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AGREEMENT BETWEEN THE COUNTY OF SAN MATEO AND ASPIRE HOUSE

This Agreement is entered into this ____ day of ________, 2026, by and between the 
County of San Mateo, a political subdivision of the state of California, hereinafter called 
“County,” and Aspire House, hereinafter called “Contractor.”

* * *

Whereas, pursuant to Section 31000 of the California Government Code, County may 
contract with independent contractors for the furnishing of such services to or for County 
or any Department thereof; and 

Whereas, it is necessary and desirable that Contractor be retained for the purpose of 
providing clubhouse services. 

Now, therefore, it is agreed by the parties to this Agreement as follows:

1. Exhibits and Attachments 

The following exhibits and attachments are attached to this Agreement and incorporated 
into this Agreement by this reference:

Exhibit A – Services 
Exhibit AR – Behavioral Health and Recovery Services Requirement
Exhibit B - Payments and Rates
Exhibit C – Mental Health Services, Day Services Rates FY26-27  
Attachment E - Fingerprint Certification 
Attachment I - § 504 Compliance
Attachment T - Disaster and Emergency Response Plan Sample Template

 
2. Services to be performed by Contractor

In consideration of the payments set forth in this Agreement and in Exhibit B, Contractor 
shall perform services for County in accordance with the terms, conditions, and 
specifications set forth in this Agreement and in Exhibit A.

3. Payments

In consideration of the services provided by Contractor in accordance with all terms, 
conditions, and specifications set forth in this Agreement and in Exhibit A, County shall 
make payment to Contractor based on the rates and in the manner specified in Exhibit 
B.  County reserves the right to withhold payment if County determines that the quantity 
or quality of the work performed is unacceptable.  In no event shall County’s total fiscal 
obligation under this Agreement exceed FOUR HUNDRED FIFTY-FIVE THOUSAND 
SIXTY-FOUR DOLLARS ($455,064).  In the event that the County makes any advance 
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payments, Contractor agrees to refund any amounts in excess of the amount owed by 
the County at the time of contract termination or expiration. Contractor is not entitled to 
payment for work not performed as required by this agreement. 

4. Term 

Subject to compliance with all terms and conditions, the term of this Agreement shall be 
from July 1, 2026, through June 30, 2027.

5. Termination 

This Agreement may be terminated by Contractor or by the Chief of San Mateo County 
Health or his/her designee at any time without a requirement of good cause upon thirty 
(30) days’ advance written notice to the other party. Subject to availability of funding, 
Contractor shall be entitled to receive payment for work/services provided prior to 
termination of the Agreement.  Such payment shall be that prorated portion of the full 
payment determined by comparing the work/services actually completed to the 
work/services required by the Agreement. 

County may terminate this Agreement or a portion of the services referenced in the 
Attachments and Exhibits based upon the unavailability of Federal, State, or County 
funds by providing written notice to Contractor as soon as is reasonably possible after 
County learns of said unavailability of outside funding. 

County may terminate this Agreement for cause.  In order to terminate for cause, 
County must first give Contractor notice of the alleged breach. Contractor shall have five 
business days after receipt of such notice to respond and a total of ten calendar days 
after receipt of such notice to cure the alleged breach. If Contractor fails to cure the 
breach within this period, County may immediately terminate this Agreement without 
further action. The option available in this paragraph is separate from the ability to 
terminate without cause with appropriate notice described above. In the event that 
County provides notice of an alleged breach pursuant to this section, County may, in 
extreme circumstances, immediately suspend performance of services and payment 
under this Agreement pending the resolution of the process described in this 
paragraph. County has sole discretion to determine what constitutes an extreme 
circumstance for purposes of this paragraph, and County shall use reasonable 
judgment in making that determination. 

6. Contract Materials 

At the end of this Agreement, or in the event of termination, all finished or unfinished 
documents, data, studies, maps, photographs, reports, and other written materials 
(collectively referred to as “contract materials”) prepared by Contractor under this 
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Agreement shall become the property of County and shall be promptly delivered to 
County.  Upon termination, Contractor may make and retain a copy of such contract 
materials if permitted by law.  

7. Relationship of Parties

Contractor agrees and understands that the work/services performed under this 
Agreement are performed as an independent contractor and not as an employee of 
County and that neither Contractor nor its employees acquire any of the rights, 
privileges, powers, or advantages of County employees. 

8. Hold Harmless

a. General Hold Harmless

Contractor shall indemnify and save harmless County and its officers, agents, 
employees, and servants from all claims, suits, or actions of every name, kind, and 
description resulting from this Agreement, the performance of any work or services 
required of Contractor under this Agreement, or payments made pursuant to this 
Agreement brought for, or on account of, any of the following:  

(A) injuries to or death of any person, including Contractor or its 
employees/officers/agents; 

(B) damage to any property of any kind whatsoever and to whomsoever 
belonging;  

(C) any sanctions, penalties, or claims of damages resulting from Contractor’s 
failure to comply, if applicable, with the requirements set forth in the Health 
Insurance Portability and Accountability Act of 1996 (HIPAA) and all Federal 
regulations promulgated thereunder, as amended; or 

(D) any other loss or cost, including but not limited to that caused by the 
concurrent active or passive negligence of County and/or its officers, agents, 
employees, or servants.  However, Contractor’s duty to indemnify and save 
harmless under this Section shall not apply to injuries or damage for which 
County has been found in a court of competent jurisdiction to be solely liable by 
reason of its own negligence or willful misconduct.

The duty of Contractor to indemnify and save harmless as set forth by this Section shall 
include the duty to defend as set forth in Section 2778 of the California Civil Code.
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b. Intellectual Property Indemnification

Contractor hereby certifies that it owns, controls, and/or licenses and retains all right, 
title, and/or interest in and to any intellectual property it uses in relation to this 
Agreement, including the design, look, feel, features, source code, content, and/or other 
technology relating to any part of the services it provides under this Agreement and 
including all related patents, inventions, trademarks, and copyrights, all applications 
therefor, and all trade names, service marks, know how, and trade secrets (collectively 
referred to as “IP Rights”) except as otherwise noted by this Agreement.   

Contractor warrants that the services it provides under this Agreement do not infringe, 
violate, trespass, or constitute the unauthorized use or misappropriation of any IP 
Rights of any third party.  Contractor shall defend, indemnify, and hold harmless County 
from and against all liabilities, costs, damages, losses, and expenses (including 
reasonable attorney fees) arising out of or related to any claim by a third party that the 
services provided under this Agreement infringe or violate any third-party’s IP Rights 
provided any such right is enforceable in the United States.  Contractor’s duty to defend, 
indemnify, and hold harmless under this Section applies only provided that:  (a) County 
notifies Contractor promptly in writing of any notice of any such third-party claim;  (b) 
County cooperates with Contractor, at Contractor’s expense, in all reasonable respects 
in connection with the investigation and defense of any such third-party claim; (c) 
Contractor retains sole control of the defense of any action on any such claim and all 
negotiations for its settlement or compromise (provided Contractor shall not have the 
right to settle any criminal action, suit, or proceeding without County’s prior written 
consent, not to be unreasonably withheld, and provided further that any settlement 
permitted under this Section shall not impose any financial or other obligation on 
County, impair any right of County, or contain any stipulation, admission, or 
acknowledgement of wrongdoing on the part of County without County’s prior written 
consent, not to be unreasonably withheld); and (d) should services under this 
Agreement become, or in Contractor’s opinion be likely to become, the subject of such a 
claim, or in the event such a third party claim or threatened claim causes County’s 
reasonable use of the services under this Agreement to be seriously endangered or 
disrupted, Contractor shall, at Contractor’s option and expense, either:  (i) procure for 
County the right to continue using the services without infringement or (ii) replace or 
modify the services so that they become non-infringing but remain functionally 
equivalent. 

Notwithstanding anything in this Section to the contrary, Contractor will have no 
obligation or liability to County under this Section to the extent any otherwise covered 
claim is based upon:  (a) any aspects of the services under this Agreement which have 
been modified by or for County (other than modification performed by, or at the direction 
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of, Contractor) in such a way as to cause the alleged infringement at issue; and/or (b) 
any aspects of the services under this Agreement which have been used by County in a 
manner prohibited by this Agreement.

The duty of Contractor to indemnify and save harmless as set forth by this Section shall 
include the duty to defend as set forth in Section 2778 of the California Civil Code.

9. Assignability and Subcontracting 

Contractor shall not assign this Agreement or any portion of it to a third party or 
subcontract with a third party to provide services required by Contractor under this 
Agreement without the prior written consent of County.  Any such assignment or 
subcontract without County’s prior written consent shall give County the right to 
automatically and immediately terminate this Agreement without penalty or advance 
notice. 

10. Insurance 

a. General Requirements

Contractor shall not commence work or be required to commence work under this 
Agreement unless and until all insurance required under this Section has been obtained 
and such insurance has been approved by County’s Risk Management, and Contractor 
shall use diligence to obtain such insurance and to obtain such approval.  Contractor 
shall furnish County with certificates of insurance evidencing the required coverage, and 
there shall be a specific contractual liability endorsement extending Contractor’s 
coverage to include the contractual liability assumed by Contractor pursuant to this 
Agreement.  These certificates shall specify or be endorsed to provide that thirty (30) 
days’ notice must be given, in writing, to County of any pending change in the limits of 
liability or of any cancellation or modification of the policy. 

b. Workers’ Compensation and Employer’s Liability Insurance

Contractor shall have in effect during the entire term of this Agreement workers’ 
compensation and employer’s liability insurance providing full statutory coverage.  In 
signing this Agreement, Contractor certifies, as required by Section 1861 of the 
California Labor Code, that (a) it is aware of the provisions of Section 3700 of the 
California Labor Code, which require every employer to be insured against liability for 
workers’ compensation or to undertake self-insurance in accordance with the provisions 
of the Labor Code, and (b) it will comply with such provisions before commencing the 
performance of work under this Agreement.
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c. Liability Insurance

Contractor shall take out and maintain during the term of this Agreement such bodily 
injury liability and property damage liability insurance as shall protect Contractor and all 
of its employees/officers/agents while performing work covered by this Agreement from 
any and all claims for damages for bodily injury, including accidental death, as well as 
any and all claims for property damage which may arise from Contractor’s operations 
under this Agreement, whether such operations be by Contractor, any subcontractor, 
anyone directly or indirectly employed by either of them, or an agent of either of them.  
Such insurance shall be combined single limit bodily injury and property damage for 
each occurrence and shall not be less than the amounts specified below: 

(a) Comprehensive General Liability…………. $1,000,000  
 

(b) Motor Vehicle Liability Insurance…………. $1,000,000  
 

(c) Professional Liability……….………………. $1,000,000  

County and its officers, agents, employees, and servants shall be named as additional 
insured on any such policies of insurance, which shall also contain a provision that (a) 
the insurance afforded thereby to County and its officers, agents, employees, and 
servants shall be primary insurance to the full limits of liability of the policy and (b) if the 
County or its officers, agents, employees, and servants have other insurance against 
the loss covered by such a policy, such other insurance shall be excess insurance only. 

In the event of the breach of any provision of this Section, or in the event any notice is 
received which indicates any required insurance coverage will be diminished or 
canceled, County, at its option, may, notwithstanding any other provision of this 
Agreement to the contrary, immediately declare a material breach of this Agreement 
and suspend all further work and payment pursuant to this Agreement. 

11. Compliance With Laws 

All services to be performed by Contractor pursuant to this Agreement shall be 
performed in accordance with all applicable Federal, State, County, and municipal laws, 
ordinances, regulations, and executive orders, including but not limited to the Health
Insurance Portability and Accountability Act of 1996 (HIPAA) and the Federal 
Regulations promulgated thereunder, as amended (if applicable), the Business 
Associate requirements set forth in Attachment H (if attached), the Americans with 
Disabilities Act of 1990, as amended, and Section 504 of the Rehabilitation Act of 1973, 
which prohibits discrimination on the basis of disability in programs and activities 
receiving any Federal or County financial assistance, as well as any required economic 
or other sanctions imposed by the United States government or under state law in effect 
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during the term of the Agreement. Such services shall also be performed in accordance 
with all applicable ordinances and regulations, including but not limited to appropriate 
licensure, certification regulations, provisions pertaining to confidentiality of records, and 
applicable quality assurance regulations.  In the event of a conflict between the terms of 
this Agreement and any applicable State, Federal, County, or municipal law, regulation, 
or executive order, the requirements of the applicable law, regulation, or executive order 
will take precedence over the requirements set forth in this Agreement.   

Further, Contractor certifies that it and all of its subcontractors will adhere to all 
applicable provisions of Chapter 4.107 of the San Mateo County Ordinance Code, 
which regulates the use of disposable food service ware.  Accordingly, Contractor shall 
not use any non-recyclable plastic disposable food service ware when providing 
prepared food on property owned or leased by the County and instead shall use 
biodegradable, compostable, reusable, or recyclable plastic food service ware on 
property owned or leased by the County. (This paragraph may be deleted without 
County Attorney Review if not relevant to this agreement) 

Contractor will timely and accurately complete, sign, and submit all necessary 
documentation of compliance. 

12. Non-Discrimination and Other Requirements 

a. General Non-discrimination 

No person shall be denied any services provided pursuant to this Agreement (except as 
limited by the scope of services) on the grounds of race, color, national origin, ancestry, 
age, disability (physical or mental), sex, sexual orientation, gender identity, marital or 
domestic partner status, religion, political beliefs or affiliation, familial or parental status 
(including pregnancy), medical condition (cancer-related), military service, or genetic 
information. 

b. Equal Employment Opportunity 

Contractor shall ensure equal employment opportunity based on objective standards of 
recruitment, classification, selection, promotion, compensation, performance evaluation, 
and management relations for all employees under this Agreement.  Contractor’s equal 
employment policies shall be made available to County upon request. 

c. Section 504 of the Rehabilitation Act of 1973 

Contractor shall comply with Section 504 of the Rehabilitation Act of 1973, as amended, 
which provides that no otherwise qualified individual with a disability shall, solely by 
reason of a disability, be excluded from the participation in, be denied the benefits of, or 
be subjected to discrimination in the performance of any services this Agreement.  This 
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Section applies only to contractors who are providing services to members of the public 
under this Agreement.

d. Compliance with County’s Equal Benefits Ordinance

Contractor shall comply with all laws relating to the provision of benefits to its 
employees and their spouses or domestic partners, including, but not limited to, such 
laws prohibiting discrimination in the provision of such benefits on the basis that the 
spouse or domestic partner of the Contractor’s employee is of the same or opposite sex 
as the employee.  

e. Discrimination Against Individuals with Disabilities

The nondiscrimination requirements of 41 C.F.R. 60-741.5(a) are incorporated into this 
Agreement as if fully set forth here, and Contractor and any subcontractor shall abide by 
the requirements of 41 C.F.R. 60–741.5(a).  This regulation prohibits discrimination 
against qualified individuals on the basis of disability and requires affirmative action by 
covered prime contractors and subcontractors to employ and advance in employment 
qualified individuals with disabilities. 

f. History of Discrimination 

Contractor certifies that no finding of discrimination has been issued in the past 365 
days against Contractor by the Equal Employment Opportunity Commission, the 
California Department of Fair Employment and Housing, or any other investigative 
entity. If any finding(s) of discrimination have been issued against Contractor within the 
past 365 days by the Equal Employment Opportunity Commission, the California 
Department of Fair Employment and Housing, or other investigative entity, Contractor 
shall provide County with a written explanation of the outcome(s) or remedy for the 
discrimination prior to execution of this Agreement.  Failure to comply with this Section 
shall constitute a material breach of this Agreement and subjects the Agreement to 
immediate termination at the sole option of the County. 

g. Reporting; Violation of Non-discrimination Provisions 

Contractor shall report to the County Executive Officer the filing in any court or with any 
administrative agency of any complaint or allegation of discrimination on any of the 
bases prohibited by this Section of the Agreement or the Section titled “Compliance with 
Laws”.  Such duty shall include reporting of the filing of any and all charges with the 
Equal Employment Opportunity Commission, the California Department of Fair 
Employment and Housing, or any other entity charged with the investigation or 
adjudication of allegations covered by this subsection within 30 days of such filing, 
provided that within such 30 days such entity has not notified Contractor that such 



Aspire House – 2026 – 2027  
Agreement 

Page 9 of 13 

charges are dismissed or otherwise unfounded.  Such notification shall include a 
general description of the circumstances involved and a general description of the kind 
of discrimination alleged (for example, gender-, sexual orientation-, religion-, or race-
based discrimination). 

Violation of the non-discrimination provisions of this Agreement shall be considered a 
breach of this Agreement and subject the Contractor to penalties, to be determined by 
the County Executive Officer, including but not limited to the following:

i. termination of this Agreement;
ii. disqualification of the Contractor from being considered for or being awarded a 

County contract for a period of up to 3 years;
iii. liquidated damages of $2,500 per violation; and/or
iv. imposition of other appropriate contractual and civil remedies and sanctions, as 

determined by the County Executive Officer.

To effectuate the provisions of this Section, the County Executive Officer shall have the 
authority to offset all or any portion of the amount described in this Section against 
amounts due to Contractor under this Agreement or any other agreement between 
Contractor and County.

h. Compliance with Living Wage Ordinance

As required by Chapter 2.88 of the San Mateo County Ordinance Code, Contractor 
certifies all contractor(s) and subcontractor(s) obligated under this contract shall fully 
comply with the provisions of the County of San Mateo Living Wage Ordinance, 
including, but not limited to, paying all Covered Employees the current Living Wage and 
providing notice to all Covered Employees and Subcontractors as required under the 
Ordinance.

13. Anti-Harassment Clause

Employees of Contractor and County shall not harass (sexually or otherwise) or bully 
or discriminate against each other’s employee on the grounds of race, color, national 
origin, ancestry, age, disability (physical or mental), sex, sexual orientation, gender 
identity, marital or domestic partner status, religion, political beliefs or affiliation, familial 
or parental status (including pregnancy), medical condition (cancer-related), military 
service, or genetic information.  Any misconduct by Contractor’s employees towards 
County employees may be grounds for termination of the Contract. Contractor shall 
timely address any allegations of their employee’s misconduct by a County employee 
including immediately removing that employee from work on the Contract. 
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14. Compliance with County Employee Jury Service Ordinance

Contractor shall comply with Chapter 2.85 of the County’s Ordinance Code, which 
states that Contractor shall have and adhere to a written policy providing that its 
employees, to the extent they are full-time employees and live in San Mateo County, 
shall receive from the Contractor, on an annual basis, no fewer than five days of regular 
pay for jury service in San Mateo County, with jury pay being provided only for each day 
of actual jury service.  The policy may provide that such employees deposit any fees 
received for such jury service with Contractor or that the Contractor may deduct from an 
employee’s regular pay the fees received for jury service in San Mateo County.  By 
signing this Agreement, Contractor certifies that it has and adheres to a policy 
consistent with Chapter 2.85.  For purposes of this Section, if Contractor has no 
employees in San Mateo County, it is sufficient for Contractor to provide the following 
written statement to County: “For purposes of San Mateo County’s jury service 
ordinance, Contractor certifies that it has no full-time employees who live in San Mateo 
County.  To the extent that it hires any such employees during the term of its Agreement 
with San Mateo County, Contractor shall adopt a policy that complies with Chapter 2.85 
of the County’s Ordinance Code.”  The requirements of Chapter 2.85 do not apply 
unless this Agreement’s total value listed in the Section titled “Payments”, exceeds two-
hundred thousand dollars ($200,000); Contractor acknowledges that Chapter 2.85’s 
requirements will apply if this Agreement is amended such that its total value exceeds 
that threshold amount. 

15. Retention of Records; Right to Monitor and Audit 

(a) Contractor shall maintain all required records relating to services provided under this 
Agreement for three (3) years after County makes final payment and all other pending 
matters are closed, and Contractor shall be subject to the examination and/or audit by 
County, a Federal grantor agency, and the State of California.

(b) Contractor shall comply with all program and fiscal reporting requirements set forth 
by applicable Federal, State, and local agencies and as required by County. 

(c) Contractor agrees upon reasonable notice to provide to County, to any Federal or 
State department having monitoring or review authority, to County’s authorized 
representative, and/or to any of their respective audit agencies access to and the right 
to examine all records and documents necessary to determine compliance with relevant 
Federal, State, and local statutes, rules, and regulations, to determine compliance with 
this Agreement, and to evaluate the quality, appropriateness, and timeliness of services 
performed.
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16. Merger Clause; Amendments

This Agreement, including the Exhibits and Attachments attached to this Agreement and 
incorporated by reference, constitutes the sole Agreement of the parties to this 
Agreement and correctly states the rights, duties, and obligations of each party as of 
this document’s date.  In the event that any term, condition, provision, requirement, or 
specification set forth in the body of this Agreement conflicts with or is inconsistent with 
any term, condition, provision, requirement, or specification in any Exhibit and/or 
Attachment to this Agreement, the provisions of the body of the Agreement shall prevail.  
Any prior agreement, promises, negotiations, or representations between the parties not 
expressly stated in this document are not binding.  All subsequent modifications or 
amendments shall be in writing and signed by the parties. 

17. Controlling Law; Venue

The validity of this Agreement and of its terms, the rights and duties of the parties under 
this Agreement, the interpretation of this Agreement, the performance of this 
Agreement, and any other dispute of any nature arising out of this Agreement shall be 
governed by the laws of the State of California without regard to its choice of law or 
conflict of law rules.  Any dispute arising out of this Agreement shall be venued either in 
the San Mateo County Superior Court or in the United States District Court for the 
Northern District of California. 

18. Notices 

Any notice, request, demand, or other communication required or permitted under this 
Agreement shall be deemed to be properly given when both:  (1) transmitted via 
facsimile to the telephone number listed below or transmitted via email to the email 
address listed below; and (2) sent to the physical address listed below by either being 
deposited in the United States mail, postage prepaid, or deposited for overnight 
delivery, charges prepaid, with an established overnight courier that provides a tracking 
number showing confirmation of receipt.

In the case of County, to: 

Name/Title: Jana Spalding, Director, Office of Consumer and Family 
Affairs (OCFA)

Address: 1950 Alameda De Las Pulgas, San Mateo, CA 94403
Telephone: (650) 573-5073
Email:  jspalding@smcgov.org 



Aspire House – 2026 – 2027  
Agreement 

Page 12 of 13 

In the case of Contractor, to:

Name/Title: Lisa Litsey, Executive Director
Address: 2191 S. El Camino Real, San Mateo, CA 94403 
Telephone: (650) 539-3345
Email: lisalitsey@aspireclubhouse.org  

19. Electronic Signature

Both County and Contractor wish to permit this Agreement and future documents 
relating to this Agreement to be digitally signed in accordance with California law and 
County’s Electronic Signature Administrative Memo. Any party to this Agreement may 
revoke such agreement to permit electronic signatures at any time in relation to all 
future documents by providing notice pursuant to this Agreement. 

20. Payment of Permits/Licenses 

Contractor bears responsibility to obtain any license, permit, or approval required from 
any agency for work/services to be performed under this Agreement at Contractor’s own 
expense prior to commencement of said work/services.  Failure to do so will result in 
forfeit of any right to compensation under this Agreement. 

* * *  
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In witness of and in agreement with this Agreement’s terms, the parties, by their duly 
authorized representatives, affix their respective signatures:

For Contractor: ASPIRE HOUSE

__________________________
Contractor Signature 

_______________ 
Date

 ___________________________
Contractor Name (please print) 
 

COUNTY OF SAN MATEO

By:  

President, Board of Supervisors, San Mateo County

Date:

ATTEST:

By:

Clerk of Said Board
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EXHIBIT A – SERVICES 
ASPIRE HOUSE 
FY 2026 – 2027 

 
In consideration of the payments set forth in Exhibit B, Contractor shall provide the following 
services: 
  
I. DESCRIPTION OF SERVICES TO BE PERFORMED BY CONTRACTOR 
  
 A. Introduction 
   

1. Aspire House (Clubhouse) is a membership-based service that enables 
people with persistent mental illness to build a community of support that is 
sustainable.  Participants share responsibility for the success of the 
Clubhouse by helping each other become productive members of society 
through motivation and shared experience. The Clubhouse provides a 
restorative environment in which members are offered support, training, 
education, healthy social interaction and positive reinforcement through 
collegial relationships.  In addition, the Clubhouse collaborates with other 
San Mateo County programs, acting as a hub, linking Clubhouse members 
to other service providers to expand their opportunities for education, 
employment, housing, and medical and psychiatric treatment in both the 
private and public sectors.      

        
B. Psychiatric Rehabilitation Components, Goals and Objectives 

 
1. Clubhouse environments support recovery in a variety of ways. Generally, 

expected outcomes associated with accredited Clubhouse participation 
include greater personal and interpersonal competencies, links with 
community resources, access to social support networks, increased illness 
and symptom management, vocational and educational competencies and 
opportunities, and overall increased personal independence and 
psychosocial functioning. Including the following: 

 
a. Competency Building 
b. Community living competencies (e.g., self-care, cooking, money 

management, personal grooming, maintenance of living environment) 
are built and include: 

 
• Social and interpersonal competencies (e.g., conversational 

competency, developing and/or maintaining positive self-image, 
interpersonal problem solving, regaining the ability to evaluate the 
motivation and feelings of others to establish and maintain positive 
relationships). 
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• Personal adjustment competencies (e.g., developing and 
enhancing intrapersonal abilities and problem-solving in everyday 
experiences, resolving crises, or managing stress with the goal of 
facilitating self-efficacy and personal independence). 
 

• Vocational competencies (e.g., focused tasks that teach how to 
apply for jobs, conduct employment interviews, provide 
opportunities of graded steps to promote job entry or reentry, 
improve co-worker communication and relationships, and task 
focus and completion). 
 

• Cognitive competency (e.g., task-oriented activities to develop and 
maintain cognitive abilities, maximize independent functioning such 
as increased attention, improved concentration, better memory, and 
enhanced empathy). Including the following: 
 
o Community Support, Inclusion, and Participation 
o Identification of support, inclusion and participation through 

existing natural supports is necessary to: 
 

 Achieve optimal levels of community membership 
 Increase satisfaction with living environment 
 Support community participation and integration/inclusion 
 Reduce stigma through education, community awareness, 

and community Networking 
 
2. Facilitate social capital via peer and social networks, both internal and 

external to Clubhouse. 
 
3. Promote utilization of organizational support, community resources, and 

other collateral support systems, as well as linking with community 
resources, supports, and services for continuity of care. Including the 
following: 

 
a. Illness Management and Recovery 
b. The identification and management of situations and prodromal 

symptoms to reduce the frequency, duration, and severity of 
psychiatric relapses include the following: 
 
• Gaining competence regarding how to respond to and manage a 

psychiatric crisis (includes working in partnership with members 
who express desire to develop a recovery plan and incorporate 
natural supports in crisis planning). 

• Gaining competence in understanding the role psychotropic 
medication plays in the stabilization of the members' well-being or 
recovery. 
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• Working in partnership to increase confidence and personal self-
efficacy through Clubhouse participation. 

• Gaining access to holistic approaches to recovery that includes 
education, information and support for health and personal 
wellness. 

• Gaining access to information to support decision making and 
increased empowerment through Clubhouse participation. Including 
the following: 

 
o Recovery Enhancing Environment 
o An environment that fosters strength and resilience and practices 

the inclusion of the following: 
 
 Is collaborative and non-hierarchical; 
 Supports work and high levels of activity; 
 Respects choice and control; and 
 Provides access to social and peer support. 

 
 C. Scope of Services      
   

1. Key features of the Clubhouse model include: 
a. Work-Ordered Day 
b. Evening, Weekend, and Holiday Activities 
c. Community Support Services 
d. Employment Programs 
e. Supported Education 
f. Housing Supports 
g. Reach Out Services 
h. Decision-Making & Governance 

 
2. Clubhouse Services delivered by Contractor must meet the requirements 

stated in BHIN 25-009.       
 

Specialty Mental Health Services – BH Connect Claim Details 
 
Service Rate Structure HCPCS Code CPT Code 
Clubhouse 
Services 

Daily Bundled 
Rate 

H2031 N/A 

 
3. Clubhouse Accreditation - As described in BHIN 25-009, Contractor is 

required to be accredited. Clubhouses are required to work with Clubhouse 
International to achieve Clubhouse International Accreditation for the BHP 
to claim Medi-Cal payment for bundled Clubhouse Services. Accreditation 
is a researched-based, quality assurance program to ensure Clubhouses 
are operating effectively and in alignment with the Clubhouse Quality 

https://www.dhcs.ca.gov/Documents/BHIN-25-009-Coverage-of-BH-CONNECT-Evidence-Based-Practices.pdf
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Standards. Standards are reviewed every two years by Clubhouse 
International’s Standards Review Committee, and include: 

 
a. Membership 
b. Relationships 
c. Space 
d. Work-Ordered Day 
e. Employment 
f. Education 
g. Functions of the House 
h. Funding, Governance, & Administration      

 
4. Contractor shall operate a Work-Ordered Day which will operate at least 

five (5) days/week paralleling regular business hours. The Work-Ordered 
Day will include: 

 
a. A community approach to empowerment and engagement where 

members participate voluntarily. 
 
b. Meaningful work opportunities where members and staff work side-

by-side to complete tasks such as: clerical, meal planning and 
preparation, financial, data entry, newsletter generation, inventory, 
shopping, accounting, member outreach, enrollment, staff hiring and 
evaluation, advocacy, public relations, etc.  

 
Members and staff cook lunch together daily. Additional workshops 
and learning opportunities may include Meal Prep, Bakers club, knife 
skills, and safe food handling. The training course is provided using 
a third-party tool that is approved by the California Department of 
Public Health. An approved California Food Hander Certificate is 
provided upon successful completion of the course. 

 
Staff and members will be provided training on all appliances and 
kitchen equipment during orientation. Training is provided be 
personnel who have restaurant experience. All members sign a 
release of liability while participating at clubhouse. 

 
c. Member engagement in all aspects of the daily operations of the 

Clubhouse without differentiation of diagnosis or level of  
functioning. 

 
d. Daily unit meetings and regularly scheduled Community Meetings 

where members and staff work together to plan the work of the day, 
make decisions, set policy, and program evaluation. 
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e. All work in the Clubhouse is designed to help members regain self-
worth, purpose, and confidence; it is not intended to be job specific 
training. 

 
5. Contractor will provide recreational and social programs evenings and 

weekends. Activities may include: Cultural activities; Recreational activities; 
Excursions; Holiday events; continue supported employment and education 
services. Holidays are celebrated on the actual day they are observed.  

      
6. Contractor will administer a survey annually, that will provide data for a 

range of outcomes such as: 
a. improved well-being; 
b. increased self-esteem; 
c. increased self-resiliency; 
d. increased socialization; 
e. increased independence; 
f. program efficacy. 

 
7. Quality Assurance – Contractor will maintain a quality assurance process 

that includes, but is not limited to: 
a. Clubhouse set of thirty-seven (37) standards as referenced in 

Attachment A;  
b. Discuss quality improvement in regular Work-Ordered Day and 

Board meetings; 
c. Satisfaction surveys; 

 
8. Reporting and Documentation 

a. Contractor shall measure and track important data monthly. This 
data will include, but is not limited to:  
i. Average daily attendance; 
ii. Number of unduplicated members served; 
iii. Number of member visits; 
iv. Number and type of social and recreation programs that 

occurred; 
v. Member outreach conducted; 
vi. Core demographics. 

 
b. Submit a narrative annually by July 15th that includes impact and 

demographic reports for the previous fiscal year in a format provided 
by BHRS MHSA staff.  Reports will include at minimum the following: 
i. satisfaction survey outcomes; 
ii. service delivery outcomes. 
iii. impact outcomes as agreed upon with BHRS staff;  
iv. list of programmatic activities;  
v. narrative of successes and challenge. 
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9. Contractor shall meet with BHRS staff monthly for contract monitoring, 
review of contract process and any other issues that may arise. 

 
10. Clubhouse members and staff will work with the Board of Directors to 

appoint at least one (1) Clubhouse member to the Board.      
 
11. Contractor should be able to provide linkages to connect member with 

services and supports that include, but are not limited to: Other specialty 
mental health & SUD services; Housing services & supports; Benefit 
services; Emergency services; Social services; Self-help/peer-run services; 
Independent living centers. 

      
D. Medi-Cal Billing Infrastructure (One-Time) 
  

1. Contractor will join the PIVOT – Program Improvements for Valued 
Outpatient Treatment – pilot project to begin implementing necessary 
infrastructure for Medi-Cal.  PIVOT will provide the following technical 
assistance and supports: 
a. Understand Medi‑Cal billing requirements. 
b. Assess operational readiness (staffing, documentation, billing, 

technology, and finances). 
c. Evaluate the potential impact of Medi‑Cal billing on service models 

and sustainability. 
d. Provide technical assistance with billing infrastructure 

implementation activities.  
 

2. Contractor will utilize one-time funding to support Medi-Cal billing 
infrastructure needs, (e.g., certification fees, training, on-site technical 
implementation beyond what is provided through PIVOT, 
hardware/software, etc.) 
 

3. The plan for one-time infrastructure needs will be submitted for review and 
approval by the BHRS program manager.  

 
E. Repairs and Maintenance      
 

1. Clubhouse Repairs 
 

Contractor shall keep the interior and exterior of the Clubhouse building in 
good condition including but not limited to the kitchen, dishwashing room, 
refrigerator/freezer room, laundry room, second floor office areas, 
breakrooms, and all bathrooms. Exterior areas include driveways, parking 
areas, sidewalks and landscaped areas of the Property foregoing. 
Contractor shall maintain the Building and the Property in a clean, safe 
and attractive manner, and shall not knowingly permit to be done in or 
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about the Building or the Property anything that is illegal, is dangerous to 
persons or property or constitutes a nuisance.  
 
Contractor shall be responsible for repairs to the following appliances 
provided by the County: stove, refrigerator, freezer, dishwasher, fryer, two 
(2) washers and (2) dryers beyond the warranty period. Repairs to 
plumbing, electrical, walls, parking, exterior walls, and any signage due to 
actions of Clubhouse, and any equipment owned by the leasee is the 
responsibility of Clubhouse. Repairs will be at the cost of Clubhouse. 
Damage caused to appliances provided by lease will be the responsibility 
of Clubhouse. 
 
Repairs by contractors selected by leasee must be approved by County. 
Repairs must be requested in writing and must be reasonably approved by 
County, (iii) so that same shall be at least substantially equal in quality, 
value and utility to the original work or installation prior to damage thereof, 
(iv) in a manner and using equipment and materials that will not materially 
interfere with or impair the operations, use or occupation of the Building or 
the Building Systems, and (v) in compliance with all applicable Laws, 
including, without limitation, any applicable contracting requirements under 
the Ordinance Code or the Charter of the County of San Mateo. At all 
times during the Term of the Lease, Landlord shall, upon reasonable 
notice by County, afford County and its Agents with access to those 
portions of the Building and the Property which are necessary to maintain 
or repair the telecommunications and data and computer cabling facilities 
and equipment installed by County. 

 
2. County’s Repairs 

 
County shall repair and maintain at its cost the interior portions of the 
Premises and shall keep the Premises in good working order and in a safe 
and sanitary condition, except for ordinary wear and tear and damage by 
Clubhouse as specified. County shall make any such required repairs and 
replacements that Landlord specifies in writing (i) at County’s cost, (ii) by 
contractors or mechanics selected by Landlord and reasonably approved 
by County, (iii) so that same shall be at least substantially equal in quality, 
value and utility to the original work or installation prior to damage thereof, 
(iv) in a manner and using equipment and materials that will not materially 
interfere with or impair the operations, use or occupation of the Building or 
the Building Systems, and (v) in compliance with all applicable Laws, 
including, without limitation, any applicable contracting requirements under 
the Ordinance Code or the Charter of the County of San Mateo. Provided 
that the cost of work performed does not exceed that set forth in the 
County’s Job Order Contracting system or any successor system.  
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3. Insurance Coverage 
 

Until at such time as BHRS/the County determines the appropriate 
insurance coverage, the Clubhouse will purchase the standard required 
policy.  Once the determination of type and amount of insurance coverage 
is determined, Clubhouse will purchase the required policy. 
 
If additional insurance or modifications to insurance is required both parties 
will work to appropriately amend this agreement. 

 
II.  GOALS AND OBJECTIVES 
  

Contractor shall ensure that the following outcome objective is pursued throughout the 
term of this Agreement: 

  
GOAL: Increase the number of unduplicated clients receiving Clubhouse 

services and peer-support services.   
    

OBJECTIVE: Contractor shall increase the number of unduplicated members 
served by ten percent (10%) from the previous year. Data to be 
collected by Contractor and reported bi-annually at six months and 
12 months to BHRS. 

 
GOAL: Establish billing procedure with BHRS to bill Medi-Cal through BH 

Connect using the Clubhouse Services Code. 
 
OBJECTIVE: Bill for 8 clients per day and receive Medi-Cal revenue through 

BHRS.  
 
 
 

*** END OF EXHIBIT A***  
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EXHIBIT B – PAYMENTS AND RATES 
ASPIRE HOUSE 
FY 2026 – 2027 

 
In consideration of the services provided by Contractor in Exhibit A, County shall pay Contractor 
based on the following fee schedule: 
  
I. PAYMENTS 

  
 In full consideration of the services provided by Contractor under this Agreement and 

subject to the provisions of Section 3 of this Agreement, County shall pay Contractor in 
the manner described below: 

  
 A. Maximum Obligation 
   

The maximum amount that County shall be obligated to pay for all services 
provided under this Agreement shall not exceed the amount stated in Section 3 of 
this Agreement.  Furthermore, County shall not pay or be obligated to pay more 
than the amounts listed below for each component of service required under this 
Agreement. 
   
In any event, the maximum amount county shall be obligated to pay for all services 
rendered under this contract shall not exceed FOUR HUNDRED FIFTY-FIVE 
THOUSAND SIXTY-FOUR DOLLARS ($455,064). 
   

B.  Rate of Payment 
    
1. Clubhouse Services 

 
County shall pay the Contractor at a rate of $201.74 per client, per day, not 
to exceed FOUR HUNDRED THIRTY THOUSAND SIXTY-FOUR 
DOLLARS ($430,064).  All services shall be paid as described in Exhibit B, 
Payments and Rates, on a fee for service basis in arrears upon receipt of a 
proper invoice and receipts detailing services provided.  
 

2. Medi-Cal Billing Infrastructure 
 
 Payments shall be made for actual costs as agreed upon and paid monthly 

following receipt of invoices and submitted plan for one-time infrastructure 
needs. The total payment for infrastructure needs shall not exceed 
TWENTY-FIVE THOUSAND DOLLARS ($25,000). 
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3. Clubhouse Repairs 
 
Utilities and San Mateo County Department of Public Works (DPW) Service 
Charges will be paid directly to DPW by BHRS from the initial occupation of 
the property through June 30, 2027. 
 
For the year beginning July 1, 2026, BHRS and Contractor will revisit the 
utilities and DPW service charge payment structure. 
 
Custodial services are the responsibility of Contractor.  

 
C. Within forty-five (45) days of expiration of the agreement, Contractor shall provide 

a final accounting of funds expended in the provision of the contracted services.  
This accounting report shall be submitted to the BHRS Program Manager. 

     
D. Contractor shall return any unspent monies with the submission of the final 

accounting of funds report.  
   
E. Contractor will be responsible for all expenses incurred during the performance of 

services rendered under this Agreement. 
   
F. Modifications to the allocations in Paragraph A of this Exhibit B may be approved 

by the Chief of San Mateo County Health or designee, subject to the maximum 
amount set forth in Section 3 of this Agreement. 

   
G. The Chief of San Mateo County Health or designee is authorized to execute 

contract amendments which modify the County's maximum fiscal obligation by no 
more than $25,000 (in aggregate), and/or modify the contract term and/or services 
so long as the modified term or services is/are within the current or revised fiscal 
provisions. 

   
H. In the event that funds provided under this Agreement are expended prior to the 

end of the contract period, Contractor shall provide ongoing services under the 
terms of this Agreement through the end of the contract period without further 
payment from County. 

   
I. In the event this Agreement is terminated prior to June 30, 2027, Contractor shall 

be paid on a prorated basis for only that portion of the contract term during which 
Contractor provided services pursuant to this Agreement.  Such billing shall be 
subject to the approval of the Chief of San Mateo County Health or designee. 

   
J. Monthly Invoice and Payment 

   
Payment by County to Contractor shall be monthly. The monthly invoice shall 
clearly summarize services delivered and programmatic activities for the prior 
month.  Invoices that are received after the tenth (10th) working day of the month 
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are considered to be late submissions and may be subject to a delay in payment.  
Invoices that are received 180 days or more after the date of service are 
considered to be late invoices. County reserves the right to deny invoices for which 
completed service reporting forms or electronic service files are not received. 
Invoices may be sent to BHRS-Contracts-Unit@smcgov.org OR: 

    
County of San Mateo 
Behavioral Health and Recovery Services 
Attn: Contracts Unit 
2000 Alameda de las Pulgas, Suite 280 
San Mateo, CA 94403 
 

K. County anticipates revenues from various sources to be used to fund services 
provided by Contractor through this Agreement.  Should actual revenues be less 
than the amounts anticipated for any period of this Agreement, the maximum 
payment obligation and/or payment obligations for specific services may be 
reduced at the discretion of the Chief of San Mateo County Health or designee. 

   
L. In the event Contractor claims or receives payment from County for a service, 

reimbursement for which is later disallowed by County or the State of California or 
the United States Government, then Contractor shall promptly refund the 
disallowed amount to County upon request, or, at its option, County may offset the 
amount disallowed from any payment due or become due to Contractor under this 
Agreement or any other agreement. 

  
 M. Inadequate Performance 
   

 If County or Contractor finds that performance is inadequate, at the County’s 
discretion, a meeting may be called to discuss the causes for the performance 
problem, to review documentation, billing and/or other reports, and to take 
appropriate corrective action, as needed, to resolve any identified discrepancies. 
This Agreement may be renegotiated, allowed to continue to end of term, or 
terminated pursuant to Section 5 of this Agreement. Any unspent monies due to 
performance failure may reduce the following year's agreement, if any. 

   
 N. Invoice Certification and Program Integrity 
    

Anytime Contractor submits an invoice to the County for reimbursement for 
services provided under Exhibit A of this Agreement, Contractor shall certify by 
signature that the invoice is true and accurate by stating the invoice is submitted 
under the penalty of perjury under the laws of the State of California. 
    
The invoice must include the following language and signature line at the bottom 
of the form(s) and/or cover letter used to report the invoice. 
    

mailto:BHRS-Contracts-Unit@smcgov.org
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“Under the penalty of perjury under the laws of the State of California, I hereby 
certify that this invoice for services complies with all terms and conditions 
referenced in the Agreement with San Mateo County. 
    
Executed at  _______________  California, on __________20___   
Signed ____________________    Title ____________________    
Agency ____________________ ” 
 

                      *** END OF EXHIBIT B *** 
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Exhibit AR : Behavioral Health and Recovery Services Requirements 

 

I. HEALTH ORDER COMPLIANCE REQUIREMENTS  
 

Comply with employer requirements established by Cal-OSHA through the 
COVID -19 Prevention Non-Emergency Regulations which are chaptered in the 
California Code of Regulations, Title 8-Cal/OSHA, Chapter 4 Division of 
Industrial Safety, Subchapter 7 General Industry Safety Orders, Section 3205 
COVID-19 Prevention. 
 
This section applies to all employees and places of employment with the 
exception of locations with one employee that does not have contact with other 
persons, employees working from home, or employees teleworking from a 
location of the employee’s choice, which is not under the control of the 
employer. 

Employers can comply with this section by either maintaining a COVID-19 Plan 
that was required by previous contract conditions or as part of the required 
Injury and Illness Prevention Program required by Section 3203. 

Employers are required to comply with COVID-19 Prevention requirements of 
Cal/OSHA. 

More information, including access to the text of the regulations, COVID-19 
Prevention Plan Templates, Frequently Asked Questions, and Fact Sheets can 
be found at 
https://www.dir.ca.gov/dosh/coronavirus/Non_Emergency_Regulations/. 
 

II. ADMINISTRATIVE REQUIREMENTS 
  

A. Disaster and Emergency Response Plans  
 
Contractor will develop and maintain a Disaster and Emergency 
Response Plan (“Emergency Plan”) that includes all of the elements set 
forth in this Section, as well as any additional elements reasonably 
requested by the County.  The Emergency Plan will also include site-
Specific emergency response plan(s) for each of the sites at which  
Contractor provides services pursuant to this Agreement (“Site Plans”). 
The Emergency Plan and associated Site Plans will address Contractor  
preparations to effectively respond in the immediate aftermath of a 
national, state or local disaster or emergency (“Emergency Response”) 
and plans for the ongoing continuation of Services under the Agreement 
during and after a disaster or emergency (“Continuity of Operations”). 
 

https://www.dir.ca.gov/dosh/coronavirus/Non_Emergency_Regulations/
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Contractor  shall submit the Emergency Plan to the County within ninety 
(90) days after the beginning of the Term of the Agreement and no later 
than September 30th.  The Emergency Plan will follow the template 
provided in Attachment T: Sample Template for Disaster and 
Emergency Response Plan as a guide when developing the plan, adding 
any categories or items as needed for the Contractor’s unique situation.  
The submitted Emergency Plan will be subject to the reasonable 
approval of the County.  Contractor  shall respond reasonably promptly 
to any comments or requests for revisions that the County provides to 
Contractor  regarding the Emergency Plan.  Contractor  will update the 
Emergency Plan and associated Site Plans as circumstances warrant 
and shall provide County with copies of such updated plans.  Contractor  
shall train employees on the Emergency Plan and the Emergency Plan 
will include a description of how employees will be trained.     

The Emergency Plan will indicate, in as much detail as reasonably 
possible, the categories of additional staff, supplies, and services that 
Contractor  projects would be necessary for effective Emergency 
Response and Continuity of Operations and the costs that the 
Contractor  projects it would incur for such additional staff, supplies and 
services.  Contractor  shall recognize and adhere to the disaster medical 
health emergency operations structure, including cooperating with, and 
following direction provided by, the County’s Medical Health Operational 
Area Coordinator (MHOAC).  In the event that the Contractor  is required 
to implement the Emergency Plan during the term of the Agreement, the 
parties will confer in good faith regarding the additional staff, supplies 
and services needed to ensure Emergency Response and/or Continuity 
of Operations owing to the particular nature of the emergency, as well 
as whether the circumstances warrant additional compensation by the 
County for additional staff, supplies and services needed for such 
Emergency Response and/or Continuity of Operations.   

Contractor  shall reasonably cooperate with the County in complying 
with processes and requirements that may be imposed by State and 
Federal agencies (including, but not limited to the California Governor’s 
Office of Emergency Services and the Federal Emergency Management 
Agency) in connection with reimbursement for emergency/disaster 
related expenditures.  

In a declared national, state or local disaster or emergency, Contractor  
and its employees will be expected to perform services as set forth in 
the Agreement, including in the area of Emergency Response and 
Continuity of Operations, as set forth in the Emergency Plan and each 
Site Plan.   Contractor  shall ensure that all of its employees are notified, 
in writing, that they will be expected to perform services consistent with 
the Emergency Plan and each Site Plan.   
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B. Quality Management and Compliance 
 

1. Quality Management Program and Quality Improvement Plan 
 
Contractor must have a Quality Management Program and submit a 
Quality Improvement Plan to Behavioral Health and Recovery 
Services (BHRS) Quality Management (QM) annually by June 30.  
The Quality Improvement Plan should address 1) how the Contractor 
will comply with all elements of this Agreement, 2) the Contractor will 
maintain an audit disallowance rate of less than five percent (5%), 
and 3) first appointment will be within fourteen (14) days of referral 
or request of service. BHRS QM will provide feedback if the 
submitted plan is missing critical components related to San Mateo 
County requirements. Additional feedback may be available if 
requested prior to the submission date. 

 
2. Referring Individuals to Psychiatrist 

 
Contractor will have written procedures for referring individuals to a 
psychiatrist or physician when necessary, if a psychiatrist is not 
available. 

 
3. Timely Access to Services  
 

a) Contractor shall return phone calls to an authorized client 
within one (1) business day. Contractor shall offer an 
available initial visit with an authorized client within five (5) 
business days of the client's request for an 
appointment.  The client must be seen within ten (10) 
business days of the request for an appointment. 
 

b) The County shall monitor Contractor regularly to determine 
compliance with timely access requirements. (42 C.F.R. 
§438.206 (a), (c)). 

 
c) The County shall work with the Contractor to improve timely 

access and/or take corrective action if there is a failure to 
comply with timely access requirements. (42 C.F.R. 
§438.206 (a), (c)). 

d) TIMELY ACCESS Contractor shall comply with the 
requirements set forth in CCR, Title 9, § 1810.405, including 
meeting County and State Contract standards for timely 
access to care and services, taking into account the urgency 
of need for services. The County shall monitor Contractor to 
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determine compliance with timely access requirements and 
shall take corrective action in the event of noncompliance. 

 
4. Record Retention  

 
Section 14 of the Agreement notwithstanding, Contractor shall maintain 
medical records required by the California Code of Regulations. 
Notwithstanding the foregoing, Contractor shall maintain beneficiary 
medical and/or clinical records for a period of ten (10) years, except the 
records of persons under age eighteen (18) at the time of treatment shall 
be maintained:  a) until ten (10) years beyond the person's eighteenth 
(18th) birthday or b) for a period of ten (10) years beyond the date of 
discharge, whichever is later. This rule does not supersede professional 
standards.  Contractor may maintain records for a longer period of time 
if required by other regulations or licenses. 
 

5. Documentation of Services  
 
Contractor shall provide all pertinent documentation required for state 
and federal reimbursement including but not limited to Consent Forms, 
assessments, treatment plans, and progress notes.  Contractor 
agencies must submit, via fax to Quality Management at 650-525-1762, 
their version of these forms for approval before the forms are to be used. 
Special attention must be paid to documentation requirements for 
residential treatment facilities. Documentation shall be completed in 
compliance with the BHRS Policies & Documentation Manuals (as 
defined in Paragraph II. of this Exhibit). Contractor agencies are required 
to provide and maintain record of regular documentation training to staff 
providing direct services.  Proof of trainings including attendance by staff 
may be requested at any time during the term of this Agreement. 
    
System of Care (SOC) Short-Doyle Medi-Cal Mental Health Providers 
shall document in accordance with the BHRS Mental Health & AOD 
Documentation Manual located online at:  
https://www.smchealth.org/sites/main/files/file-
attachments/bhrsdocmanual.pdf 
 
SOC contractor will utilize either documentation forms located on 
http://smchealth.org/SOCMHContractors or contractor’s own forms that 
have been pre-approved. 

    
Substance Use provider services shall be in compliance with the Alcohol 
and Other Drug Services Provider Handbook which is located online at 
http://www.smchealth.org/bhrs/aod/handbook.  
 
 

https://www.smchealth.org/sites/main/files/file-attachments/bhrsdocmanual.pdf
https://www.smchealth.org/sites/main/files/file-attachments/bhrsdocmanual.pdf
http://smchealth.org/SOCMHContractors
http://www.smchealth.org/bhrs/aod/handbook


Exhibit AR 
Health Order Compliance & Administrative Requirements 

Page 5 of 25   

6. Audits 
 
Behavioral Health and Recovery Services QM will conduct regular chart 
audits of Contractors. Contractor is required to provide either the original 
or copies of charts, including all documentation upon request. The 
Department of Health Care Services and other regulatory agencies 
conduct regular audits of the clinical services provided by BHRS and 
Contractors requiring submission of charts as requested. Contractor is 
required to provide all necessary documentation for external audits and 
reviews within the stated timeline. 
 

7. Client Rights and Satisfaction Surveys 
 

a) Administering Satisfaction Surveys 
 

Contractor agrees to administer/utilize any and all survey 
instruments as directed by BHRS, including outcomes and 
satisfaction measurement instruments. 

 
b) Beneficiary/Patient’s Rights 
 

Contractor will comply with County policies and procedures 
relating to beneficiary/patient’s rights and responsibilities as 
referenced in the Agreement. 

 
c) Advance Directives 
 

Contractor will comply with County policies and procedures 
relating to advance directives. 

 
8. Beneficiary Brochure and Provider Lists  

 
Contractor must provide Medi-Cal beneficiaries new to BHRS with a 
beneficiary brochure at the time of their first mental health service from 
the Contractor.  Contractors are required to be aware of and make 
available to BHRS Medi-Cal clients all mandatory postings listed at this 
website http://www.smchealth.org/bhrs/providers/mandpost. 

 
9. Compliance with HIPAA, Confidentiality Laws, and PHI Security 

 
a) Contractor must implement administrative, physical, and 

technical safeguards that reasonably and appropriately 
protect the confidentiality, integrity, and availability of 
Protected Health Information (PHI), including electronic PHI 
that it creates, receives, maintains, uses or transmits, in 
compliance with 45 C.F.R and to prevent use or disclosure 

http://www.smchealth.org/bhrs/providers/mandpost
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of PHI other than as provided for by this Agreement. 
Contractor shall implement reasonable and appropriate 
policies and procedures to comply with the standards. 
Contractor is required to report any security incident or 
breach of confidential PHI to BHRS Quality Management 
within twenty–four (24) hours. 
 

b) Contractor will develop and maintain a written Privacy and 
Security Program that includes administrative, technical and 
physical safeguards appropriate to the size and complexity 
of the Contractor’s operations and the nature and scope of 
its activities. 

    
c) Contractor agrees to comply with the provisions of 42 C.F.R. 

Part 2 as described below if records contain or contract 
possesses any PHI covered under 42 C.F.R Part 2: 

 
d) Confidentiality Training 
 

Contractor is required to conduct, complete and maintain 
record of annual confidentiality training by all staff serving or 
accessing PHI of BHRS clients. Contractor may utilize 
BHRS Confidentiality trainings located at 
http://smchealth.org/bhrs/providers/ontrain.  

 
10. Other Required Training  

 
Contractor will complete and maintain a record of annual required 
trainings. The following trainings must be completed on an initial and 
then annual basis: 
 

a) Confidentiality & HIPAA for BHRS Mental Health and AOD: 
All New Staff HIPAA 

 
b) Compliance Training for BHRS New Staff 
 
c) Fraud, Waste, & Abuse Training for BHRS: All New Staff  
 
d) Critical Incident Management for BHRS 
 
e) Cultural Humility 

 
f) Interpreter training (if using interpreter services) 

 
Trainings may be offered through the County’s Learning Management 
System (LMS) located at: 

http://smchealth.org/bhrs/providers/ontrain
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https://sanmateocounty.csod.com/LMS/catalog/Welcome.aspx?tab_pa
ge_id=-67. 
 
Contractor must register on the LMS site to access the training modules. 
The link to register for a LMS new account is: 
https://sanmateocounty.csod.com/selfreg/register.aspx?c=bhrscp01.  
Proof of training, such as certificate of completion, may be requested at 
any time during the term of this Agreement. 
 

11. Site Certification  
 

a) Contractor will comply with all site certification requirements. 
Contractor shall maintain all applicable certifications through 
San Mateo County to provide any of the following 
reimbursable services: Short-Doyle Medi-Cal, Medi-Cal, 
Medicare, or Drug Medi-Cal. 
 

b) Contractor is required to inform BHRS Quality Management, 
in advance, of the following major changes: 

 
i. Major leadership or staffing changes. 
ii. Major organizational and/or corporate structure 

changes (example: conversion to non-profit status). 
iii. Any changes in the types of services being 

provided at that location; day treatment or 
medication support services when medications are 
administered or dispensed from the provider site. 

iv. Significant changes in the physical plant of the 
provider site (some physical plant changes could 
require a new fire or zoning clearance). 

v. Change of ownership or location. 
vi. Complaints regarding the provider. 

 
12. Critical Incident Reporting 

 
Contractor required to submit Critical Incident reports to BHRS Quality 
Management on the same day of the incident or  within 24 hours when 
there are unusual events, accidents, errors, violence or significant 
injuries requiring medical treatment for clients, staff or members of the 
community.  (Policy #93-11 and 45 C.F.R. § 164, subpart C, in 
compliance with 45 C.F.R. § 164.316.) 
    
The incident reports are confidential however discussion may occur with 
the Contractor regarding future prevention efforts to reduce the 
likelihood of recurrence.  Contractor is required to participate in all 
activities related to the resolution of critical incidents, including but not 

https://sanmateocounty.csod.com/LMS/catalog/Welcome.aspx?tab_page_id=-67
https://sanmateocounty.csod.com/LMS/catalog/Welcome.aspx?tab_page_id=-67
https://sanmateocounty.csod.com/selfreg/register.aspx?c=bhrscp01
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limited to participation in quality improvement meetings, provision of all 
information requested by the County relevant to the incident, and 
Contractor staff cooperation. 

 
13. Ineligible Employees  

 
Behavioral Health and Recovery Services (BHRS) requires that 
contractors comply with Federal requirements as outlined in 42 CFR 
(438.608) Managed Care Regulations.  Contractors must identify the 
eligibility of employees, interns, or volunteers prior to hiring and on a 
monthly basis thereafter. Results of the eligibility screenings are to be 
maintained in the employee files. This process is meant to ensure that 
any person delivering services to clients of BHRS are not currently 
excluded, suspended, debarred or have been convicted of a criminal 
offense as described below. The Contractor must notify BHRS Quality 
Management (by completing the BHRS Critical Incident Reporting Form, 
Policy#93-11) should a current employee, intern, or volunteer be 
identified as ineligible. Contractors are required to screen for ineligible 
employees, interns, and volunteers by following procedures included in 
BHRS Policy # 19-08, which can be found online at: 
https://www.smchealth.org/bhrs-policies/credentialing-and-re-
credentialing-providers-19-08. BHRS Quality Management must be 
notified within twenty-four (24) hours of any violations. Contractor must 
notify BHRS Quality Management if an employee’s license is not current 
or is not in good standing and must submit a plan to correct to address 
the matter. 
 

a) Credentialing Check – Initial 
 
During the initial contract process, BHRS will send a packet of 
contract documents that are to be completed by the Contractor 
and returned to BHRS.  Attachment A – Agency/Group 
Credentialing Information will be included in the contract packet.  
Contractor must complete Attachment A and return it along with 
all other contract forms. 

b) Credentialing Check – Monthly 
 
Contractor will complete Attachment A – Agency/Group 
Credentialing Information each month and submit the completed 
form to BHRS Quality Management via email at:  
HS_BHRS_QM@smcgov.org or via a secure electronic format. 

 
 
 
 

https://www.smchealth.org/bhrs-policies/credentialing-and-re-credentialing-providers-19-08
https://www.smchealth.org/bhrs-policies/credentialing-and-re-credentialing-providers-19-08
mailto:HS_BHRS_QM@smcgov.org
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14. Compliance Plan and Code of Conduct 
 
Contractor will annually read and be knowledgeable of the compliance 
principles contained in the BHRS Compliance Plan and Code of Conduct 
located at http://smchealth.org/bhrs-documents.   In addition, Contractor 
will assure that Contractor’s workforce is aware of compliance mandates 
and informed of the existence and use of the BHRS Compliance 
Improvement Hotline (650) 573-2695.   

 
Contractor is required to conduct, complete and maintain record of 
annual compliance training by all staff serving or accessing PHI of BHRS 
clients. Contractor may utilize BHRS Confidentiality trainings located at 
http://smchealth.org/bhrs/providers/ontrain.  
 

15. Fingerprint Compliance  
 
Contractor certifies that its employees, trainees, and/or its 
subcontractors, assignees, volunteers, and any other persons who 
provide services under this agreement, who have direct contact with any 
client will be fingerprinted in order to determine whether they have a 
criminal history which would compromise the safety of individuals with 
whom the Contractor’s employees, trainees and/or its subcontractors, 
assignees, or volunteers have contact. Contractor shall have a 
screening process in place to ensure that employees who have positive 
fingerprints shall: 

 
a) Adhere to CCR Title 9 Section 13060 (Code of Conduct) when 

providing services to individuals with whom they have contact 
as a part of their employment with the contractor; OR 
 

b) Obtain an exemption from Community Care Licensing 
allowing the employee to provide services to individuals with 
whom they have contact as a part of their employment with 
the contractor. 

 
A certificate of fingerprinting certification is attached hereto and 
incorporated by reference herein as Attachment E. 

16. Staff Termination  
 
Contractor shall inform BHRS, in a timely fashion, when staff have been 
terminated.  BHRS Quality Management requires prompt notification to 
be able to terminate computer access and to safeguard access to 
electronic medical records by completing the BHRS Credentialing form. 
 
 

http://smchealth.org/bhrs-documents
http://smchealth.org/bhrs/providers/ontrain


Exhibit AR 
Health Order Compliance & Administrative Requirements 

Page 10 of 25   

17. Minimum Staffing Requirements  
 
Contractor shall have on file job descriptions (including minimum 
qualifications for employment and duties performed) for all personnel 
whose salaries, wages, and benefits are reimbursable in whole or in part 
under this Agreement. Contractor agrees to submit any material 
changes in such duties or minimum qualifications to County prior to 
implementing such changes or employing persons who do not meet the 
minimum qualifications currently on file. Contractor service personnel 
shall be direct employees, contractors, volunteers, or training status 
persons. 
 

18. Medi-Cal Enrollment  
 

Contractor shall be enrolled in the Medi-Cal program or in the process 
of becoming enrolled.  Contractor will keep BHRS informed on their 
enrollment status and submit proof of Medi-Cal enrollment. 
 

19. Provider Application and Validation for Enrollment (PAVE) 
 

a) Contractor shall ensure that all of its required clinical staff, who 
are rendering SMHS to Medi-Cal clients on behalf of Contractor, 
are registered through DHCS’ Provider Application and 
Validation for Enrollment (PAVE) portal, pursuant to BHIN 20-
071 requirements, the 21st Century Cures Act and the CMS 
Medicaid and Children’s Health Insurance Program (CHIP) 
Managed Care Final Rule. 
 

b) SMHS licensed individuals required to enroll via the “Ordering, 
Referring and Prescribing” (ORP) PAVE enrollment pathway (i.e. 
PAVE application package) available through the DHCS PED 
Pave Portal, include: Licensed Clinical Social Worker (LCSW), 
Licensed Marriage and Family Therapist (LMFT), Licensed 
Professional Clinical Counselor (LPCC), Psychologist, Licensed 
Educational Psychologist, Physician (MD and DO), Physician 
Assistant, Registered Pharmacist/Pharmacist, Certified 
Pediatric/Family Nurse Practitioner, Nurse Practitioner, 
Occupational Therapist, and Speech-Language Pathologist. 
Interns, trainees, and associates are not eligible for enrollment. 
 

C. Client Informing Materials  
 

1. Contractor shall provide information in a manner and format that is 
easily understood and readily accessible to clients. (42 C.F.R. § 
438.10(c)(1)) Contractor shall provide all written materials for clients in 
easily understood language, format, and alternative formats that take 
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into consideration the special needs of clients in compliance with 42 
C.F.R. § 438.10(d)(6). Contractor shall inform clients that information 
is available in alternate formats and how to access those formats in 
compliance with 42 C.F.R. § 438.10. 
 

2. Contractor shall provide the required information in this section to each 
client receiving SMHS under this Agreement and upon request. 
(1915(b) Medi-Cal Specialty Mental Health Services Waiver, § (2), 
subd. (d), at p. 26., attachments 3, 4; Cal. Code Regs., tit. 9, § 
1810.360(e).) 
 

3. Contractor shall utilize the County’s website that provides the content 
required in this section and 42 C.F.R. § 438.10 and complies with all 
requirements regarding the same set forth 42 C.F.R. § 438.10. 
 

4. Contractor shall use DHCS/County developed beneficiary handbook 
and client notices. (42 C.F.R. §§ 438.10(c)(4)(ii), 438.62(b)(3)) 
 

5. Client information required in this section may only be provided 
electronically by the Contractor if all of the following conditions are met: 

 
a) The format is readily accessible; 

 
b) The information is placed in a location on the Contractor’s 

website that is prominent and readily accessible; 
 

c) The information is provided in an electronic form which can be 
electronically retained and printed; 

 
d) The information is consistent with the content and language 

requirements of this agreement;  
 

e) The client is informed that the information is available in paper 
form without charge upon request and the Contractor provides 
it upon request within 5 business days. (42 C.F.R. § 
438.10(c)(6).) 

 
6. Language and Format 

 
a) Contractor shall provide all written materials for potential 

clients and clients in a font size no smaller than 12 point. (42 
C.F.R. 438.10(d)(6)(ii)). 
 

b) Contractor shall ensure its written materials that are critical to 
obtaining services are available in alternative formats, upon 
request of the client or potential client at no cost.  
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c) Contractor shall make its written materials that are critical to 

obtaining services, including, at a minimum, provider 
directories, beneficiary handbook, appeal and grievance 
notices, denial and termination notices, and the Contractor’s 
mental health education materials, available in the prevalent 
non-English languages in the county. (42 C.F.R. § 
438.10(d)(3)). 

 
d) Contractor shall notify clients, prospective clients, and 

members of the public that written translation is available in 
prevalent languages free of cost and how to access those 
materials. (42 C.F.R. § 438.10(d)(5)(i), (iii); Welfare & Inst. 
Code § 14727(a)(1); Cal. Code Regs. tit. 9 § 1810.410, subd. 
(e), para. (4)). 
 

e) Contractor shall make auxiliary aids and services available 
upon request and free of charge to each client. (42 C.F.R. § 
438.10(d)(3)- (4)).  

 
f) Contractor shall make oral interpretation and auxiliary aids, 

such as Teletypewriter Telephone/Text Telephone (TTY/TDY) 
and American Sign Language (ASL), available and free of 
charge for any language in compliance with 42 C.F.R. § 
438.10(d)(2), (4)-(5). 

 
g) Taglines for written materials critical to obtaining services 

must be printed in a conspicuously visible font size.  
 

7. Beneficiary Informing Materials 
 
Each client must receive and have access to the beneficiary 
informing materials upon request by the client and when first 
receiving SMHS from Contractor. Beneficiary informing materials 
include but are not limited to: 

 
a) Guide to Medi-Cal Mental Health Services  
b) County Beneficiary Handbook (BHIN 22-060) 
c) Provider Directory  
d) Advance Health Care Directive Form (required for adult 

clients only) 
e) Notice of Language Assistance Services available upon 

request at no cost to the client 
f) Language Taglines 
g) Grievance/Appeal Process and Form 
h) Notice of Privacy Practices 
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i) Early & Periodic Screening, Diagnostic and Treatment 
(EPSDT) poster (if serving clients under the age of 21) 

 
8. Contractor shall provide each client with a beneficiary handbook at the 

time the client first accesses services. The beneficiary handbook shall 
be provided to beneficiaries within 14 business days after receiving 
notice of enrollment. 
 

9. Contractor shall give each client notice of any significant change to the 
information contained in the beneficiary handbook at least 30 days 
before the intended effective date of change as per BHIN 22-060. 
 

10. Required informing materials must be electronically available on 
Contractor’s website and must be physically available at the 
Contractor agency facility lobby for clients’ access. 
 

11. Informing materials must be made available upon request, at no cost, 
in alternate formats (i.e., Braille or Audio) and Auxiliary Aids (i.e., 
California Relay Service (CRS) 711 and American Sign Language) 
and must be provided to clients within five business days. Large print 
materials shall be in a minimum 18-point font size. 
 

12. Informing materials will be considered provided to the client if 
Contractor does one or more of the following: 

 
a) Mails a printed copy of the information to the client’s mailing 

address before the client first receives a specialty mental 
health service; 
 

b) Mails a printed copy of the information upon the client’s 
request to the client’s mailing address; 

 
c) Provides the information by email after obtaining the client’s 

agreement to receive the information by email; 
 

d) Posts the information on the Contractor’s website and 
advises the client in paper or electronic form that the 
information is available on the internet and includes 
applicable internet addresses, provided that clients with 
disabilities who cannot access this information online are 
provided auxiliary aids and services upon request and at no 
cost; or, 

 
e) Provides the information by any other method that can 

reasonably be expected to result in the client receiving that 
information. If Contractor provides informing materials in 
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person, when the client first receives specialty mental health 
services, the date and method of delivery shall be 
documented in the client’s file. 

 
13. Provider Directory 

 
a) Contractor must follow the County’s provider directory 

policy, in compliance with MHSUDS IN 18-020. 
b) Contractor must make available to clients, in paper form 

upon request and electronic form, specified information 
about the county provider network as per 42 C.F.R. § 
438.10(h). The most current provider directory is 
electronically available on the County website and is 
updated by the County no later than 30 calendar days after 
information is received to update provider information. A 
paper provider directory must be updated as set forth in 42 
C.F.R.  § 438.10(h)(3)(i). 

 
c) Any changes to information published in the provider 

directory must be reported to the County within two weeks 
of the change.  

 
d) Contractor will only need to report changes/updates to the 

provider directory for licensed, waivered, or registered 
mental health providers. 
 

D. Client Rights 
 
Contractor shall take all appropriate steps to fully protect clients’ rights, as 
specified in Welfare and Institutions Code Sections 5325 et seq; Title 9 
California Code of Regulations (CCR), Sections 861, 862, 883, 884; Title 
22 CCR, Sections 72453 and 72527; and 42 C.F.R. § 438.100. 
 

E. Cultural Competency  
 
Implementations of these guidelines are based on the National Culturally 
and Linguistically Accessible Services (CLAS) Standards issued by the 
Department of Health and Human Services. For more information about 
these standards, please contact the Office of Diversity & Equity (ODE) at 
650- 573-2714 or ode@smcgov.org.  
 

1. Contractor will submit an annual cultural competence plan that details 
on-going and future efforts to address the diverse needs of clients, 
families and the workforce. This plan will be submitted to the BHRS 
Analyst/Program Manager and the Office of Diversity & Equity (ODE) 
by September 30th of the fiscal year. 

mailto:%20ode@smcgov.org.
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The annual cultural competence plan will include, but is not limited to 
the following:  

 
a) Implementation of policies and practices that are related to 

promoting diversity and cultural competence, such as ongoing 
organizational assessments on disparities and needs, client's 
rights to receive language assistance. 
 

b) Contractor forum for discussing relevant and appropriate 
cultural competence-related issues (such as a cultural 
competence committee, grievance, or conflict resolution 
committee). 

 
c) Ongoing collection of client cultural demographic information, 

including race, ethnicity, primary language, gender and sexual 
orientation in health records to improve service provision and 
help in planning and implementing CLAS standards. 

 
d) Staffing objectives that reflect the cultural and linguistic 

diversity of the clients. (Contractor will recruit, hire and retain 
clinical staff members who can provide services in a culturally 
and linguistically appropriate manner). 

 
e) Contractor will ensure that all program staff receive at least 8 

hours of external training per year (i.e. sponsored by BHRS or 
other agencies) on how to provide culturally and linguistically 
appropriate services including the CLAS and use of 
interpreters. 
 

2. Contractor will actively participate in at least one cultural 
competence effort within BHRS and/or to send a representative 
to attend a Health Equity Initiative (HEI), including but not limited 
to the Diversity & Equity Council (DEC), for the term of the 
Agreement.  Participation in an HEI/DEC allows for the 
dissemination of CLAS as well as ongoing collaborations with 
diverse stakeholders. Contractor shall submit to BHRS Office of 
Diversity and Equity (ODE) by March 31st, a list of staff who have 
participated in these efforts. For more information about the 
HEI/DEC, and other cultural competence efforts within BHRS, 
contact ODE or visit https://www.smchealth.org/health-equity-
initiatives. 
 

3. Contractor will establish the appropriate infrastructure to provide 
services in County identified threshold languages. Currently the 
threshold languages are: Spanish, Tagalog and Chinese 
(Mandarin and Cantonese). If Contractor is unable to provide 

https://www.smchealth.org/health-equity-initiatives
https://www.smchealth.org/health-equity-initiatives
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services in those languages, Contractor is expected to contact 
their BHRS Analyst/Program Manager for consultation. If 
additional language resources are needed, please contact ODE. 

 
4. Contractor will translate relevant and appropriate behavioral 

health- related materials (such as forms, signage, etc.) in County 
identified threshold languages in a culturally and linguistically 
appropriate manner. BHRS strongly encourages its contractors 
to use BHRS- sponsored forms in an effort to create uniformity 
within the system of care. Contractor shall submit to ODE by 
March 31st, copies of Contractor's health-related materials in 
English and as translated. 

 
5. Should Contractor be unable to comply with the cultural 

competence requirements, Contractor will meet with the BHRS 
Analyst/Program Manager and ODE (ode@smcgov.org) to plan 
for appropriate technical assistance. 
 

F. Availability and Accessibility of Service  
 
Contractor shall offer hours of operation that are no less than the hours of 
operation offered to commercial enrollees, if the Contractor also serves 
enrollees of a commercial plan, or that are comparable to the hours the 
Contractor makes available for Medi-Cal services that are not covered by 
the County or another Mental Health Plan, if the Contractor serves only 
Medi-Cal clients. 

G. Telehealth 
 

1. Contractor may use telehealth, when it deems clinically appropriate, 
as a mode of delivering behavioral health services in accordance 
with all applicable County, state, and federal requirements, including 
those related to privacy/security, efficiency, and standards of care. 
Such services will conform to the definitions and meet the 
requirements included in the Medi-Cal Provider Manual: Telehealth, 
available in the DHCS Telehealth Resources page at: 
https://www.dhcs.ca.gov/provgovpart/Pages/TelehealthResources.
aspx. 

 
2. All telehealth equipment and service locations must ensure that 

client confidentiality is maintained. 
 

3. Licensed providers and staff may provide services via telephone and 
telehealth as long as the service is within their scope of practice. 

 

mailto:ode@smcgov.org
https://www.dhcs.ca.gov/provgovpart/Pages/TelehealthResources.aspx
https://www.dhcs.ca.gov/provgovpart/Pages/TelehealthResources.aspx
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4. Medical records for clients served by Contractor under this 
Agreement must include documentation of written or verbal consent 
for telehealth or telephone services if such services are provided by 
Contractor. Such consent must be obtained at least once prior to 
initiating applicable health care services and consent must include 
all elements as specified in BHIN 22-019. 

 
5. County may at any time audit Contractor’s telehealth practices, and 

Contractor must allow access to all materials needed to adequately 
monitor Contractor’s adherence to telehealth standards and 
requirements. 

 
H. Chart Auditing and Reasons for Recoupment 

 
1. Maintenance of Records  

 
Contractor shall maintain proper clinical and fiscal records relating to 
clients served under the terms of this Agreement, as required by the 
Director, DHCS, and all applicable state and federal statutes and 
regulations. Client records shall include but not be limited to 
admission records, diagnostic studies and evaluations, client 
interviews and progress notes, and records of services provided. All 
such records shall be maintained in sufficient detail to permit 
evaluation of the services provided and to meet claiming 
requirements. 

 
2. Access to Records  

 
Contractor shall provide County with access to all documentation of 
services provided under this Agreement for County’s use in 
administering this Agreement. Contractor shall allow County, CMS, 
the Office of the Inspector General, the Controller General of the 
United States, and any other authorized federal and state agencies 
to evaluate performance under this Agreement, and to inspect, 
evaluate, and audit any and all records, documents, and the 
premises, equipment and facilities maintained by the Contractor 
pertaining to such services at any time and as otherwise required 
under this Agreement. 

 
3. Federal, State and County Audits 

  
In accordance with the California Code of Regulations, Title 9, 
Chapter 11, Section 1810.380(a), County will conduct monitoring 
and oversight activities to review Contractor’s SMHS programs and 
operations. The purpose of these oversight activities is to verify that 
medically necessary services are provided to clients, who meet 
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medical necessity and criteria for access to SMHS as established in 
BHIN 21-073, in compliance with the applicable state and federal 
laws and regulations, and/or the terms of the Agreement between 
Contractor and County, and future BHINs which may spell out other 
specific requirements. 

 
4. Internal Auditing 

 
a) Contractors of sufficient size as determined by County shall 

institute and conduct a Quality Assurance Process for all 
services provided hereunder. Said process shall include at a 
minimum a system for verifying that all services provided and 
claimed for reimbursement shall meet SMHS definitions and 
be documented accurately. 

 
b) Contractor shall provide County with notification and a 

summary of any internal audit exceptions, and the specific 
corrective actions taken to sufficiently reduce the errors that 
are discovered through Contractor’s internal audit process. 
Contractor shall provide this notification and summary to 
County in a timely manner. 

 
5. Confidentiality in Audit Process  

 
a) Contractor and County mutually agree to maintain the 

confidentiality of Contractor’s client records and information, 
in compliance with all applicable state and federal statutes 
and regulations, including but not limited to HIPAA and 
California Welfare and Institutions Code, Section 5328. 
Contractor shall inform all of its officers, employees, and 
agents of the confidentiality provisions of all applicable 
statutes. 

 
b) Contractor’s fiscal records shall contain sufficient data to 

enable auditors to perform a complete audit and shall be 
maintained in conformance with standard procedures and 
accounting principles. 

 
c) Contractor’s records shall be maintained as required by the 

Director and DHCS on forms furnished by DHCS or the 
County. All statistical data or information requested by the 
Director shall be provided by the Contractor in a complete and 
timely manner 
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6. Reasons for Recoupment  
 

a) County will conduct periodic audits of Contractor files to 
ensure appropriate clinical documentation, high quality 
service provision and compliance with applicable federal, 
state and county regulations. 

 
b) Such audits may result in requirements for Contractor to 

reimburse County for services previously paid in the following 
circumstances: 

 
i. Identification of Fraud, Waste or Abuse as defined in 

federal regulation. 
ii. Fraud and abuse are defined in C.F.R. Title 42, § 455.2 

and W&I Code, section 14107.11, subdivision (d).  
iii. Definitions for “fraud,” “waste,” and “abuse” can also be 

found in the Medicare Managed Care Manual available 
at www.cms.gov/Regulation-and-
Guidance/Guidance/Manuals/Downloads/mc86c21.pdf 

iv. Overpayment of Contractor by County due to errors in 
claiming or documentation. 

v. Other reasons specified in the SMHS Reasons for 
Recoupment document released annually by DHCS 
and posted on the DHCS BHIN website. 

 
c) Contractor shall reimburse County for all overpayments 

identified by Contractor, County, and/or state or federal 
oversight agencies as an audit exception within the 
timeframes required by law or Country or state or federal 
agency. 

 
7. Cooperation with Audits  

 
a) Contractor shall cooperate with County in any review and/or 

audit initiated by County, DHCS, or any other applicable 
regulatory body. This cooperation may include such activities 
as onsite program, fiscal, or chart reviews and/or audits. 

 
b) In addition, Contractor shall comply with all requests for any 

documentation or files including, but not limited to, client and 
personnel files.  

 
c) Contractor shall notify the County of any scheduled or 

unscheduled external evaluation or site visits when it 
becomes aware of such visit. County shall reserve the right to 
attend any or all parts of external review processes.  

https://www.cms.gov/Regulations-and-Guidance/Guidance/Manuals/Downloads/mc86c21.pdf
https://www.cms.gov/Regulations-and-Guidance/Guidance/Manuals/Downloads/mc86c21.pdf
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d) Contractor shall allow inspection, evaluation and audit of its 
records, documents and facilities for ten years from the term 
end date of this Agreement or in the event Contractor has 
been notified that an audit or investigation of this Agreement 
has been commenced, until such time as the matter under 
audit or investigation has been resolved, including the 
exhaustion of all legal remedies, whichever is later pursuant 
to 42 C.F.R.§§ 438.3(h) and 438.230I(3)(i-iii). 
 

I. Grievances, Appeals and Notices of Adverse Benefit Determination 
 
1. All grievances (as defined by 42 C.F.R. § 438.400) and complaints 

received by Contractor must be immediately forwarded to the 
County’s Quality Management Department or other designated 
persons via a secure method (e.g., encrypted email or by fax) to 
allow ample time for the Quality Management staff to acknowledge 
receipt of the grievance and complaints and issue appropriate 
responses.  
 

2. Contractor shall not discourage the filing of grievances and clients 
do not need to use the term “grievance” for a complaint to be 
captured as an expression of dissatisfaction and, therefore, a 
grievance. 

 
3. Aligned with MHSUDS IN 18-010E and 42 C.F.R. §438.404, the 

appropriate and delegated Notice of Adverse Benefit Determination 
(NOABD) must be issued by Contractor within the specified 
timeframes using the template provided by the County.  

 
4. Add County specific information regarding which, if any NOABDs are 

delegated to Contractor. 
 
5. NOABDs must be issued to clients anytime the Contractor has made 

or intends to make an adverse benefit determination that includes 
the reduction, suspension, or termination of a previously authorized 
service and/or the failure to provide services in a timely manner. The 
notice must have a clear and concise explanation of the reason(s) 
for the decision as established by DHCS and the County. The 
Contractor must inform the County immediately after issuing a 
NOABD. 

 
6. Procedures and timeframes for responding to grievances, issuing 

and responding to adverse benefit determinations, appeals, and 
state hearings must be followed as per 42 C.F.R., Part 438, Subpart 
F (42 C.F.R. §§ 438.400 – 438.424). 
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7. Contractor must provide clients any reasonable assistance in 
completing forms and taking other procedural steps related to a 
grievance or appeal such as auxiliary aids and interpreter services. 

 
8. Contractor must maintain records of grievances and appeals and 

must review the information as part of its ongoing monitoring 
procedures. The record must be accurately maintained in a manner 
accessible to the County and available upon request to DHCS. 

 
9. Advanced Directives - Contractor must comply with all County 

policies and procedures regarding Advanced Directives in 
compliance with the requirements of 42 C.F.R. §§ 422.128 and 
438.6(i) (l), (3) and (4). 

 
10. Continuity of Care - Contractor shall follow the County’s continuity of 

care policy that is in accordance with applicable state and federal 
regulations, MHSUDS IN 18-059 and any BHINs issued by DHCS for 
parity in mental health and substance use disorder benefits 
subsequent to the effective date of this Agreement (42 C.F.R. § 
438.62(b)(1)-(2).) 
 

J. Compliance Program, including Fraud Prevention and Overpayments 
 
1. Contractor shall have in place a compliance program designed to 

detect and prevent fraud, waste and abuse, as per 42 C.F.R. § 
438.608(a)(1), that must include: 
 

2. Written policies, procedures, and standards of conduct that articulate 
the organization’s commitment to comply with all applicable 
requirements and standards under the Contract, and all applicable 
federal and state requirements. 

 
3. A Compliance Office (CO) who is responsible for developing and 

implementing policies, procedures, and practices designed to ensure 
compliance with the requirements of this Agreement and who reports 
directly to the CEO and the Board of Directors. 

 
4. A Regulatory Compliance Committee on the Board of Directors and 

at the senior management level charged with overseeing the 
organization’s compliance program and its compliance with the 
requirements under the Agreement. 

 
5. A system for training and education for the Compliance Officer, the 

organization’s senior management, and the organization’s 
employees for the federal and state standards and requirements 
under the Agreement. 
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6. Effective lines of communication between the Compliance Officer 
and the organization’s employees. 

 
7. Enforcement of standards through well-publicized disciplinary 

guidelines. 
 
8. The establishment and implementation of procedures and a system 

with dedicated staff for routine internal monitoring and auditing of 
compliance risks, prompt response to compliance issues as they are 
raised, investigation of potential compliance problems as identified 
in the course of self-evaluation and audits, corrections of such 
problems promptly and thoroughly to reduce the potential for 
recurrence and ongoing compliance with the requirements under the 
Contract. 

 
9. The requirement for prompt reporting and repayment of any 

overpayments identified. 
 
10. Contractor must have administrative and management 

arrangements or procedures designed to detect and prevent fraud, 
waste and abuse of federal or state health care funding. Contractor 
must report fraud and abuse information to the County including but 
not limited to: 

 
11. Any potential fraud, waste, or abuse as per 42 C.F.R. § 438.608(a), 

(a)(7), 
 

12. All overpayments identified or recovered, specifying the 
overpayment due to potential fraud as per 42 C.F.R. § 438.608(a), 
(a)(2), 

 
13. Information about changes in a client’s circumstances that may affect 

the client’s eligibility including changes in the client’s residence or the 
death of the client as per 42 C.F.R. § 438.608(a)(3). 

 
14. Information about a change in the Contractor’s circumstances that 

may affect the network provider’s eligibility to participate in the 
managed care program, including the termination of this Agreement 
with the Contractor as per 42 C.F.R. § 438.608(a)(6). 

 
15. Contractor shall implement written policies that provide detailed 

information about the False Claims Act (“Act”) and other federal and 
state laws described in section 1902(a)(68) of the Act, including 
information about rights of employees to be protected as 
whistleblowers. 
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16. Contractor shall make prompt referral of any potential fraud, waste 
or abuse to County or potential fraud directly to the State Medicaid 
Fraud Control Unit. 

 
17. County may suspend payments to Contractor if DHCS or County 

determine that there is a credible allegation of fraud in accordance 
with 42 C.F.R. §455.23. (42 C.F.R. §438.608 (a)(8)). 

 
18. Contractor shall report to County all identified overpayments and 

reason for the overpayment, including overpayments due to potential 
fraud. Contractor shall return any overpayments to the County within 
60 calendar days after the date on which the overpayment was 
identified. (42 C.F.R. § 438.608 (a)(2), (c)(3)). 

 
19. Contractor may adopt the County’s Compliance Program. 
 
20. Integrity Disclosures - Contractor must annually complete and submit 

the Form 700 Attestation 
https://drive.google.com/file/d/1HYkjf6TULGkexoUqEaNgdc9PHC_
uXa0g/view?usp=drive_link 
 

K. Site Inspection 
 

Without limiting any other provision related to inspections or audits 
otherwise set forth in this Agreement, Contractor shall permit authorized 
County, state, and/or federal agency(ies), through any authorized 
representative, the right to inspect or otherwise evaluate the work 
performed or being performed hereunder including subcontract support 
activities and the premises which it is being performed. Contractor shall 
provide all reasonable assistance for the safety and convenience of the 
authorized representative in the performance of their duties. All inspections 
and evaluations shall be made in a manner that will not unduly delay the 
work. 
 

L. Additional Financial Requirements 
 
1. County has the right to monitor the performance of this Agreement 

to ensure the accuracy of claims for reimbursement and compliance 
with all applicable laws and regulations. 

 
2. Contractor must comply with the False Claims Act employee training 

and policy requirements set forth in 42 U.S.C. 1396a(a)(68) and as 
the Secretary of the United States Department of Health and Human 
Services may specify. 

 

https://drive.google.com/file/d/1HYkjf6TULGkexoUqEaNgdc9PHC_uXa0g/view?usp=drive_link
https://drive.google.com/file/d/1HYkjf6TULGkexoUqEaNgdc9PHC_uXa0g/view?usp=drive_link
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3. Contractor agrees that no part of any federal funds provided under 
this Agreement shall be used to pay the salary of an individual per 
fiscal year at a rate in excess of Level 1 of the Executive Schedule 
at https://www.opm.gov/ (U.S. Office of Personnel Management), as 
from time to time amended. 

 
4. Federal Financial Participation is not available for any amount 

furnished to an Excluded individual or entity, or at the direction of a 
physician during the period of exclusion when the person providing 
the service knew or had reason to know of the exclusion, or to an 
individual or entity when the County failed to suspend payments 
during an investigation of a credible allegation of fraud [42 U.S.C. 
section 1396b(i)(2)]. 

 
M. Contractor Prohibited from Redirection of Contracted Funds  

 
1. Contractor may not redirect or transfer funds from one funded 

program to another funded program under which Contractor provides 
services pursuant to this Agreement except through a duly executed 
amendment to this Agreement. 
 
Contractor may not redirect or transfer funds from one funded 
program to another funded program under which Contractor provides 
services pursuant to this Agreement except through a duly executed 
amendment to this Agreement. 
 

N. Financial Audit Report Requirements for Pass-Through Entities 
 
1. If County determines that Contractor is a “subrecipient” (also known 

as a “pass-through entity”) as defined in 2 C.F.R. § 200 et seq., 
Contractor represents that it will comply with the applicable cost 
principles and administrative requirements including claims for 
payment or reimbursement by County as set forth in 2 C.F.R. § 200 
et seq., as may be amended from time to time. Contractor shall 
observe and comply with all applicable financial audit report 
requirements and standards.  

 
2. Financial audit reports must contain a separate schedule that 

identifies all funds included in the audit that are received from or 
passed through the County. County programs must be identified by 
Agreement number, Agreement amount, Agreement period, and the 
amount expended during the fiscal year by funding source.  

 
3. Contractor will provide a financial audit report including all 

attachments to the report and the management letter and 
corresponding response within six months of the end of the audit 

https://www.opm.gov/
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year to the Director. The Director is responsible for providing the 
audit report to the County Auditor. 

 
4. Contractor must submit any required corrective action plan to the 

County simultaneously with the audit report or as soon thereafter as 
it is available. The County shall monitor implementation of the 
corrective action plan as it pertains to services provided pursuant to 
this Agreement. 

 
O. Sanction Authority Under Welfare and Institutions Code Section 14197.7: 

Administrative and Monetary Sanctions and Contract Termination for 
Mental Health Plans (MHPS) and Drug Medi-Cal Organized Delivery 
System Plans 
 
1. When a Behavioral Health Plan (BHP), such as that implemented by 

the County, or its subcontractor fails to meet the terms of its contract 
with DHCS (Contractual Obligations) or fails to comply with 
applicable state or federal laws or regulations, the state plan or 
approved waivers, or for other good cause, DHCS may impose 
administrative and/or monetary sanctions on the BHP.  BHPs shall 
ensure that they and their subcontractors shall comply with all 
Contractual Obligations, and applicable state and federal laws and 
regulations, the state plan, and approved waivers.  

  
2. If Contractor is found to be noncompliant and DHCS imposes a 

monetary sanction, Contractor must promptly reimburse the County 
upon request. Alternatively, the County may offset the sanctioned 
amount against any payments due or to become due under this or 
any other agreement. 

 
3. Link to full Behavioral Health Information Notice (BHIN) 

https://www.dhcs.ca.gov/Documents/BHIN-25-023-Enforcement-
Actions-for-MHPs-and-DMC-ODS-Plans.pdf 

 
P. Additional Reporting Requirements 

The Contractor acknowledges that, during the term of this Agreement, the 
State may implement or require additional reporting obligations. Upon 
written notice from the County as an additional Exhibit or Attachment, the 
Contractor agrees to comply with such additional reporting requirements. 
 

*** END OF EXHIBIT AR *** 
 

https://www.dhcs.ca.gov/Documents/BHIN-25-023-Enforcement-Actions-for-MHPs-and-DMC-ODS-Plans.pdf
https://www.dhcs.ca.gov/Documents/BHIN-25-023-Enforcement-Actions-for-MHPs-and-DMC-ODS-Plans.pdf


County 
Code

County Procedure 
Code

Code Description Type of 
Service

Service 
Function

Rate Time Base Fiscal Year 
Start

Fiscal Year 
End

41 San 
Mateo

H2031 Clubhouse Day 
Service

 $  310.37 >=3.0 hours 7/1/2026 6/30/2027

Exhibit C - Mental Health Services - Day Services Rates FY26-27 - San Mateo Clubhouse



Date Program CPT Action Notes
2/5/2026 SMHS N/A Increase Increased rates by HHA rate of 3.10%



ATTACHMENT E

FINGERPRINTING CERTIFICATION

Contractor hereby certifies that its employees, trainees, and/or its subcontractors, 
assignees, volunteers, and any other persons who provide services under this 
agreement, who have direct contact with any client will be fingerprinted in order to 
determine whether they have a criminal history which would compromise the safety of 
individuals with whom the Contractor’s employees, trainees and/or its subcontractors, 
assignees, or volunteers have contact. Additionally, Contractor’s employees, volunteers, 
consultants, agents, and any other persons who provide services under this Agreement 
and who has/will have supervisory or disciplinary power over a child (Penal Code 
Section 11105.3) (the “Applicant”) shall be fingerprinted in order to determine whether 
each such Applicant has a criminal history which would compromise the safety of 
children with whom each such Applicant has/will have contact.  

Contractor’s employees, volunteers, consultants, agents, and any other persons who 
provide services under this Agreement will be fingerprinted and: (check a or b)

____ a. do NOT exercise supervisory or disciplinary power over children (Penal 
11105.3).

____ b. do exercise supervisory or disciplinary power over children (Penal 11105.3). 

Name of Contractor

Signature of Authorized Official

Name (please print)

Title (please print)

Date

Revised 10/5/2017 S.Reed

Aspire House

Lisa Litsey

5/20/26

Executive Director



Issued by County of San Mateo Contract Compliance Committee August 5, 2013 

ATTACHMENT I
Assurance of Compliance with Section 504 of the Rehabilitation Act of 1973, as Amended 

The undersigned (hereinafter called "Contractor(s)") hereby agrees that it will comply with 
Section 504 of the Rehabilitation Act of 1973, as amended, all requirements imposed by the 
applicable DHHS regulation, and all guidelines and interpretations issued pursuant thereto.

The Contractor(s) gives/give this assurance in consideration of for the purpose of obtaining 
contracts after the date of this assurance. The Contractor(s) recognizes/recognize and 
agrees/agree that contracts will be extended in reliance on the representations and agreements 
made in this assurance. This assurance is binding on the Contractor(s), its successors, transferees, 
and assignees, and the person or persons whose signatures appear below are authorized to sign 
this assurance on behalf of the Contractor(s).

The Contractor(s): (Check a, b, or c) 
a. Has no employees
b. Employs fewer than 15 persons
c. Employs 15 or more persons and, pursuant to section 84.7 (a) of the regulation (45 C.F.R.

84.7 (a), has designated the following person(s) to coordinate its efforts to comply with
the DHHS regulation.

Name of 504 Person: 

Name of Contractor(s): 

Street Address or P.O. Box: 

City, State, Zip Code: 

I certify that the above information is complete and correct to the best of my knowledge

Signature: 

Title of Authorized Official: 

Date: 

*Exception: DHHS regulations state that:  "If a recipient with fewer than 15 employees finds that, after consultation
with a disabled person seeking its services, there is no method of complying with (the facility accessibility
regulations) other than making a significant alteration in its existing facilities, the recipient may, as an alternative,
refer the handicapped person to other providers of those services that are accessible."

Aspire House

Executive Director

5/20/26

2191 S. El Camino Real

San Mateo, CA 94403



ATTACHMENT T 

DISASTER AND EMERGENCY RESPONSE PLAN 

 

 

AGENCY NAME: 

ADDRESS: 

 

NAME OF PRIMARY POINT OF CONTACT: 

TELEPHONE NUMBER(S): 

EMAIL ADDRESS: 

 

LAST UPDATED:   



I.  SUUMMARY OF DISASTER AND EMERGENCY RESPONSE PLAN 
(“PLAN”) 

(The Plan summary sets for the major processes, procedures and goals of the Plan, 
including a general description of the agency’s plans for response and recovery in the 
immediate aftermath of a national, state, or local disaster or emergency and the agency’s 
plans for the continuation of Services under the Agreement during and after the disaster 
or emergency.) 

  



II. KEY PERSONNEL AND CONTACT INFORMATION 

 

      

Name/Title Role in Plan 
Implementation 

Work 
Phone 

Cell Phone Work Email Personal 
Email 

      
      
      
      
 

  



III. EMERGENCY RESPONSE PLAN 

(Detailed description of the agency’s plan to respond to and recover from the emergency.  
This includes key matters that need to be addressed and acted on immediately in the event of 
an emergency to ensure the on-going viability of the agency.  May include a description of 
the agency’s plans to address leadership/succession, in the event that agency’s leaders are 
unavailable or incapacitated; securing and establishing alternate facilities and equipment in 
the event that the agency’s primary facilities or equipment are unavailable; access to 
telecommunications and information technology and other matters appropriate to the agency 
and its mission.)      

  



IV. CONTINUITY OF OPERATIONS  

(This is a detailed description of the agency’s plan to ensure the ongoing continuation of 
services under the Agreement during and after a disaster or emergency.  Recognizing that 
each disaster or emergency will be unique and will pose diverse challenges and 
constraints that may be impossible to fully anticipate, this section should include a 
description of the agency’s plans for ensuring that staff needed to provide the services set 
forth in the Agreement are available and able to provide the services and that the agency 
has identified a process for securing the equipment and supplies needed to perform such 
services. The agency should attempt to identify, to the extent feasible, the additional 
personnel, equipment and supply costs that it would incur in providing such ongoing 
continuity of services to the County.) 

  



V. PLAN PRACTICE AND EXERCISING 

(The agency should describe its process to ensure that agency staff is informed of, and 
trained on, the Plan.  This may include a general description of the training materials that are 
prepared and provided to agency staff and any initial and follow-on training that may be 
provided.)  
 

  



VI. OTHER MATTERS  

(In this section, the agency will discuss other emergency response-related matters unique to 
the agency and its mission.)   



Declaration of Notice of Confidentiality 2.20.19 

SAN MATEO COUNTY HEALTH  

DECLARATION OF NOTICE OF CONFIDENTIALITY 

As an employee, contractor, or associate of San Mateo County Health, I agree to the following as 
evidenced by my signature affixed below: 

I will not disclose or otherwise discuss San Mateo County Health’s patients or clients, their 
conditions, treatments or status, even if they are known to me personally, with anyone, except to 
carry out my assigned duties associated with their proper care or treatment. 

I will not release information to anyone concerning the financial, medical, or social status of San 
Mateo County Health patients or clients which has not first been authorized according to written 
San Mateo County Health policies, federal or state regulation, or otherwise properly ordered by 
legal authorities. 

I will not, at any time or under any circumstances, disclose to or share with anyone the San Mateo 
County Health computer systems User Identifications or passwords assigned to me. 

I will not tamper with any of the San Mateo County Health computer systems to gain 
unauthorized access to the network or information contained there. 

I will take all reasonable care to prevent the unauthorized use, disclosure or availability of 
confidential and/or proprietary information through unattended screen displays or by mishandling 
of system generated output, regardless of its form. 

I acknowledge that San Mateo County Health retains the right to monitor and/or review, at any 
time and without cause, any access to San Mateo County Health computer systems for evidence 
of tampering or misuse, and may, at its sole discretion, suspend or terminate my computer 
privileges to any San Mateo County Health computer systems pending administrative review. 

I agree to adhere to policies concerning the San Mateo County Health computer systems and 
understand that any misconduct and/or breaches of confidentiality expressly described herein may 
be grounds for immediate suspension of computer privileges. In addition, San Mateo County 
Health’s administrative actions, up to and including termination of employment or contract may 
result. Additionally, violation of any applicable civil or criminal statutes by the disclosure of 
confidential material or information or other misuse of a computer system will be prosecuted to 
the fullest extent of the law. 

_5/20/26______________________ 
Date Signed

_____________________________ 
Supervisor Signature 

_____________________________________ 
Employee or Contractor Signature  

_Lisa Litsey___________________________ 
Print Employee or Contractor 
First Name, Middle Name, and Last Name 

__CEO________________________________________   _______________________ 
Employee or Contractor Title     Location/Contract Agency 
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