete a needs assessment, case planning, monitoring, and closure of the
case plan is primarily the Cap 60 data base information system which provides data that is
utilized to determine the progress or lack of progress in reaching self sufficiency. Hard copies of
the assessment of needs are contained in the client file in the form of case notes and the Matrix.
Any data in the Cap 60. data base can also be printed out hard copy and maintained in the client
file.

A client satisfaction survey form is disbursed and a request for the completion of the survey is
provided at the time of initial contact with the client and again at the time of case closure. A
survey box is located in the lobby of our facility and the client is asked to deposit the survey in
that container. The Division Director or Deputy Director retrieves survey documents from the
box on a monthly basis and at the end of the quarter the results from the survey are reviewed by
the Community Action case manager and Administrative staff quarterly. The results are
prioritized by the Community action case Manager, and discussed with staff to determine what if
anything needs to be done to make CAP more effective in serving our community. These
surveys are collected, and reviewed by supervisory staff on a quarterly basis, and the results are
discussed with program manager and the CAP Advisory Board in the effort to continue to
improve and enhance service delivery to our clients. Commumity Action staff have plans to
formulate a program specific survey to be utilized in the next fiscal year.
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3.2.6 Funds utilized by case managers to provide utility assistance and the STCS program, on
an on-going basis are made available to the case managers by an allotment process. This process
is achieved by the Fiscal Manager. Carryover funds at the end of each month and the monthly
allotment provided by the State is used to percentage out to the case managers, the funds
available to provide direct client services for that current month. Expenditures are monitored on
a weekly basis as vouchers are submitted and kept within an Excel spreadsheet. Fiscal Manager
balances and reconciles on a monthly basis with the grant and the county. Case managers are
given an allotment amount fo expend each month at a Community Action staff meeting and work
with all funding sources available to ensure they do not exceed the monthly budgeted amounts.

3.2.7 All clients are informed of the Community Action grievance policy and procedures at the
time of the initial intake process. Upon receipt of a grievance the Community Action
Coordinator will schedule a meeting with the client and case manager within 24 hours, if the
complaint cannot be resolved in this meeting, another meeting will be facilitated within 5
working days, with the Division Director, Program Coordinator, case manager and client. If the
grievance is not resolved at this meeting a written appeal and all accompanying documents will
be forwarded to the Department of Economic Security within 7 working days of the last meeting.
The written appeal shall be forwarded to Ariz. Dept. of Economic Security, Community Services
Admin. P.O. Box 6123 Site Code 086Z, Phx. AZ 85005

3.2.8 As previously mentioned in this methodology, the client satisfaction surveys are reviewed
and discussed with the appropriate case managers in the effort to ascertain what measures need
to be discussed to improve and enhance our services to the clients. The Division Director or
Deputy Director retrieve survey documents from the box on a monthly basis and at the end of the
quarter the results from the surveys are reviewed by the Community Action Coordinator and
Administrative staff quarterly. The results are prioritized by the Community Action case
Manager, and discussed with staff and the CAP Advisory Board to determine what if anything
needs to be done to make CAP more effective in serving our community and how the
suggestions are incorporated into next years goals.
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Attachment 1

Facility Location Chart
Organization (Contractor/Subcontractor)
Physical Address,
Mailing Address,
Phone and Fax numbers Where the
service(s) shall be provided and agency Days and Hours | Geographic'Area
staff may be reached Sub Service of Operation to be Served
Utility
Community Action Program Assistance,
5515 S. Apache Ave., Suite 200 RentiMortgage Monday
Globe, AZ 85501 Assistance, | Through Friday, | A ofGHa County,
Ph: 928-425-7631, Fax: 928-425-9468 VITA Site, 8:00am to including
Special Needs | 5:00pm, except | Hayden/Winkelman,
| Agsistance holidays Roosevelt, Young
Community Action Program Utility
107 W. Frontier St,, Bidg C Assistance,
Payson, AZ 85541 RentiMortgage Monday
Ph: 928-474-7192, Fax: 928-468-8056 Assistance, | Through Friday, | Northern Gila County
VITA Site, 8:00am to procluding Payson,
Special Needs | 5:00pm, except | 'yar. yonts aeotn
Assistance holidays Gisel, Rye
The facllity(s) listed.above will not be open on those holidays marked below (insert an X for applicable holidays):

x |_New Years Day_ ] Good Friday x_]_President’s Day Yom Kippur
Washington's Bithday x_] Martin Luther Jrs x ] Memorial Day Rosh Hashanah
Columbus x_) Labor Day ] Lincoin’s Birthday x_] Independence Day |

X istmas X ] Veteran's Day X_] Thanksgiving Day X ] Day after Thanksgiving |




‘Gila Coiinty Community Services Division
“A Cominnjiity Action Ageney”
5515 8. Apache Ave; Suife’200; Globe, AZ 85501
) S (928):402: 86500 ’
“Improving the Quality of Life for.all Residents; one'life at-t; time"

Datet Aprif21, 2015

RE: Letterof ‘Assurances

Tiaim plensed fo'submit Community:Services responseite the Request foi Application-Community. Action
Program
Thiroisgh:this.Iétter, Fam.assuring the following:
1. Corminunity Action has sufficient:fiinds to meet obligations:on time while awaiting payment
from the Department; '
2. Community Action accounting system is capable. of providing sufficient defail about expenses
and cost-allocations fot the:puipose.of determining; whether the agency's actual-éxpendituris
aré in-dccordance with:Ihé budget dmotints.

- Notices r¢parding the confract should: be sent for

Name: Malissa Buzan . .
Title: ‘Gild County. Commiunily, Seivices Directol
Address; 53158, Apache Ave. Suite 200

Globe, Arizona 83501
Phone: . 92B-425-7631
Fax: - 928-425:9468
‘Einail: mbiizan@gilacotiityaz.gov

Please note that Community Services staff'provides the direct services and do not'subcontract-any
sefvices. ' ’

Gila County Comnunity:Services Dircd




ITEMIZED SERVICE BUDGET

CONTRACT SERVICE: Community Services (CSV-CAP)
Contract Period: 07/01/2015 - 06/30/2016

1. PERSONNEL
Total Salary
for the TOTAL
Number of Contract SERVICE
Positions FTE Level Position Title Period COST DES COST
1 1.00 Community Services Director $84,159.14 $ 40,356 $ 35,789
1 1.00 Divisional Fiscal Manager $46,280.52 $ 23140 $ 11,570
1 1.00 Divisional Assistant $30,266.23 $ 12,106 $ 12,106
1 1.00 Case Manager $33,690.80 $ 16845 § 16,845
1 1.00 Case Manager $31,226.00 $ 15613 $ 15613
1 1.00 Clerk $23,230.00 $ 11615 $ 65808
TOTAL PERSONNEL $ 119,675 $ 97,731
2. EMPLOYEE RELATED EXPENSES
TOTAL
ITEM BASIS COST DES COST
Health Insurance $638.26 per mo x 12 mo X 6 @43.33% $ 19912 § 19912
FICA 0.0765 X $97,731 $ 7476 $ 7476
Workman's Comp 0.008607 X $97,731 $ 841 § 841
Retirement 0.1147 X $97,731 $ 11210 $§ 5605
TOTAL EMPLOYEE RELATED EXPENSES $ 39439 $ 33,834
3. PROFESSIONAL AND OUTSIDE SERVICES
TOTAL
ITEM BASIS COST DES COST
N/A $ - $ -
TOTAL PROFESSIONAL AND OUTSIDE SERVICES $ - $ -
4, TRAVEL
TOTAL
ITEM BASIS COST DES COST
Gas/Vehicles/Maint $500 per month x 12 months $ 6,000 $ 2298
Per Diem $25 per day for 20 days for 5 FTE's / Board Memt $ 2500 $ 1250
TOTAL TRAVEL $ 8500 $ 3,548
5. SPACE
TOTAL
ITEM BASIS COST DES COST
N/A $ - s -
TOTAL SPACE $ - [3 =
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6. EQUIPMENT

TOTAL
ITEM BASIS COST DES COST
N/A $ = 3 "
TOTAL EQUIPMENT $ - $ -
7. MATERIALS & SUPPLIES
TOTAL
ITEM BASIS COST DES COST
N/A $ . $ -
TOTAL MATERIALS AND SUPPLIES $ : $ =
8. OPERATING SERVICES
TOTAL
ITEM BASIS COST DES COST
N/A $ . $ -
TOTAL OPERATING EXPENSES $ - $ -
9. INDIRECT COSTS
TOTAL
ITEM BASIS COST DES COST
Indirect Costs to Gila County 5% of Salary base $99,814 @100% $ 4887 $ 4887
TOTAL INDIRECT COSTS $ 4,887 § 4,887
|10. SUBTOTAL ADMIN COST $ 172,501 $ 140,000 |
11. VOUCHERS
TOTAL
ITEM BASIS COST DES COST
Vouchers - Direct Client Services Average $500 x 20 households $ 10,000 $ 10,000
TOTAL VOUCHERS $ 10,000 $ 10,000
|12. TOTAL SERVICE COST/DES TOTAL COST: § 182,501 $ 150,000 |
REVENUE SOURCES:
DES CSV § 150,000 $ 150,000
Gila County _$ 32,501
TOTAL REVENUE: _$ 182,501 $ 150,000

3/31/2015
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ITEMIZED SERVICE BUDGET

CONTRACT SERVICE: Case Management (CMG-CAP)
Contract Period: 07/01/2015 - 06/30/2016

1. PERSONNEL
Total Salary for TOTAL
Number of the Contract SERVICE
Positions FTE Level Position Title Period COST DES COST
1 1.00 Divisional Fiscal Manager $46,280.52 $ 23,140 % 11,570
1 1.00 Senior Accounting Clerk $36,015.20 $ 27,011 $ 24,307
1 1.00 Case Manager $33,690.80 $ 16,845 $ 16,845
1 1.00 Case Manager $31,226.00 $ 15613 $ 15,613
1 1.00 Clerk $23,230.00 $ 11615 $§ 5,808
TOTAL PERSONNEL $ 94,224 $ 74,143
2. EMPLOYEE RELATED EXPENSES
ITEM BASIS TOTAL COST DES COST
Health Insurance $638.26 permox 12 mo X5 @ 75% $ 28,722 $ 28,722
FICA 0.0765 X $74,143 $ 5672 $ 2,836
Workman's Comp 0.008607 X $74,143 $ 638 $ 319
Retirement 0.1147 X $74,143 $ 8504 $ 4,252
TOTAL EMPLOYEE RELATED EXPENSES $ 43,536 $ 36,129
3. PROFESSIONAL AND QUTSIDE SERVICES
ITEM BASIS TOTAL COST DES COST
N/A $ - $ -
TOTAL PROFESSIONAL AND OUTSIDE SERVICES $ - $ =
4, TRAVEL
ITEM BASIS TOTAL COST DES COST
Gas/Vehicles/Maint $500 per month x 12 months 3 6,000 $ 6,000
Per Diem $25 per day for 60 days for 5 FTE's / Board Memt_$ 7500 $ 7,500
TOTAL TRAVEL $ 13,500 $ 13,500
ITEM BASIS TOTAL COST DES COST
Rent - Globe Office Rent $1,673 monthly X 12 months $ 20,076 $ 10,038
(Inclused elctricity, cleaning, water, etc.)
Sparkletts/Other Space Expense $100 x 12 months 3 1,200 $ 600
TOTAL SPACE $ 21,276 $ 10,638
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6. EQUIPMENT

ITEM BASIS TOTAL COST DES COST
N/A
$ - $
TOTAL EQUIPMENT $ 2 $
7. MATERIALS & SUPPLIES
ITEM BASIS TOTAL COST DES COST
General Office Supplies $200 per month x 5 FTE's x 12 months $ 12,000 $ 4,505
Postage $50 per month x 12 months 3 600 $ 300
TOTAL MATERIALS AND SUPPLIES $ 12,600 $ 4,805
8. OPERATING SERVICES
ITEM BASIS TOTAL COST DES COST
Staff Training & Registration $1000 for training sessions for 5 FTE's $ 5,000 $ 5,000
(inlcudes hotel, registration)
Adivisory Board Quarterly Meetings Registrations and meals $ 4375 § 4375
Local Fax, 800 Line, Phone Line & Service $2,000 x 12 months
Maintenance, Leases Agreements & Memberships/Dues $ 24000 § 6,285
TOTAL OPERATING EXPENSES $ 33,375 $ 15,660
9. INDIRECT COSTS
ITEM BASIS TOTAL COST DES COST
N/A $ - $
TOTAL INDIRECT COSTS $ - $
[10. SUBTOTAL ADMIN COSTS $ 218,511 $ 154,875 |
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1. VOUCHERS

ITEM BASIS TOTAL COST DES COST
LIHEAP $ 116,560 $ 116,560
LIHCON $ . $ =
LLVG $ - $ “
NHN $ 296 $ 296
TANF 3 30,000 $ 30,000
TOTAL VOUCHERS $ 146,856 $ 146,856
112. TOTAL SERVICE COST/DES TOTAL COST: $ 365,367 $ 301,731 |
REVENUE SOURCES:
DES Case Mgt. $ 301,731 § 301,731
Gila County $ 63,636
TOTAL REVENUE: $ 365,367 $ 301,731
3/31/2015
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