AGREEMENT BETWEEN THE COUNTY OF SAN MATEO
AND THE LEGAL AID SOCIETY OF SAN MATEO COUNTY

THIS AGREEMENT, entered into this day of ,

20 , by and between the COUNTY OF SAN MATEO, hereinafter called "County,"
and the LEGAL AID SOCIETY OF SAN MATEO COUNTY hereinafter called

"Contractor";

WITNESSETH:

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

WHEREAS, it is necessary and desirable that Contractor be retained for the
purpose of providing Legal Assistance, Family Caregiver Support Program Access
Assistance, Clients’ Rights Advocacy, and Kids in Crisis program services.

NOW, THEREFORE, IT IS HEREBY AGREED BY THE PARTIES HERETO AS
FOLLOWS:

1. Exhibits and Attachments
The following exhibits and attachments are included hereto and incorporated by
reference herein:

Exhibit A - FY 2015-16 Description of Services

Exhibit B - FY 2015-16 Fiscal Summary

Attachment F—CARS Specifications

Attachment H—HIPAA Business Associate requirements

Attachment I—8 504 Compliance

Attachment J—Contractor/Vendor Confidentiality Statement CDA1024

2. Services to be Performed by Contractor

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

3. Payments
In consideration of the services provided by Contractor in accordance with all terms,

conditions and specifications set forth herein and in Exhibit A, County shall make
payment to Contractor based on the rates and in the manner specified in Exhibit B. The
County reserves the right to withhold payment if the County determines that the quantity



or quality of the work performed is unacceptable. In no event shall the County’s total
fiscal obligation under this Agreement exceed ONE HUNDRED FIFTY FOUR
THOUSAND THREE HUNDRED TWENTY DOLLARS ($154,320).

The County reserves the right to refuse payment to the Contractor or disallow costs for
any expenditure, as determined by the County to be: out of compliance with the
Agreement, unrelated or inappropriate to contract activities, when adequate supporting
documentation is not presented or where prior approval was required but was either not
requested or not granted.

The Contractor will submit invoices and monthly program reports to Aging and Adult
Services (AAS) by the tenth (10™) of each month. Program performance data will be
submitted in a timely, complete, accurate, and verifiable manner using the AAS
approved reporting procedures. Invoices must reflect the provision of services and the
usage of funds each month throughout the entire contract period. Refer to Exhibit B for
specific fiscal requirements. Upon notification from AAS, the Contractor must correct
inaccurate invoices and corresponding reports in order to receive reimbursement.
Corrections must be made within five (5) working days. Invoices submitted more than
two months past the month of service may not be reimbursed. Invoice(s) for June 2016
will be due by July 7, 2016 to facilitate timely payment.

4, Term and Termination
Subject to compliance with all terms and conditions, the term of this Agreement shall be
from July 1, 2015 through June 30, 2016.

A. This Agreement may be terminated by the Contractor, the Chief of the
Health System, or designee at any time without a requirement of good
cause upon thirty (30) days written notice to the other party (“Notice of
Termination”). The Termination Notice shall include the effective date of the
notice, a description of the action being taken by the County, including the
extent of services terminated, the reason for such action, and any conditions
of the termination.

B. In the event of termination, all finished or unfinished documents, data,
studies, maps, photographs, reports, and materials (hereafter referred to as
materials) prepared by Contractor under this Agreement shall become the
property of the County and shall be promptly delivered to the County. Upon
termination, the Contractor may make and retain a copy of such materials.
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 portion of the full payment, which is determined
by comparing the work/services completed to the work/services required by
the Agreement.

C. Termination for Cause. The grounds for termination for cause shall include,
but are not limited to, the following:




ok

10.
11.
12.

Threat of life, health or safety of the public (see exemption from notice
requirement, above);

A violation of the law or failure to comply with any condition of this
Agreement;

Inadequate performance or failure to make progress so as to
endanger performance of this Agreement;

Failure to comply with reporting requirements;

Evidence that the Contractor is in an unsatisfactory financial condition
determined by an audit of the County or evidence of a financial
condition that endangers performance of this Agreement and/or the
loss of other funding sources;

Delinquency in payment of taxes or payment of costs for performance
of this Agreement in the ordinary course of business;

Appointment of a trustee, receiver, or liquidator for all or substantial
part of the Contractor's property, or institution of bankruptcy
reorganization or the arrangement of liquidation proceedings by or
against the Contractor;

Service of any writ of attachment, levy or execution, or
commencement of garnishment proceedings against the Contractor’s
assets or income,;

The commission of an act of bankruptcy;

Finding of debarment or suspension; [Article Il J]

The Contractor’s organizational structure has materially changed; and
The County determines that a Contractor may be considered a “high
risk” agency as described in 45 CFR 92.12 for local government and
45 CFR 74.14 for non-profit organizations. If such a determination is
made, the Contractor maybe subject to special conditions or
restriction.

Contractor’'s Obligation After Notice of Termination. After receipt of a Notice

of Termination, and except as directed by the County in writing, the
Contractor shall proceed with the following obligations, as applicable,
regardless of any delay in determining or adjusting any funds due under this
clause.

The Contractor shall:

1.
2.

3.

Stop work as specified in the Notice of Termination;

Place no further subcontracts for materials, or services, except as
necessary to complete any portion of the contract not terminated;
Terminate all subcontracts to the extent they related to the work
terminated; and

Settle all outstanding liabilities and termination settlement proposals
arising from the termination of subcontracts (the approval or ratification
of which will be final for purposes of this clause).



E. Emergency Notice Exemption. Notwithstanding any other provision to the
contrary in this Agreement, termination of this Agreement shall take effect
immediately in the case of an emergency, such as threat to life, health, or
safety of the public. In case of such emergency, A Termination Notice is still
required (“Emergency Termination Notice”), and shall include the date of the
notice, a description of the action being taken by the County, including the
extent of services terminated, the reason for such action, and any condition
of the termination.

5. Availability of Funds

Notwithstanding the provisions for termination in paragraph 4, above, the County may
terminate this Agreement or a portion of the services referenced in the Attachments and
Exhibits based upon unavailability of Federal, State, or County funds, by providing
written notice to Contractor as soon as is reasonably possible after the County learns of
said unavailability of outside funding and such termination shall be effective immediately
unless otherwise agreed upon by the County and Contractor in writing.

6. 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 the
County and that Contractor acquires none of the rights, privileges, powers, or
advantages of County employees.

7. 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.

Intellectual Property Indemnification.

Contractor hereby certifies that it owns, controls, or licenses and retains all
right, title, and interest in and to any intellectual property it uses in relation to
this Agreement, including the design, look, feel, features, source code,
content, and 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 (“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 of, Contractor) in such a way



as to cause the alleged infringement at issue; (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.

Contractor shall indemnify and save harmless County, its officers, agents, employees,
and servants from all claims, suits, or actions of every name, kind, and description,
brought for, or on account of: (A)injuries to or death of any person, including
Contractor, or (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 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, its
officers, agents, employees, or servants, resulting from the performance of any work
required of Contractor or payments made pursuant to this Agreement, provided that this
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 herein, shall include
the duty to defend as set forth in Section 2778 of the California Civil Code.

8. Assignability and Subcontracting

Contractor shall not assign this Agreement or any portion thereof 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.

9. Insurance

The 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. The
Contractor shall furnish the AAS with certificates of insurance evidencing the required
coverage, and there shall be a specific contractual liability endorsement extending the
Contractor's coverage to include the contractual liability assumed by the 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.



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, (a) that 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) that it will comply with such provisions before commencing the
performance of work under this Agreement.

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 by
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 amount specified below. Higher limits may be required by County in
cases of higher than usual risks.

Contractor shall provide automobile liability, including non-owned auto
liability, of not less than $1,000,000 for volunteers and paid employees
providing services supported by this Agreement.

Contractor shall provide professional liability of not less than $1,000,000 as it
appropriately related to the services rendered. Coverage shall include
medical malpractice and/or error and omissions.

Such insurance shall include:

(@) Comprehensive General Liability . . ............ $1,000,000
(b)  Motor Vehicle Liability Insurance .. ............ $1,000,000
(c) Professional Liability. . ...................... $1,000,000



If applicable, or unless otherwise amended by future regulation, contractors
and subcontractors shall comply with the Public Utilities Commission (PUC)
General Order No. 115-F which requires higher levels of insurance for
charter-party carriers of passengers and is based on seating capacity as
follows:

(@) $750,000 if seating capacity is under 8

(b) $1,500,000 if seating capacity is 8-15

(c) $5,000,000 if seating capacity is over 15

The insurance will be obtained from an insurance company acceptable to the
Department of General Services, Office of Risk and Insurance Management (DGS,
ORIM), or be provided through partial or total self-insurance acceptable to the DGS.

The Contractor shall notify the County within five (5) business days of any cancellation,
non-renewal, or material change that affects required insurance coverage.

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.

The entity providing Ombudsman services must be insured or self-insured for
professional liability covering all Ombudsman activities including, but not limited to,
investigation of patient complaints.

10. 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, and regulations, 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 handicap in programs and activities receiving any Federal or County financial
assistance. 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 or
regulation, the requirements of the applicable law or regulation will take precedence
over the requirements set forth in this Agreement.

Further, Contractor certifies that Contractor and all of its subcontractors will adhere to
all applicable provisions of Chapter 4.106 of the San Mateo County Ordinance Code,
which regulates the use of disposable food service ware.

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

11.

Non-Discrimination and Other Requirements

The Contractor shall comply with all federal statutes relating to nondiscrimination.
These include those statutes and laws contained in the Contractor Certification
Clauses (CCC 307) which is hereby incorporated by reference. In addition, the
Contractor shall comply with the following:

Equal Access to Federally Funded Benefits, Programs and Activities

The Contractor shall ensure compliance with Title VI of the Civil Rights Acts of
1964 [42 U.S.C. 2000d; 45 CFR Part 80], which prohibits recipients of federal

financial assistance from discrimination against persons based on race, color,

religion, or national origin.

Equal Access to State-Funded Benefits, Programs and Activities

The Contractor shall, unless exempted, ensure compliance with the requirement
of Cal. Gov. Code 811135 to 11139.5; 22 CCR 98000 et seq., which prohibit
recipients of state financial assistance from discrimination against persons based
on race, national origin, ethnic group identification, religion, age, sex, sexual
orientation, color, or disability. [22 CCR 98323, Chapter 182, Statutes of 2006].

The Contractor assures that it complies with the Americans with Disabilities Act
(ADA) of 1990, which prohibits discrimination on the basis of disability, as well as
all applicable regulations and guidelines issued pursuant of the ADA. [42 U.S.C.
12101 et seq.]

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,






[ Finding(s) of discrimination have been issued against Contractor
within the past 365 days by the Equal Employment Opportunity
Commission, Fair Employment and Housing Commission, or other
investigative entity. If this box is checked, Contractor shall provide
County with a written explanation of the outcome(s) or remedy for
the discrimination.

G. Violation of Non-discrimination provisions. 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 Manager, including but not limited to the following:

i) termination of this Agreement;

i) disqualification of the Contractor from bidding on 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 Manager.

In compliance with Government Code 11019.9, Civil Code 1798 et. seq., Management
Memo 06-12 and Budget Letter 06-34, the Contractor will ensure that confidential
information is protected from disclosure in accordance with applicable laws, regulations,
and policies.

Contractor shall provide services pursuant to Title 22 California Code of Regulations
Sections 7352 through 7364.

Contractor shall adhere to 48 CFR 3.908, implementing section 828, entitled “Pilot
Program for Enhancement of Contractor Whistleblower Protections,” of the National
Defense Authorization Act (NDAA) for Fiscal Year 2013 (Pub. L. 112-239, enacted
January 2, 2013).

Contractor shall recognize any same-sex marriage legally entered into in a United
States jurisdiction that recognizes marriage, including one of the 50 states, the District
of Columbia, or a U.S. territory, or in a foreign country so long as that marriage would
also be recognized by a U.S. jurisdiction. This applies regardless of whether or not the
couple resides in a jurisdiction that recognizes same-sex marriage. However, this does
not apply to registered domestic partnerships, civil unions, or similar formal
relationships recognized under the law of the jurisdiction of origin as something other
than a marriage. Accordingly, recipients must review and revise, as needed, any
policies and procedures which interpret or apply federal statutory or regulatory
references to such terms as “marriage,” “spouse,” “family,” “household member” or
similar references to familial relationships to reflect inclusion of same-sex spouse and



marriages. Any similar familial terminology references in the U.S. Department of Health
and Human Services’ (HHS) statutes, regulations, or policy transmittals will be
interpreted to include same-sex spouses and marriages legally entered into as
described herein. [1 U.S.C. 7 — Section 3 of the Defense of Marriage Act)]

To effectuate the provisions of this Section, the County Manager shall have the
authority to examine Contractor's employment records with respect to compliance with
this Section and/or to set off 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.

Contractor shall report to the County Manager the filing by any person in any court of
any complaint of discrimination or the filing by any person of any and all charges with
the Equal Employment Opportunity Commission, the Fair Employment and Housing
Commission, or any other entity charged with the investigation of allegations within 30
days of such filing, provided that within such 30 days such entity has not notified
Contractor that such charges are dismissed or otherwise unfounded. Such notification
shall include the name of the complainant, a copy of such complaint, and a description
of the circumstance. Contractor shall provide County with a copy of their response to
the Complaint when filed.

12. Compliance with Contractor Employee Jury Service Ordinance.

Contractor shall comply with Chapter 2.85 of the County’s Ordinance Code, which
states that a contractor shall have and adhere to a written policy providing that its
employees, to the extent they 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 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.”

13. Retention of Records, Right to Monitor and Audit
A. Contractor shall maintain all required records 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 of County, a
Federal grantor agency, and the State of California.

B. Reporting and Record Keeping: Contractor shall comply with all program
and fiscal reporting requirements set forth by appropriate 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 representatives, 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.

14. Merger Clause & Amendments

This Agreement, including the Exhibits and Attachments attached to this Agreement
and incorporated herein 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.

15. Controlling Law and Venue

The validity of this Agreement and of its terms or provisions, 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
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.

16. 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:
David Randall, Financial Services Manager Il

Aging and Adult Services
225 37™ Avenue



San Mateo, CA 94403
Phone: (650) 573-2236
Fax: (650) 573-2193
drandall@smcgov.org

In the case of Contractor, to:

Stacey Hawver, Executive Director
Legal Aid Society of San Mateo County
330 Twin Dolphin Drive #123

Redwood City, CA 94065

Phone: (650) 375-0185 x3317

Fax: (650) 558-0673
mshawver@legalaidsmc.org

17. Electronic Signature

If 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, both boxes below must be
checked. Any party that agrees to allow digital signature of this Agreement may revoke
such agreement at any time in relation to all future documents by providing notice
pursuant to this Agreement.

For County: [ If this box is checked by County, County consents to the use
of electronic signatures in relation to this Agreement.

For Contractor: [ If this box is checked by Contractor, Contractor consents to
the use of electronic signatures in relation to this Agreement.

18. Conflict of Interest

A. The Contractor shall prevent employees, consultants, or members of
governing bodies from using their positions for purposes including, but not
limited to, the selection of subcontractors, that are, or give the appearance of
being, motivated by a desire for private gain for themselves or others, such
as family, business, or other ties. In the event that the County determines
that a conflict of interest exists, funds may be disallowed by the County and
such conflict may constitute grounds for termination of the Agreement.

B. This provision shall not be construed to prohibit employment of persons with
whom the Contractor’s officers, agents, or employees have family, business,
or other ties, so long as the employment of such persons does not result in a
conflict of interest (real or apparent) or increased costs over those
associated with the employment of any other equally qualified applicant, and
such persons have successfully competed for employment with the other
applicants on a merit basis.
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19.

20.

21.

Debarment, Suspension, and Other Responsibility Matters

A.

The Contractor certifies to the best of its knowledge and belief, that it and its
subcontractors:

1. Are not presently debarred, suspended, proposed for debarment,
declared ineligible or voluntarily excluded from covered transactions by
any federal department or agency; [45 CFR 92.35]

2. Have not within a three-year period preceding this Agreement been
convicted of or had a civil judgment rendered against them for
commission of fraud or a criminal offense in connection with obtaining,
attempting to obtain, or performing a public (federal, state, or local)
transaction or contract under a public transaction; violation of federal or
state antitrust statutes or commission of embezzlement, theft, forgery,
bribery, falsification or destruction of records, making false statements,
or receiving stolen property;

3. Are not presently indicted for or otherwise criminally or civilly charged by
a governmental entity (federal, state, or local) with commission of any of
the offenses enumerated in paragraph (A)(2) of this section;

4. Have not within a three-year period preceding this Agreement had one
or more public transactions (federal, state, or local) terminated for cause
or default;

Contractor shall report immediately to AAS in writing any incidents of alleged
fraud and/or abuse by either Contractor or Contractor's subcontractor.
Contractor shall maintain any records, documents or other evidence of fraud
and abuse until otherwise notified by AAS,;

Contractor shall maintain any records, documents, or other evidence of fraud
and abuse until otherwise notified by the County.

The Contractor agrees to timely execute any and all amendments to this
Agreement or other required documentation relating to their subcontractors’
debarment/suspension status.

Contractor’s Staff

A.

The Contractor shall maintain adequate staff to meet the Contractor’s
obligations under this Agreement.

This staff shall be available to the State and AAS for training and meetings,
including Provider Network Meeting, Nutrition Site Manager's/HDM Coalition
Meeting, Family Caregiver Collaborative Meeting as necessary. Contractors
shall make every effort to have a representative in attendance of scheduled
meetings.

Corporate Status




The Contractor shall be a public entity, private nonprofit entity, or Joint
Powers Agreement (JPA). If a private nonprofit corporation or JPA, the
Contractor shall be in good standing with the Secretary of State of California
and shall maintain that status throughout the term of this Agreement.

The Contractor shall ensure that any subcontractors providing services
under this Agreement shall be of sound financial status. Any subcontracting
private entity or JPA shall be in good standing with the Secretary of State of
California and shall maintain that status throughout the term of the
Agreement.

Failure to maintain good standing by the contracting entity shall result in
suspension or termination of this Agreement with AAS until satisfactory
status is restored.

22. Lobbying Certification

The Contractor, by signing this Agreement, hereby certifies to the best of his or her
knowledge and belief, that:

A.

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

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

The Contractor shall require that the language of this certification be
included in the award documents for all subcontracts at all tiers (including
subgrants, and contracts under grants, loans, and cooperative agreements
which exceed $100,000) and that all subrecipients shall certify and disclose
accordingly.

This certification is a material representation of fact upon which reliance was
placed when this transaction was made or entered into. This certification is a
prerequisite for making or entering into this transaction imposed by 31
U.S.C. 1352. Any person who fails to file the required certification shall be



subject to a civil penalty of not less than $10,000 and not more than
$100,000 for each such failure.

Any person who fails to file the required certification shall be subject to a civil
penalty of not less than $10,000 and not more than $100,000 for each such
failure.

23. Commencement of Work

Should the Contractor begin work in advance of receiving notice that this Agreement is
approved, that work may be considered as having been performed at risk or as a mere
volunteer and may not be reimbursed or compensated. The County has no legal
obligation unless and until the contract is approved.

24. Records for California Department of Aging (CDA) Funded Programs

A.

Contractor shall maintain complete records which shall include, but not be
limited to, accounting records, contracts, agreements, reconciliation of the
“Financial Closeout Report” (OAA Closeout) to the audited financial
statements, single audit report, and general ledgers, and a summary
worksheet identifying the results of performing audit resolution in accordance
with Section 28 of this document. This includes the following: letters of
agreement, insurance documentation, Memorandums and/or Letters of
Understanding, patient or client records, and electronic files of its activities
and expenditures hereunder in a form satisfactory to the County. All records
pertaining to this agreement must be made available for inspection and audit
by the County and State or it's duly authorized agents, at any time during
normal business hours.

All such records must be maintained and made available by the Contractor:
(@) until an audit has occurred and an audit resolution has been issued by
the State or unless otherwise authorized in writing by the County; (b) for a
longer period, if any, as is required by the applicable statute, by any other
clause of this Agreement or by B and C below or (c) for a longer period as
the County deems necessary.

If this Agreement is completely or partially terminated, the records relating to
the work terminated shall be preserved and made available for the same
periods as specified in A. above. The Contractor shall ensure that any
resource directories and all client records remain the property of the County
upon termination of this Agreement, and are returned to the County or
transferred to another Contractor as instructed by the County.

In the event of any litigation, claim, negotiation, audit exception, or other
action involving the records, all records relative to such action shall be
maintained and made available until every action has been cleared to the
satisfaction of the County and so stated in writing to the Contractor.

Adequate source documentation of each transaction shall be maintained



relative to the allowability of expenditures reimbursed by the County under
this Agreement. If the allowability of expenditures cannot be determined
because records or documentation of the Contractor are nonexistent or
inadequate according to guidelines set forth in 2 CFR 200.302, the
expenditures will be questioned in the audit and may be disallowed by the
County during the audit resolution process.

After the authorized period has expired, confidential records shall be
shredded and disposed of in a manner that will maintain confidentiality.

25. Property

A.

B1.

Unless otherwise provided for in this Section, property refers to all assets,
used in operation of this Agreement.

1. Property includes land, building, improvements, machinery, vehicles,
furniture, tools, intangibles, etc.

2. Property does not include consumable office supplies such as paper,
pencils, typing ribbons, file folders, etc.

Property meeting the following criteria is subject to reporting requirements.

1. Have a normal useful life of at least one year;

2. Have a unit acquisition cost of at least $500 (e.g., a desktop or laptop
setup, including all peripherals is considered a unit, if purchased as a
unit);

3. Be used to conduct business under this Agreement.

Any property having the capacity to store data (e.g. printer, fax, copier) is
subject to reporting requirements.

Additions, improvements, and betterments to assets meeting all of the
conditions in Section B above must be reported. Additions typically involve
physical extensions of existing units. Improvements and betterments
typically do not increase the physical size of the asset. Instead,
improvements and betterments enhance the condition of an asset (e.g.,
extend life, increase service capacity, and lower operating costs).
Examples of assets that might be improved and bettered include roads,
bridges, curbs, gutters, tunnels, parking lots, streets, sidewalks, drainage,
and lighting systems.

Intangibles are property that lack physical substance but give valuable
rights to the owner. Examples of intangible property include patents,
copyrights, leases, and computer software. By contrast, hardware consists
of tangible equipment (e.g., computer printer, terminal, etc.).

Costs include all amounts incurred to acquire and to ready the intangible



assets for its intended use. Typical intangible property costs include the
purchase price, legal fees, and other costs incurred to obtain title to the
asset.

The Contractor will demonstrate efforts to purchase equipment and
resources in a cost effective manner by showing documentation of their
efforts.

The Contractor shall keep track of property purchased with CDA funds.
The Contractor shall maintain and submit to the County annually with the
Closeout, in electronic form, a cumulative inventory of all property
furnished or purchased by the Contractor with funds awarded under the
terms of this Agreement or any predecessor agreement for the same
purpose. The Contractor shall use the Report of Project Property
Furnished/Purchased with Agreement Funds (CDA 32, revised 2/07)
unless otherwise directed by the County.

The Contractor shall record the following information when property is
acquired:

Date acquired;

Property description (include model number);

County/CDA tag number or other tag identifying it as State Property;
Serial Number (if applicable)

Cost or other basis of valuation; and

Fund source.

ok wNE

Disposal of Property

1. Prior to disposal of any property purchased by the Contractor
with funds from this Agreement or any predecessor Agreement,
the Contractor must obtain approval from the County for all
items with a unit cost of $500 or more. Disposition, which
includes sale, trade-in, discarding or transfer to another
agency may not occur_until _approval is received from the
County. The Contractor shall email the County requesting
disposition of property. The County will then instruct the
Contractor on disposition of the property. Once approval for
disposal has been received from the County, the item(s) shall be
removed from the Contractor’s inventory report.

2. All confidential, sensitive, or personal information must be eliminated
from property prior to disposal, including removal or destruction of
data on computing devices with digital memory and storage capacity.
This includes, but is not limited to magnetic tapes, flash drives,
personal computers, personal digital assistants (PDAs), or cell or
smart phones, multi-function printers, and laptops. Contractor must



relinquish possession of the property to the County for this purpose.

The Contractor shall immediately investigate and within five (5) days fully
document the loss, destruction or theft of such property to the County.

The State reserves title to all State-purchased or financed property not fully
consumed in the performance of this Agreement, unless otherwise
required by federal law or regulations or as otherwise agreed by the
parties.

Contractor shall exercise due care in the use, maintenance, protection,
and preservation of such property during the period of the project, and
shall assume responsibility for replacement or repair of such property
during the period of the project until the Contractor has complied with all
written instructions from the County regarding the final disposition of the

property.

In the event of the Contractor’'s dissolution or upon termination of this
Agreement, the Contractor shall provide a final property inventory to the
County. The County reserves the right to require the Contractor to transfer
such property to another entity or to the County.

To exercise the above right, no later than 120 days after termination of the
Agreement or notification of the Contractor’'s dissolution, the County will
issue specific written disposition instructions to the Contractor.

The Contractor shall use the property for the purpose for which it was
intended under the Agreement. When no longer needed for that use, the
Contractor shall use it, if needed, and with written approval of the County
for other purposes in this order:

1. Another OAA funded program providing the same or similar service; or
2. Another OAA funded program.

The Contractor may share use of the property and equipment or allow use
by other programs upon written approval of the County. As a condition of
the approval, the County may require reimbursement under this
Agreement for its use.

The Contractor shall not use equipment or supplies acquired under this
Agreement with federal and/or State monies for personal gain or to usurp
the competitive advantage of a privately-owned business entity.

If purchase of equipment is a reimbursement item, the equipment to be
purchased will be specified in the budget.



26. Access

The Contractor shall provide access to the federal, State or County agency, Bureau of
State Audits, the Controller General of the United States, or any of their duly authorized
federal, State, or County representative to any books, documents, papers, records, and
electronic files of the Contractor which are directly pertinent to this specific Agreement
for the purpose of audit, examination, excerpts, and transcriptions.

27. Monitoring and Evaluation

A.

Authorized State and County representatives shall have the right to monitor
and evaluate the Contractor's administrative, fiscal and program
performance pursuant to this Agreement. Said monitoring and evaluation
may include, but is not limited to, administrative processes, policies,
procedures and procurement, audits, inspections of project premises,
inspection of food preparation sites, and interviews of project staff and
participants.

The Contractor shall cooperate with the State and County in the monitoring
and evaluation processes, which include making any Administrative program
and fiscal staff available during any scheduled process.

Contractor is responsible for maintaining supporting documentation including
financial and statistical records, contracts, subcontracts, or grant
agreements monitoring reports, and all other pertinent records until an audit
has occurred and an audit resolution has been issued or unless otherwise
authorized in writing by the County.

28. Audit

A.

Contractors that expend $750,000 or more in federal funds shall arrange for
an audit to be performed as required by the Single Audit Act of 1984 (Public
Law 98-502); the Single Audit Act Amendments of 1996 (Public Law 104-
156); and 2 CFR 200.501 to 200.521 [formerly OMB Circular A-133].

A copy shall be submitted to:

Aging and Adult Services
Attn: Fiscal Department
225 37" Avenue

San Mateo, CA 94403

The copy shall be submitted within the earlier of 30 days after receipt of the
auditor’s report or nine months after the end of the audit period, whichever
occurs first, or unless a longer period is agreed to in advance by the
cognizant or oversight agency.

The Contractor shall ensure that State-funded expenditures are displayed
discretely along with the related federal expenditures in the single audit



report’s “Schedule of Expenditures of Federal Awards” (SEFA) under the
appropriate Catalog of Federal Domestic Assistance (CFDA) number
referenced in Section B of this article.

For State contracts that do not have CFDA numbers, the Contractor shall
ensure that the State-funded expenditures are discretely identified in the
SEFA by the appropriate program name, identifying grant/contract number,
and as passed through the County.

This section B applies only to Title 1I/VII.

The following closely-related programs identified by CFDA number are to be
considered as an “Other Cluster” for purposes of determining major
programs or whether a program specific audit may be elected. The
Contractor shall identify the CFDA titles and numbers to the independent
auditor conducting the organization’s single audit along with each of its
subrecipients. The funding source (Federal Grantor) for the following
programs is the U.S. Department of Health and Human Services,
Administration for Community Living.

93.041  Special Programs for the Aging — Title VII, Chapter 3 — Programs
for Prevention of Elder Abuse, Neglect, and Exploitation (Title
VIIB)

93.042 Special Programs for the Aging — Title VII, Chapter 2 — Long Term
Care Ombudsman services for Older Individuals (Title VIIA)

93.043 Special Programs for the Aging — Title Ill, Part D — Disease
Prevention and Health Promotion Services (Title IIID)

93.044  Special Programs for the Aging — Title Ill, Part B — Grants
for Supportive Services and Senior Centers (Title I1IB)

93.045 Special Programs for the Aging -- Title Ill, Part C — Nutrition
Services (Title 11IC)

93.052 National Family Caregiver Support-Title Ill, Part E

93.053  Nutrition Services Incentive Program (NSIP)

“Cluster of programs” means a grouping of closely-related programs that
share common compliance requirements. The types of clusters of programs
are research and development, student financial aid, and other clusters.
“Other clusters” are as defined by the consolidated CFR in the Compliance
Supplement or as designated by a State for federal awards provided to its
subcontractors that meet the definition of “cluster of programs.” When
designating an “other cluster,” a State shall identify the federal awards
included in the cluster and advise the subcontractors of compliance
requirements applicable to the cluster. A *“cluster of programs” shall be
considered as one program for determining major programs, as described in
2 CFR 200.501 to 200.521 [formerly OMB Circular A-133], whether a
program-specific audit may be elected. (Federal Office of Management and



Budget, [2 CFR Part 200, Subpart F Audit Requirements] [formerly OMB
Circular A-133], Audits of States, Local Governments, and Non-Profit
Organizations)

The Contractor shall perform a reconciliation of the “Financial Closeout
Report” to the audited financial statements, single audit, and general
ledgers. The reconciliation shall be maintained and made available for
County and State for review. The fiscal summary for this agreement is
included in Exhibit B.

The Contractor shall have the responsibility for resolving its contracts with
subcontractors to determine whether funds provided under this Agreement
are expended in accordance with applicable laws, regulations, and
provisions of contracts or agreements.

Contract resolution includes:

1. Ensuring that a Contractor expending $750,000 or more in federal
awards during the Contractor's fiscal year has met the audit
requirements of 2 CFR Part 200.501 to 200.521 [formerly OMB Circular
A-133] as summarized herein;

2. Issuing a management decision on audit findings within six months after
receipt of the Contractor’s single-audit report and/or other type of audit
and ensuring that the contractor takes appropriate and timely corrective
action;

3. Reconciling expenditures reported to the County to the amounts
identified in the single audit or other type of audit, if the Contractor was
not subject to the single-audit requirements. For a Contractor who was
not required to obtain a single audit and who did not obtain another type
of audit, the reconciliation of expenditures reported to the County must
be accomplished through the performing alternative procedures (e.g.,
risk assessments [2 CFR 200.331]; documented review of financial
statements; and documented expense verification, including match; etc);

4. When alternative procedures are used, the Contractor shall perform
financial management system testing which provides, in part, for the
following:

a. Accurate, current, and complete disclosure of the financial results of
each federal award or program;

b. Records that identify adequately the source and application of funds
for each federally funded activity;

c. Effective control over, and accountability for, all funds, property, and
other assets to ensure these items are used solely for authorized
purposes;

d. Comparison of expenditures with budget amounts for each federal
award,;



e. Written procedures to implement the requirements of 2 CFR
200.305;

f.  Written procedures for determining the allowability of costs in
accordance with 2 CFR Part 200, Subpart E-Cost Principles.

[2 CFR 200.302]

5. The Contractor shall document system and expense testing to show an
acceptable level of reliability, including a review of actual source
documents and;

6. Determining whether the results of the reconciliations performed
necessitate adjustment of the Contractor’'s own records.

The County shall ensure that Contractor single-audit reports meet 2 CFR
Part 200-Subpart F-Audit Requirements [formerly OMB Circular A-133]
requirements:

1. Performed timely - not less frequently than annually and a report
submitted timely. The audit is required to be submitted to the County
within 30 days after Contractor’s receipt of the auditor’s report or nine
months after the end of the audit period, whichever occurs first; [2 CFR
200.512]

2. Property procured — use procurement standards for auditor selection; [2
CFR 200.509]

3. Performed in accordance with General Accepted Government Auditing
Standards; [CFR 200.514]

4. All inclusive — includes an opinion (or disclaimer of opinion) of the
financial statements; a report on internal control related to the financial
statements and major programs; an opinion (or disclaimer of opinion) on
compliance with laws, regulations, and the provisions of contracts; and
the schedule of findings and questioned costs; [2 CFR 200.515] and

5. Performed in accordance with provisions applicable to this program as
identified in 2 CFR Part 200, Subpart F- Audit Requirements [formerly
OMB Circular A-133 Compliance Supplement].

The Contractor shall be required to include in its contract with the
independent auditor that the auditor will comply with all applicable audit
requirements/standards; the County shall have access to all audit reports
and supporting work papers, and the County has the option to perform
additional work, as needed.

A reasonably proportionate share of the costs of audits required by, and
performed in accordance with, the Single Audit Act Amendments of 1996, as
implemented by requirements of this part, are allowable. However, the
following audit costs are unallowable:

1. Any costs when audits required by the Single Audit Act and 2 CFR Part



200, Subpart F-Audit Requirements have not been conducted or have
been conducted but not in accordance therewith; and

2. Any costs of auditing a non-federal entity that is exempted from having
an audit conducted under the Single Audit Act and 2 CFR Part 200,
Subpart F-Audit Requirements because its expenditures under federal
awards are less than $750,000 during the non-federal entity’s fiscal
year.

a. The costs of a financial statement audit of a non-federal entity that
does not currently have a federal award may be included in the
indirect cost pool for a cost allocation plan or indirect cost proposal.

b. Pass-through entities may charge federal awards for the costs of
agree-upon-procedures engagements to monitor subcontractors
who are exempted from the requirements of the Single Audit Act
and 2 CFR Part 200, Subpart F-Audit Requirements. This cost is
allowable only if the agreed-upon-procedures engagements are
conducted in accordance with Generally Accepted Government
Auditing Standards (GAGAS) attestation standards; paid for and
arranged by the pass-through entity; and limited in scope to one or
more of the following types of compliance requirements; activities
allowed or unallowed; allowable costs/cost principles; eligibility; and
reporting. [2 CFR 200.425]

H. The Contractor shall cooperate with and participate in any further audits
which may be required by the County.

29. Dissolution of Entity
The Contractor shall notify the County immediately of any intention to discontinue
existence of the entity or to bring an action of dissolution.

30. Grievance Procedure

Consumers of services funded through AAS shall have the opportunity to file a written
complaint against an AAS-funded program or an employee or volunteer of that program.
All service providers must have a written grievance/complaint process for reviewing and
attempting to resolve consumer complaints. The policy shall indicate a timeframe within
which a complaint will be acknowledged. The timeframe to resolve a complaint at the
service provider level shall be no more than thirty (30) days from the date of receiving a
complaint. The written acknowledgment letter will clearly state the grievance levels
within the contracted agency. The grievance process shall include confidentiality
provisions to protect the complainant’s right to privacy. Only information relevant to the
complaint may be released to the responding party without the consent of the
complainant. The complainant has a right to remain anonymous but will need to
provide an address for written correspondence. An e-mail address is acceptable. The
grievance and complaint process shall be posted in visible and accessible areas of
each service program site. Information about the grievance process shall be delivered
in writing to homebound consumers upon intake. For areas in which a substantial




number of older adults are non-English speaking, the notification shall also be posted in
the primary language of the program participants.

Should the complaint not result in resolution at the provider level, the consumer or
his/her representative may bring the complaint to AAS. All notifications to the
complainant shall include a statement that the complainant may appeal to AAS if
dissatisfied with the result of the service provider’'s review. The levels of resolution are
as follows:

First Level: The service provider (AAS Contractor)
Second Level: The Program Services Manager over the Commissions and
Provider Services Unit

Third Level: The AAS Director
Fourth Level:  The Chief of the Health System or his/her designee
Final Level: The California Department on Aging

31. Provision of Services
A. Contractor shall take reasonable steps to ensure that “alternative
communication services” are available to non-English speaking or Limited
English Proficiency (LEP) beneficiaries of services under this Agreement at
key point of contact. Key points of contact include, but are not limited to,
telephone contacts, office visits, and in-home visits. [22 CCR 98211].

B. “Alternative communication services” include, but are not limited to, the
provision of services and programs by means of the following:

1. Interpreters or bilingual providers and provider staff;

2. Contracts with interpreter services;

3. Use of telephone interpreter lines;

4. Sharing of language assistance materials and services with other
providers;

5. Translated written information materials, including but not limited to,

enrollment information and descriptions of available services and
programs; and

6. Referral to culturally and linguistically appropriate community services
programs.

C. Contractor shall self-certify to compliance with the requirement of this
section and shall maintain the self-certification record on file at the
Contractor’s office at all times during the term of this Agreement. [22 CCR
98310]

D. Contractor shall notify its employees of clients’ rights regarding language
access and Contractor's obligation to ensure access to alternative
communication services where determined appropriate based upon the
needs assessment conducted by Contractor. [22 CCR Section 98324]



32.

Noncompliance with this section may result in suspension or termination of
funds and/or termination of this Agreement. [22 CCR 98370]

Notice to Eligible Beneficiaries of Contracted Services

The Contractor shall:

1. Designate an employee to whom initial complaints or inquiries regarding
national origin can be directed; [22 CCR 98325]

2. Make available to ultimate beneficiaries of contracted services and
programs information regarding the County’s procedure for filing a
complaint and other information regarding the provisions of Ca. Gov.
Code § 11135 et seq.; [22 CCR 98326] and

3. Notify County immediately of a complaint alleging discrimination based
upon a violation of State or Federal law. [22 CCR 98211, 98310, 98340]

Information Inteqrity and Security

A.

Information Assets

The Contractor shall have in place operational policies, procedures, and
practices to protect State information assets, (i.e. public, confidential,
sensitive and/or personal information) as specified in the State
Administrative Manual Section 5300 to 5365.3; Cal. Gov. Code § 11019.9;
DGS Management Memo 06-12; DOF Budget Letter 06-34; and CDA
Program Memorandum 07-18 Protection of Information Assets.

Information assets include (but are not limited to):

e Information collected and/or accessed in the administration of the County
programs and services; and

e Information stored in any media form, paper or electronic.

Encryption on Portable Computing Devices

The Contractor is required to encrypt data collected under this Agreement
that is confidential, sensitive, and/or personal including data stored on
portable computing devices (including but not limited to, laptops, personal
digital assistants, notebook computers, and backup media) and/or portable
electronic storage media (including but not limited to, discs and thumb/flash
drives, portable hard drives and backup media).

Disclosure

1. The Contractor shall ensure that personal, sensitive and confidential
information is protected from inappropriate or unauthorized access or
disclosure in accordance with applicable laws, regulations and State and
County policies. The requirement to protect information shall remain in
force until superseded by laws, regulations or policies.

2. The Contractor shall protect from unauthorized disclosure names and
other identifying information, concerning persons receiving services



pursuant to this Agreement, except for statistical information not
identifying any participant.

“Identifying information” shall include, but not be limited to, name,
identifying number, social security number, state driver’s license or state
identification number, financial account numbers, symbol or other
identifying characteristic assigned to the individual, such as finger or
voice print or a photograph.

The Contractor shall not use such identifying information in paragraph 3
above for any purpose other than carrying out the Contractor’s
obligations under this Agreement.

The Contractor shall not, except as otherwise specifically authorized or
required by this Agreement or court order, disclose any identifying
information obtained under the terms of this Agreement to anyone other
than the County without prior written authorization from the County. The
Contractor may be authorized, in writing, by a participant to disclose
identifying information specific to the authorizing participant.

The Contractor may allow a participant to authorize the release of
information to specific entities, but shall not request or encourage any
participant to give a blanket authorization or sign a blank release, nor
shall the Contractor accept such blanket authorization from any
participant.

Training/Education

1.

The Contractor must provide ongoing education and training, at least
annually, to all employees and subcontractors who handle personal,
sensitive or confidential information. Contractor employees,
subcontractors, and volunteers must complete the required Security
Awareness Training module located at www.aging.ca.gov within 30 days of
the start date of the Contract/Agreement or within 30 days of the start
date of any new employee, subcontractor or volunteer. The County must
maintain certificates of completion on file and provide them to the State
upon request. Training may be provided on an individual basis or in
groups. A sign-in sheet is acceptable documentation for group training in
lieu of individual certificates. If internet access is not available, a
hardcopy of the training module may be provided to employees and/or
volunteers for their completion.

The Contractor may substitute CDA’s Security Awareness Training
program with its own Security Training provided such training meets or
exceeds CDA'’s training requirement. Contractor/Vendors shall maintain
documentation of training and education provided to their staff,
volunteers, and/or subcontractors;

All employees and volunteers who handle personal, sensitive or
confidential information relation to CDA’s program must participate in
Security Awareness Training.

4. Contractor will timely and accurately complete, sign, and submit all


http://www.aging.ca.gov/

necessary documentation of compliance.
E. Health Insurance Portability and Accountability Act (HIPAA)

The Contractor agrees to comply with the privacy and security requirement
of the HIPAA to the extent applicable and to take all reasonable efforts to
implement HIPAA requirements. The Contractor will make reasonable
efforts to ensure that subcontractors comply with the privacy and security
requirement of HIPAA.

F. Contractor Confidentiality Statement

The Contractor shall sign and return a Contractor/Vendor Confidentiality
Statement CDA 1024 form with this Agreement. This is to ensure that the
Contractor/Vendors are aware of, and agree to comply with, their obligations
to protect CDA information assets from unauthorized access and disclosure.

33. Security Incident Reporting

A security incident occurs when CDA information assets are accessed, modified,
destroyed, or disclosed without proper authorization, or are lost or stolen. The
Contractor must report all security incidents to AAS immediately upon detection. A
Security Incident Report form (CDA 1025) must be submitted to the AAS within five (5)
business days of the date the incident was detected.

34. Notification of Security Breach to Data Subjects
A. Notice must be given by the Contractor to County and any data subject
whose personal information could have been breached.

B. Notice must be given in the most expedient time possible and without
unreasonable delay except when notification would impede a criminal
investigation or when necessary measures to restore system integrity are
required.

C. Notice may be provided in writing, electronically or by substitute notice in
accordance with State law, regulation or policy.

35. Software Maintenance

The Contractor shall apply security patches and upgrades and keep virus software up-
to-date on all systems on which State and County data may be used.

36. Electronic Backups

The Contractor shall ensure that all electronic information is protected by performing
regular backup of automated files and databases, and ensure the availability of
information assets for continued business. The Contractor shall ensure that any
portable electronic media used for backups is encrypted.



37.

Copyrights and Right in Data

A. Copyrights

1.

If any material funded by this Agreement is subject to copyright, the
State reserves the right to copyright such material and the Contractor
agrees not to copyright such material, except as set forth in Section B
this section.

The Contractor may request permission to copyright material by writing
to AAS. The State via AAS shall consent to or give the reason for denial
to the Contractor in writing within 60 days of receipt of the request.

If the material is copyrighted with the consent of the State, the State
reserves a royalty-free, non-exclusive, and irrevocable license to
reproduce, prepare derivative works, publish, distribute and use such
materials, in whole or in part, and to authorize others to do so, provided
written credit is given the author.

The Contractor certifies that it has appropriate systems and controls in
place to ensure that State/Federal funds will not be used in the
performance of this contract for the acquisition, operation, or
maintenance of computer software in violation of copyright laws.

B. Rightsin Data

1.

The Contractor shall not publish or transfer any materials, as defined in
the item 2 below, produced or resulting from activities supported by this
Agreement without the express written consent of AAS. That consent
shall be given or the reasons for denial shall be given and any
conditions under which it is given or denied within 30 days after the
written request is received by AAS. AAS may request a copy of the
material for review prior to approval of the request. This subsection is
not intended to prohibit contractors from sharing identifying client
information authorized by the participant or summary program
information which is not client-specific.

As used in this Agreement, the term "subject data” means writing,
sounds recordings, pictorial reproductions, drawings, designs or graphic
representations, procedural manuals, forms, diagrams, workflow charts,
equipment descriptions, data files and data processing or computer
programs, and works of any similar nature (whether or not copyrighted
or copyrightable) which are first produced or developed under this
Agreement. The term does not include financial reports, cost analyses,
and similar information incidental to contract administration, or the
information obtained under the terms of this Agreement to anyone other
than CDA without prior written authorization from CDA through AAS.
The Contractor may be authorized, in writing, by a participant to disclose
identifying information specific to the authorizing participant.



Subject only to the provisions of this section, the State may use,
duplicate, or disclose in any manner, and have or permit others to do so
subject to State and federal law all subject data delivered under this
Agreement.

Materials published or transferred by Contractor shall: (a) state “The
materials or product were a result of a project funded by a contract with
The County of San Mateo / California Department of Aging”; (b) give the
name of the entity, the address, and telephone number at which the
supporting data is available; and (c) include a statement that “The
conclusions and opinions expressed may not be those of AAS or CDA
and that the publication may not be based upon or inclusive of all raw
data.”

38. Transition Plan

A.

The Contractor shall submit a transition plan to AAS within 10 days of
delivery of a written Notice of Termination of a program funded either by Title
[Il or Title VII. Transition plan for the Ombudsman program is included in
Ombudsman Exhibit A. The transition plan must be approved by the County
and State and shall at a minimum include the following:

1.

2.

a s

Description of how clients will be notified about the change in their
service provider;

A plan to communicate with other organizations that can assist in
locating alternative services;

A plan to inform community referral sources of the pending termination
of the service and what alternatives, if any, exist for future referrals;

A plan to evaluate clients in order to assure appropriate placement;

A plan to transfer any confidential medical and client records to a new
contractor;

A plan to dispose of confidential records in accordance with applicable
laws and regulations;

A plan for adequate staff to provide continued care through the term of
the contract;

A full inventory and plan to dispose of, transfer or return to the State all
equipment purchased during the entire operation of the contract; and
Additional information as necessary to effect a safe transition of clients
to other community service providers.

Contractor shall implement the transition plan as approved by AAS. AAS will
monitor the Contractor's progress in carrying out all elements of the
transition plan.

If the Contractor fails to provide a transition plan, the Contractor will
implement a transition plan submitted by the County to the Contractor
following the Notice of Termination.



39. Emergency Preparedness
Contractor agrees to assist County in emergency planning and response by providing
County client-specific information, as requested by County.

40. Focal Point

The Contractor shall serve as a “focal point” for older individuals within the community
by maximizing, to the extent possible, the co-location and coordination of services for
older adults at its site.

41. Program Changes

Contractor agrees to inform the County of any alteration in program or service delivery
at least thirty (30) days prior to the implementation of the change, or as soon as
reasonably feasible. Notification includes, but is not limited to, service closures due to
special events, holidays, cleaning, construction, staff changes.

42. New Beginning Coalition

Contractors are encouraged to actively participate in the New Beginning Coalition
meetings. Participation in such meetings is a consideration in evaluating providers’
contract performances.

43. Additional Notice Reqguirements

Any notice given to the County for the Contractor's change of legal name, main
address, or name of Director shall be addressed to the Director of AAS on the
Contractor’s letterhead.

44. General Definitions

1. “CCR” means California Code of Regulations.

2. "CFR” means Code of Federal Regulations.

“DUNS” Data Universal Numbering System means the nine-digit number

established and assigned by Dun and Bradstreet, Inc. to uniquely identify

business entities.

“Cal. Gov. Code” means California Government Code.

“HSC” means California Health and Safety Code.

“PC” means California Probate Code.

“OMB” means Office of Management and Budget.

“PCC” means the Public Contract Code.

“Reimbursable item” also means “allowable cost” and "compensable item”.

0. “State” means the State of California and the California Department of

Aging (CDA) interchangeably.

11. “Contractor” means the legal entity that receives funds from the County to
carry out part of a federal award identified in this Agreement.

12. “Contract” means any form of legal agreement between the County and the
Contractor, including an agreement that the Contractor considers a
contract, including vendor type Agreements that provide for the provision of
goods or services under this Agreement.
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EXHIBIT A
LEGAL AID SOCIETY OF SAN MATEO COUNTY
FY 2015-16 DESCRIPTION OF SERVICES

Contractor shall operate the following Older Americans Act (OAA) and County funded
program(s): Legal Assistance, Family Caregiver Support Program Access Assistance,
Clients’ Rights Advocacy, and Kids in Crisis. Services described in this Exhibit A reflect
program performance requirements (units of service) during fiscal year July 1, 2015
through June 30, 2016. These programs shall operate in accordance with the California
Department of Aging (CDA) and/or State licensing regulations and the standards and
requirements established by Aging and Adult Services (AAS) of San Mateo County.

Program Definitions

Program Requirements means Title Ill program requirements found in the OAA
(42 U.S.C. 3001-3058); Code of Federal Regulations (45 CFR 1321); California
Code of Regulations (22 CCR 7000 et seq.), and CDA Program Memoranda.

Title 1lIB (Supportive Services) means a variety of services including, but not
limited to: personal care, homemaker, chore, adult day health care, case
management, assisted transportation, transportation, legal assistance, information
and assistance, outreach, and long-term care ombudsman advocacy, as defined in
the National Aging Programs Information Systems (NAPIS) categories and National
Ombudsman Reporting System (NORS). [OAA 8321(a)].

Priority Services for Title IlIB means those services associated with access to
services (transportation, outreach, information and assistance and case
management); in-home services including supportive services such as respite and
visiting, for families of older individuals who are victims of Alzheimer’s disease and
related disorders involving neurological and organic brain dysfunction; and legal
assistance.

Individuals with Severe Disability(ies) means a person with a severe, chronic
disability attributable to mental or physical impairment, that is likely to continue
indefinitely and results in substantial functional limitation in three or more major life
activities. [OAA 8102(a)(48)]

Assurances

1. Contractor shall not require proof of age, citizenship, or disability as a
condition of receiving services.

2.  Any Title lll and Title VII service shall not implement a Cost Sharing
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program unless so notified by the County.

The Contractor assures that voluntary contributions shall be allowed and
may be solicited in accordance with the following requirement [OAA 8§
315(b)]:

a. Means tests shall not be used by any Contractor for any Title Il or
Title VII Services;

b. Services shall not be denied to any Title 1ll or Title VII client that
does not contribute toward the cost of the services received;

c. Methods used to solicit voluntary contributions for Title Il and
Title VII services shall be non-coercive;

d. Each service provider will:

(1) Provide each recipient with an opportunity to voluntarily
contribute to the cost of the service;

(2) Clearly inform each recipient that there is no obligation to
contribute and that the contribution is purely voluntary;

(3) Protect the privacy and confidentiality of each recipient with
respect to the recipient’s contribution or lack of contribution;

4) Establish appropriate procedures to safeguard and account
for all contributions;

(5) Donation letters may not resemble a bill or a statement [OAA
§315(b)]; and

(6) Individual client's donations shall not be tracked by
accounts receivable [OAA 8315(b)(4)(C)].

An individual's receipt of services under the In-Home Supportive
Services Program shall not be the sole cause for denial of any services
provided by the AAA or its contractors.

Contractor shall agree to distribute any needs assessment(s) or feedback
surveys provided by the County. Surveys are to be returned to the
County for data collection and analysis.

Contractor agrees to participate in the monitoring of the use of federal
and State funds. Onsite program monitoring will be conducted every two
years for all programs except Title 11IC-1 and Title IlIC-2, which must be
conducted every year. Onsite fiscal monitoring must be conducted every
two years for all programs including Title [lIC-1 and Title 1IC-2.

Program monitoring may occur more frequently if determined by AAS as
beneficial to the integrity of program requirement compliance. Contractor
agrees to provide requested programmatic and administrative
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documentation and the availability of key staff as part of the contract
monitoring process.

Contractor agrees to offer services throughout the twelve-month contract
period, unless prior written approval is received from AAS.

LEGAL ASSISTANCE PROGRAM

A.

Assurances Specific to Legal Services Providers (LSPs)

In accordance with OAA §731, the Contractor shall assure that the following
conditions are met:

1.

LSPs will coordinate with state-designated providers of Long-Term
Care Ombudsman services by developing and executing a
memorandum of understanding which will address conflict of interest,
provision of legal advice, procedures for referral and other technical
assistance;

LSPs may provide direct legal assistance to residents of the long-
term care facilities where the clients are otherwise eligible and services
are appropriate;

Where both legal and ombudsman services are provided by the same
agency, providers must develop and follow policies and procedures to
protect the integrity, resources, and confidentiality of both programs;
LSPs may assist the State in providing legal representation to the
ombudsman program when an ombudsman or the program is named
as a party or witness, in a subpoena, civil suit or other legal action
challenging the performance of the official duties of the ombudsman;
LSPs are to coordinate with the local Legal Services Corporation (LSC)
program, if the provider is not an LSC-funded program;

LSPs are to coordinate with the network of other service providers,
including but not limited to, other LSPs, LTC ombudsman, Health
Insurance Counseling and Advocacy Program, senior information and
assistance, Adult Protective Services, law enforcement, case
management services and focal points;

LSPs are to coordinate legal assistance activities with the statewide
Hotline and private Bar, including groups within the private Bar
furnishing services to older individuals on a pro bono or reduced fee
basis; and

LSPs are to use the Uniform Reporting System revised by CDA in
July 2013 to collect data on legal services provided.

LSP Staff expectations
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Each program is expected to provide access, at no cost, to legal
assistance by attorneys licensed and in good standing to practice law in
the State of California. Law students, paralegals, paralegal interns,
attorneys not licensed in California, and lay advocates may provide
legal assistance under the direct supervision of a licensed attorney or
as otherwise permitted by California law. Each program is required to
carry adequate malpractice insurance in accordance with CDA
requirements.

Program staff are expected to have experience and training or propose
a plan for obtaining the necessary training in the priority subject areas
of law in which they are providing services.

Program advocates are encouraged each year to attend training being
provided or sponsored by the State relevant to the subject areas of
legal assistance.

Other Provider expectations

1.

Assist the State and the AAA in developing and amending a model
monitoring tool to ensure consistency in the delivery of legal services
and that LSPs are providing priority legal services to meet the local
needs of the targeted population groups.

Refer clients, as necessary, to other appropriate agencies or
organizations for services.

Not condition access to the provision of Title 111-B funded legal
assistance to any person 60 years of age or older solely on his/her level
of income. See 42 U.S.C. 8§ 3030c-2(b)(3). However, a LSP may
guestion the client about financial circumstances as part of the process
of providing legal advice, counsel and representation, and also for the
purpose of identifying additional financial resources to which the client
may be entitled, and to assist in targeting its resources to provide
services to clients with greatest social or economic needs. See 45
C.F.R. § 1321.71(e).

Demonstrate the ability to provide legal assistance in the primary
language(s) spoken by clients. See 45 C.F.R. § 1321.71(c)(5).

Coordinate with the local Legal Services Corporation (LSC) program, if
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the provider is not a LSC-funded program. See 42 U.S.C. 8§
3027(a)(11)(B).

6. Coordinate legal assistance activities with the private Bar including
groups within the private Bar furnishing services to older individuals on
a pro bono or reduced fee basis. See 42 U.S.C. § 3027(a)(11)(A)(iii).

7. Have ready access to relevant legal authorities for all appropriate staff,
including relevant federal, state, and local laws, manuals for relevant
government programs, and relevant support center manuals.

8. Have in place written procedures for case intake, acceptance and
rejection.

9. Develop and follow a protocol and a program policy for referral of fee
generating cases consistent with the OAA Regulations. See 45 C.F.R.
§ 1321.71(9).

Coordination with the Long-Term Care Ombudsman Program

The LSP and ombudsman operating within the PSA are expected to develop
a Memorandum of Understanding (MOU) which will outline their respective
roles and responsibilities, mechanisms for appropriate referral to the LSP and
other coordination issues. Sample MOUs can be provided by the State upon
request.

1. LSPs will coordinate with state-designated providers of Long-Term
Care Ombudsman services by developing and executing a
memorandum of understanding which will address conflict of interest,
provision of legal advice, procedures for referral and other technical
assistance.

2. LSPs may provide direct legal assistance to residents of the long-term
care facilities where the clients are otherwise eligible and services are
appropriate.

3. LSPs may provide legal consultation to the ombudsman program only
in instances where there is a civil suit or other legal action involving a
LTCF resident and an ombudsman or the program is called as a
withness or has been subpoenaed. LSPs shall not provide legal
representation to the ombudsman program. Representation of the
ombudsman program is the responsibility of the State as described in
Section X.B.4, “Assure that the primary focus of the LSP is to deliver
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high quality, high-impact, cost-effective services designed to address
the unmet legal needs of vulnerable older people throughout the
relevant planning and service area.”

Other Coordination Expectations

1.

LSPs are to coordinate with the network of other service providers,
including but not limited to other LSPs, HICAP, senior information and
assistance, APS, law enforcement, and case management services,
within the limits of confidentiality.

LSPs and the State are to emphasize improved communication and
sharing of knowledge and resources as part of the statewide LSP
community for the benefit of all California seniors. This may include
regular communication among LSPs via listserv, on phone calls, and at
periodic in-person meetings.

LSPs and a statewide or regional senior legal hotline, if available, will
coordinate services with each other to maximize benefits to clients in
keeping with local needs and conditions.

Ethical Guidelines for Providers

1.

LSPs must maintain confidentiality in accordance with relevant law and
professional codes.

LSPs must abide by the California Rules of Professional Conduct, the
State Bar Act (Cal. Bus. & Prof. Code § 6000, et seq.) and any other
statutes or canons governing the practice of law or the treatment of
confidential information in California.

LSPs shall develop and make available to the AAAs and the State
Legal Services Developer a program policy on conflicts of interest
related to outside employment and client representation.

LSPs are to exercise all reasonable efforts to avoid conflicts of interest
among clients in accordance with the California Rules of Professional
Responsibility, and identify alternate sources of legal assistance for
clients who cannot be assisted by the provider.

LSPs are to make the best effort to clearly identify who is the
prospective client and to educate the client or prospective client and
other interested parties presenting the client’'s concerns and aging
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services communities about the potential conflict.
DEFINITIONS

Abuse -the willful:  (a) infliction of injury, unreasonable confinement,
intimidation, or cruel punishment with resulting physical harm, pain, or mental
anguish; or (b) deprivation by a person, including a caregiver, of goods or
services that are necessary to avoid physical harm, mental anguish or mental
illness. See 42 U.S.C. § 3002(1).

Accessible — the practical availability of legal services to the target
population groups.

Adult Protective Services (APS) — those preventive and remedial activities
performed on behalf of elders and dependent adults who are unable to
protect their own interest, harmed or threatened with harm, caused physical
or mental injury due to the action or inaction of another person or their own
action as a result of ignorance, illiteracy, incompetence, mental limitation,
substance abuse or poor health, lacking in adequate food, shelter or clothing,
exploited of their income and resources, or deprived of entitlement due them.
See Cal. Welf. & Inst. Code § 15610.10.

Advance Directive — a document executed under the California Health Care
Decisions Act (Cal. Prob. Code 88 4600-4805) designating an agent for
making health care decisions in case of the principal’'s incapacity and or
expressing the principal’s health care and related choices.

Americans with Disabilities Act — a federal remedial statute designed to
eliminate discrimination against individuals with disabilities and to integrate
individuals with disabilities in all areas of society.

Area Agency on Aging — the agency on aging designated in a planning and
service area to develop and administer the area plan for a comprehensive
and coordinated system of services for older people. See 42 U.S.C. §
3025(b).

Community Legal Education — An essential system of outreach to inform
elders, other service providers and concerned parties of the legal rights of
older people in community education forums, which will vary based on the
literacy, sophistication, predominant language, available resources, and
geographic dispersion of clients. Community legal education is specifically
discussed in Standard 3.6 of the “ABA Standards for the Provision of Civil
Legal Aid,” where it is described as an important tool for providers and which
is available from the State Legal Services Developer.

Conservatorship — a court proceeding to appoint a manager for the financial
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affairs and/or the personal care of an adult who is either physically or
mentally unable to handle either or both.

Legal Assistance — (a) means legal advice and representation provided by
an attorney to older individuals with economic or social needs; and (b)
includes — (i) to the extent feasible, counseling or other appropriate
assistance by a paralegal or law student under the direct supervision of an
attorney; and (ii) counseling or representation by a nonlawyer where
permitted by law. See 42 U.S.C. 8 3002(33). Direct legal assistance may be
provided face-to-face, by telephone, or by electronic communication and
includes, but is not limited to, advice and consultation, litigation,
administrative representation, brief services, preparing legal documents and
pro se assistance.

Direct Supervision — oversight of the provision of services by a professional
licensed to provide such services, so as to ensure appropriate quality and
scope of services. Direct supervision necessarily includes, but is not limited
to, a substantial degree of personal review of work product, and availability to
respond to questions from the persons being supervised.

Exploitation — (a) the fraudulent or otherwise illegal, unauthorized, or
improper act or process of an individual, including a caregiver or fiduciary,
that uses the resources of an older individual for monetary or personal
benefit, profit, or gain, or that results in depriving an older individual of rightful
access to, or use of, benefits, resources, belongings, or assets; (b) In
subparagraph (a), the term "caregiver' means an individual who has the
responsibility for the care of an older individual, either voluntarily, by contract,
by receipt of payment for care, or as a result of the operation of law and
means a family member or other individual who provides (on behalf of such
individual or of a public or private agency, organization, or institution)
compensated or uncompensated care to an older individual. See 42 U.S.C. §
3002(18).

Greatest economic need — the need resulting from an income level at or
below 125% of the current official Federal Poverty Guideline amounts,
consistent with financial eligibility policies of the Legal Services Corporation
and the Uniform Reporting System for California. See 45 C.F.R § 1611.3.
This includes exceptions to the income ceiling for those at 200% or less of the
Federal Poverty Guidelines amounts in certain circumstances as enumerated
in the Legal Services Corporation regulations. Id. at § 1611.5. (Providers may
also take the California Elder Economic Security Index into account, as Area
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Agencies do during their mandated planning process when identifying those
in greatest economic need. See Cal. Welf. & Inst. Code § 9400.)

Greatest social need — the need caused by non-economic factors, which
include:

(A) physical and mental disabilities;

(B) language batrriers, and

(C) cultural, social or geographical isolation, including isolation caused by
race or ethnicity, sexual orientation or gender identity, or housing status or
mobility issue that:
0] restricts the ability of an individual to perform normal daily tasks;
(i) or threatens the capacity of the individual to live independently.

Legal Services Provider (LSP) — an entity that is funded to deliver legal
services to older people pursuant to the OAA. Note that this definition shall
include any OAA Title IV funded hotline, should one exist.

Legal Services Corporation (LSC) — a private, non-membership nonprofit
corporation, that provides financial support for legal assistance in non-
criminal proceedings or matters to people financially unable to afford legal
assistance. See 42 U.S.C. § 2996b(a).

Long Term Care Ombudsman Program — a program established by the
OAA using State-certified paid and volunteer ombudsman representatives
and volunteers who advocate on behalf of residents of long-term care
facilities (and potentially individuals receiving long term services and supports
in the community) to seek remedies for both individual and systemic issues,
and investigate complaints of elder abuse within these facilities. See 42
U.S.C. § 3058g.

Medi-Cal — California’'s Medicaid, the federal and state program of medical
assistance for needy and low-income people.

Medicare — a federal health insurance program administered by the Centers
for Medicare & Medicaid Services (CMS) in the Department of Health and
Human Services. that is available regardless of income. Most people 65
years of age or older and certain disabled or blind people, regardless of age,
are covered.

Monitoring Tool — instrument used to provide specific information about
legal services, including staffing, targeting, intake and outreach. Monitoring
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tools should include components that enable AAAs and providers to assess
contractual compliance, ensure consistency with these Guidelines, evaluate
the quality and impact of programs, and review program goals and outcomes.

Older Americans Act of 1965 (OAA) — a federal Act to provide assistance in
the development of new or improved programs to help older people, through
grants to states for community planning and services and for training, through
research, development, or training project grants, and to establish within the
Department of Health and Human Services an operating agency to be
designated as the Administration on Aging (Note that the Administration on
Aging is now a part of the Administration for Community Living, established in
April 2012 by bringing together the Administration on Aging, the Office on
Disability and the Administration on Developmental Disabilities and is part of
the Department of Health and Human Services). See 42 U.S.C. § 3001 et
seq.

Outreach — the process of informing potential clients regarding legal
information, legal issues, available services and how to access those
services. This may include specific information about available services or
general education on legal and other relevant issues. Outreach is the key to
implementing the targeting and priority setting goals in the OAA. Outreach
may also include communication with other organizations or agencies that
serve elders targeted under the OAA, such as APS, law enforcement, and
community organizations.

Paralegal — a person who is qualified by education, training, or work
experience, who either contracts with, or is employed by, an attorney, law
firm, corporation, governmental agency, or other entity, and who performs
substantial legal work under the direction and supervision of an active
member of the State Bar of California.

Planning and Service Area — a geographic area that is designated for
purposes of planning, development, delivery, and overall administration of
services under an area plan. See 42 U.S.C. § 3025.

Program Staff — includes attorneys, law students, paralegals or unlicensed
attorneys, lay advocates, and legal secretaries acting under the supervision
of a licensed attorney or as provided by California law, who are employed by
a legal services provider and whose primary job duties concern providing
legal services to target populations pursuant to the OAA.

State Legal Service Developer — a person whose position is mandated by
the OAA and whose mission providing state leadership in a) developing legal
assistance programs for older people (42 U.S.C. § 3027(a)(13)), and b)
securing and maintaining legal rights of older persons (42 U.S.C. § 3058).
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State Unit on Aging — the California Department of Aging, which administers
programs that serve older adults, including legal services programs,
administers funds allocated under the federal OAA and the Older Californians
Act; referred to throughout this document as “the State.”

Targeting — the requirement in the OAA that services reach older people with
greatest economic and social need, with particular attention to low-income
individuals, low-income minority individuals, older individuals residing in rural
areas, with limited English proficiency, with severe disabilities (physical
and/or mental), isolated because of sexual orientation or gender identity, at
risk for institutional placement, or other isolated older individuals.

Units of Service

July 1, 2015 through June 30, 2016: Contractor agrees to provide 3,561
hours of Title 11IB legal assistance.

Unit Definitions

Legal Assistance means legal advice, counseling and/or representation by
an attorney or other person acting under the supervision of an attorney.

Unit of Service: One hour (reported in increments of 15 minutes) (a non-
registered service)

FAMILY CAREGIVER SUPPORT PROGRAM (FCSP) CARING FOR THE
ELDERLY

A.

Program Requirements

Contractor agrees to:

1. Program Requirements means requirements found in the OAA, Title
[ll, Part E, Sections 371 through 374; OAA 42 USC Section 3001-3058,
Code of Federal Regulations (CFR) (45 CFR XIll, 1321); Title 22,
California Code of Regulations (CCR), Section 7000 et seq., and
Department Program Memoranda.

2. Priority Services for Title Ill E means services provided to caregivers
who care for older individuals with Alzheimer’'s disease and related
disorders with neurological and organic brain dysfunction, and to
grandparents or older individuals, who are relative caregivers, who care
for children with severe disabilities. [OAA 372(b)(1)-(2)]
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3.

Family Caregiver” is used interchangeably with “informal caregiver”.
“Informal” means that the care is not provided as part of a public or
private formal service program.

A Family Caregiver provides care without pay. FCSP funds cannot be
used to pay the Family Caregiver a stipend or salary for providing care.
FCSP funds may be used to pay another family member or friend to
provide respite care or supplemental services to the Family Caregiver.

The broader term “Caregiver” as defined in Title I, Section 102(18)(B)
of the OAA is not applicable to Title Il of the OAA since it also means
an individual who—voluntarily or because of compensation—has
responsibility for the care of an older individual and is providing this
care on behalf of the Family Caregiver or on behalf of a public or
private agency or organization.

An Older Individual Receiving Care (Care Receiver) is defined as
one who is 60 years of age or older, or an individual (of any age) with
Alzheimer’s disease or a related disorder with neurological and organic
brain dysfunction [Title Ill, Part, A Section 302(3); Title I, Section
102(40)]. Family Caregivers cannot receive FCSP-funded respite and
supplemental services specified in paragraph 8 of this section unless
the Care Receiver meets the more restrictive eligibility criteria specified
in Title 11, Part E, Section 373 (c) (1) (B) of the OAA and the definition
of "frail" in OAA Section 102 (22), which requires that the Care
Receiver is unable to perform at least two activities of daily living [i.e.,
human assistance is needed for eating, toileting, walking,
transferring infout of bed or chair, bathing, dressing] or requires
substantial supervision due to a cognitive or other mental impairment.

Individual with Severe Disabilities means a person with a severe,
chronic disability attributable to mental or physical impairment, that is
likely to continue indefinitely and results in substantial functional
limitation in three or more of major life activities:

Self-care

Receptive and language

Learning

Mobility

Self-direction

Capacity Independent Living

Economic self-sufficiency

Cognitive functioning

Emotional adjustment

TT@Tmoao0oTw
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10.

Title Il E (FCSP) is defined in Title Ill, Part E, Section 373(b) as
support services that include (1) information to caregivers, potential
caregivers, and those who may assist caregivers about available
services; (2) assistance to caregivers in gaining access to the services;
(3) individual counseling, organization of support groups, and caregiver
training (individual or group) to assist the caregivers in the areas of
health, nutrition, and financial literacy, and in making decisions and
solving problems relating to their caregiving roles; (4) respite care to
enable caregivers to be temporarily relieved from their caregiving
responsibilities; and (5) supplemental services, on a limited basis, to
complement the care provided by caregivers. In accordance with Title
lll, Part E, Section 373(e) (1), the CDA has established for the five
support service categories additional service standards that must be
met. These standards are documented in the FCSP Service Matrix,
which the CDA publishes periodically, as necessary.

In providing FCSP services to a family caregiver, or a grandparent
or older individual who is a relative caregiver, priority shall be given for
services under OAA, Sections 372(b) and 373(c)(2) to:

a. Family Caregivers of older individuals 60 years of age or older [as
defined in OAA, Section 102(a)(40)] with Alzheimer’s disease and
related disorders with neurological and organic brain dysfunction;

b. Grandparents or other older relatives 55 years of age or older
caring for children with severe disabilities; and

c. Family Caregivers and Grandparents or relative caregivers 60
years of age or older [as defined in OAA, Section 102(40)] with
greatest social need, with greatest economic need, and with
particular attention to low- income individuals.

Contractor shall make use of trained volunteers to expand the
provision of FCSP activities in accordance with Title Ill, Part E, Section
373(d) of the OAA.

Funds made available under Title Ill E shall be budgeted and
expended in accordance with the five federal support service
components specified in Title Ill, Part E, Section 373(b) of the OAA;
and distinguished between “caregiver” and “grandparent” support
services, as required for National Aging Programs Information Systems
(NAPIS).

Contractor agrees to:

Comply with the data standards of CDA that will be reported
through the California Aging Reporting System (CARS)
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Registered Services means data collection and reporting requirement
including unduplicated client counts by characteristic, units of service,
including in some cases ADLS/IADLs (see Service Categories and
Data Dictionary document). Registered Services are client specific data
using participant identification numbers for each client.

Non-Registered Services are services where it is not practical to
collect client specific information or where requiring the client to
register may serve as a barrier to receiving a service (see Service
Categories and Data Dictionary document).

Contractors will be required to collect and document specific caregiver
and care receiver data elements required for AAS.

CARS is the web-based system that is capable of providing the State
with client-level data of services provided. The system allows the
State to compare service utilization patterns. Providers of the FCSP
will not be required to submit data directly into the CARS system.
AAS will submit data from the AAS Q system to the State via CARS.
Providers will be required to collect and document the specific
client—level data elements required for AAS. Attachment F is the
current data element requirements from the State. Data elements that
are identified as required for FCSP in the column titled
“Required/Optional for Reporting” will be required for FCSP.

Units of Service

July 1, 2015 through June 30, 2016: Contractor agrees to provide 335
contacts of FCSP Category 4: Access Assistance.

Unit Definitions

Category 4: Access Assistance — Caring for the Elderly
Unit of Service: One contact (a non-registered service)

Caregiver Outreach means an FCSP Access Assistance service involving
interventions (one-on-one contacts with individuals) initiated by an agency

or provider for the purpose of identifying caregivers and encouraging their use
of existing caregiver support services (e.g., Caregiver InfoVan staff contacts
outside of local market).

Caregiver Information and Assistance means an FCSP Access
Assistance service that:
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1. Provides caregivers with information on services available within the

communities, including caregiver information related to assistive
technology and caring for older individuals at risk for institutional
placement;

2. Links caregivers to the services and opportunities that are available

within the communities; and

3. To the maximum extent practicable, establishes adequate follow-up

procedures (caregiver may remain anonymous and refuse follow-up

contact).

a. Provides caregivers with information on services available within
the communities, including caregiver information related to
assistive technology and caring for older individuals at risk for
institutional placement;

b. Links caregivers to the services and opportunities that are
available within the communities; and

c. To the maximum extent practicable, establishes adequate follow-
up procedures (caregiver may remain anonymous and refuse
follow-up contact).

Caregiver Interpretation/Translation means an FCSP Access Assistance
service for the provision of bilingual communication assistance to a
caregiver in order to access assistance and receive support for his or her
caregiving responsibilities (e.g., staff interpreting dialogue between
caregiver and care consultant staff translating an elder’s prescription drug
label for his caregiver).

Caregiver Legal Resources means an FCSP Access Assistance service
involving one-to-one guidance provided by an attorney (or person under the
supervision of an attorney) in the use of legal resources and services when
assisting a caregiver with caregiver-related legal issues.

KIDS IN CRISIS PROGRAM

A.

Program Requirements

1. Provide a staff attorney who will provide legal representation,

assistance, and advocacy to children with disabilities and their families.

2. Provide kids in crisis program services by the staff attorney;

services to include, but not be limited to:

a. Resource, referral, and phone advocacy services;
b. Direct legal representation, intervention, and advocacy services;
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and
C. Workshops and group trainings (community education)

3. Service units to be reported on the Management Information System
(MIS) for Legal Services.

B. Units of Service

July 1, 2015 through June 30, 2016: Contractor agrees to provide 225
units of legal services for children with disabilities and their families and 7
units of community education.

C. Unit Definitions

Kid's In Crisis Legal Assistance means legal advice, counseling and/or
representation by an attorney or other person acting under the supervision of
an attorney.

Unit of Service: One hour

IV.  CLIENTS’ RIGHTS ADVOCATE PROGRAM

A. Program Requirements

Contractor agrees to:

1. Provide a staff attorney who will devote one-half time to providing
legal representation, assistance, and advocacy to persons with
disabilities, and

2. Provide clients’ rights advocacy services by the staff attorney; services
to include, but not be limited to:

a. Resource, referral, and phone advocacy services;

b. Direct legal representation, intervention, and advocacy services;
and

c. Workshops and group trainings (community education).

3. Service units to be reported on the Management Information System (MIS)
for Legal Services.

B. Units of Service

July 1, 2015 through June 30, 2016: Contractor agrees to provide 225
units of clients’ rights advocate services and 7 units of community education.
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Unit Definitions

Client's Rights Advocate Legal Assistance means legal advice, counseling
and/or representation by an attorney or other person acting under the
supervision of an attorney.
Unit of Service: One hour
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EXHIBIT B
LEGAL AID SOCIETY OF SAN MATEO COUNTY
FY 2015-16 FISCAL SUMMARY

Contractor shall operate the following Older Americans Act (OAA) and County funded
program(s): Legal Assistance, Family Caregiver Support Program Access Assistance,
Clients’ Rights Advocacy, and Kids in Crisis. Services described in this Exhibit B reflect
program funding and payment method during fiscal year July 1, 2015 through June 30,
2016. This program shall operate in accordance with the California Department of Aging
(CDA) and/or state licensing regulations, applicable federal laws, and the standards and
requirements established by Aging and Adult Services (AAS) of San Mateo County.

Federal funds shall not be used to pay for costs, to meet cost sharing, or matching
requirements of any other federally funded program, unless the program specifically allows
for such activity. Contractor shall not submit claims or demands or otherwise collect from
an additional funding source for a service where a “Comprehensive Basic Daily Rate” of
reimbursement is being applied.

l. CLIENTS’ RIGHTS ADVOCATE PROGRAM

July 1, 2015 through June 30, 2016: AAS will pay Contractor in consideration of
Clients’ Rights Advocate Program services rendered $22,000 in County General
Funds.

The maximum reimbursement for the Clients’ Rights Advocate Program in County
General TWENTY TWO THOUSAND DOLLARS ($22,000).

. FAMILY CAREGIVER SUPPORT PROGRAM (FCSP) CARING FOR THE
ELDERLY

July 1, 2015 through June 30, 2016: AAS will pay Contractor in consideration of
FCSP Category 4: Access Assistance services rendered $17,823 in Title [lIE OAA
funding.

The maximum reimbursement for the FCSP in Title IlIE OAA funding during the
contract term July 1, 2015 through June 30, 2016 shall not exceed SEVENTEEN
THOUSAND EIGHT HUNDRED TWENTY THREE DOLLARS ($17,823).

1. KIDS IN CRISIS PROGRAM

July 1, 2015 through June 30, 2016: AAS will pay Contractor in consideration of
Kids in Crisis Program services rendered $33,000 in County General funding.

The maximum reimbursement for the Kids in Crisis Program in County General
Funds during the contract term July 1, 2015 through June 30, 2016 shall not exceed
THIRTY THREE THOUSAND DOLLARS ($33,000).
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LEGAL ASSISTANCE PROGRAM

July 1, 2015 through June 30, 2016: AAS will pay Contractor in consideration of
Legal Assistance Program services rendered $64,107 in Title 11IB OAA funding.

The maximum reimbursement for the Legal Assistance Program in Title 11IB OAA
funding during the contract term July 1, 2015 through June 30, 2016, shall not
exceed SIXTY FOUR THOUSAND ONE HUNDRED SEVEN DOLLARS ($64,107).

COUNTY GENERAL FUNDS FOR GENERAL PROGRAM SUPPORT

July 1, 2015 through June 30, 2016: AAS will pay Contractor in consideration of
general program support $17,390 in County General Funds.

The maximum reimbursement for general program support in County General Funds
during the contract term July 1, 2015 through June 30, 2016, shall not exceed
SEVENTEEN THOUSAND THREE HUNDRED NINETY DOLLARS ($17,390).

Contractor agrees to the following:

A. Contractor shall expend all funds received hereunder in accordance with this
Agreement;

B. Contractor is responsible for covering the cost of all components of each
program outlined above and shall be reimbursed for actual expenditures on the
approved budget for each program;

C. The final date to submit a budget revision is April 15 of the contract period
unless otherwise specified by the County;

D. Reimbursement Calculation — The total reimbursement amount is calculated
based on the following formula: Actual Expenditure minus (-) Total Revenue
(Matching and Non-Matching Contributions and Project Income) equals (=)
Total Reimbursement amount.

If the Contractor prefers to have the reimbursement amount equally spread
throughout the contract year, this can be achieved by utilizing the
reimbursement formula indicated above, as long as the total reimbursement
amount does not exceed the total cost of the services rendered during the
period indicated on the invoice; and

Reimbursement for the nutrition programs will be according to the
Reimbursement Calculation above not by service unit (meals). All Contractors
agree to work toward meeting the service unit targets each month throughout
the entire year;
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Any reimbursement for authorized travel and per diem shall be at rates not to
exceed those amounts paid by the State in accordance with Department of
Personnel Administration’s rules and regulations;

e Mileage -
http://www.calhr.ca.gov/employees/Pages/travel-personal-vehicle.aspx
e Per Diem (meals and incidentals) -
http://www.calhr.ca.gov/employees/Pages/travel-meals.aspx
e Lodging -
http://www.calhr.ca.gov/employees/Pages/travel-lodging-
reimbursement.aspx

This is not to be construed as limiting the Contractor from paying any
differences in costs, from funds other than those provided by the County,
between the Department of Personnel Administration rates and any rates the
Contractor is obligated to pay under other contractual agreements. No travel
outside the State of California shall be reimbursed unless prior written
authorization is obtained from the County. [2 CCR 599.615 et seq.];

The Contractor agrees to include these requirements in all contracts it enters
into with subcontractors to provider services pursuant to this Agreement;

AAS reserves the right to refuse payment to the Contractor or disallow costs for
any expenditure, as determined by AAS to be: out of compliance with this
Agreement, unrelated or inappropriate to contract activities, when adequate
supporting documentation is not present, or where prior approval was required
but not requested nor granted;

Contractor shall maintain accounting records for funds received under the
terms and conditions of this Agreement. These records shall be separate from
those for any other funds administered by the Contractor, and shall be
maintained in accordance with Generally Accepted Accounting Principles and
Procedures and the Office of Management and Budget (OMB) Uniform
Administrative Requirements, Cost Principles, and Audit Requirements for
Federal Awards; [2 CFR, Part 200]

Contractor shall meet the following standards for its financial management
systems, as stipulated in [45 CFR 92.20] (governmental) or [45 CFR 74.21]
(non-profits) as well as those stipulated in [2 CFR 200.302] financial
management:
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Financial Reporting;

Accounting Records;

Complete Disclosure;

Source Documentation;

Internal Control,

Budgetary Control;

Cash Management (written procedures); and
Allowable Costs (written procedures);

Actual Expenditures means the allowable costs occurring during each
month’s billing cycle;

Matching Contributions mean local cash and/or in-kind contributions by the
Contractor, subcontractor, or other local resources that qualify as match for the
contract funding. Matching contributions are:
e Cash and/or in-kind contributions may count as match, if such
contributions are used to meet program requirements;
e Any matching contributions (cash or in-kind) must be verifiable from the
records of the Contractor or subcontractor; and
e Matching contributions must be used for allowable costs in accordance
with the Office of Management and Budget (OMB) cost principles.

1. The required minimum program matching contributions for Title Il B, 11l
C, and Illl D is 10.53 percent.

2. The required minimum program matching contributions for Title Il E is
25 percent.

3. Minimum matching requirements are calculated on net costs, which are
total costs less program income, non-matching contributions, and State
funds.

4. Program matching contributions for Title 1l B, Il C, and Ill D can be

pooled to meet the minimum requirement of 10.53.

5. Matching contributions generated in excess of the minimum required are
considered overmatch.

6. Program overmatch from Title 1l B, Il C, or lll D cannot be used to meet
the program match requirement for Il E.

In-kind Contributions mean the value of non-cash contributions donated to
support the project or program (e.g. property, service, etc.);

Non-Matching Contributions mean local funding that does not qualify as
matching contributions and/or is not being budgeted as matching contributions.
(e.q., federal funds, overmatch, etc.);
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Program Income means revenue generated by the Contractor from contract-
supported activities. Program income includes income earned from license
fees and royalties for copyrighted material, patents, patent applications,
trademarks, and inventions produced with contract funds; voluntary
contributions received from a participant or responsible party as a result of
services; income from usage or rental fees of real or personal property
acquired with grant funds or funds provided under this Agreement, proceeds
from sale of items fabricated under a contract agreement;

Program Income

1. Must be reported and expended under the same terms and conditions
as the program funds from which it is generated.

2. Must be used to pay for current allowable costs of the program in the
same fiscal year that the income was earned.

3. For Title Il B, Il C, 1ll D, lll E, VIl Ombudsman, and VII Elder Abuse
Prevention programs, Program Income must be spent before contract
funds (except as noted in 4) and may reduce the total amount of
contract funds payable to the Contractor.

4. For Title 11l B, Il C, Il D, Il E, VII Ombudsman, and VII Elder Abuse
Prevention programs, if Program Income is earned in excess of the
amount reported in the Area Plan Budget (CDA 122), the excess amount
may be deferred for use in the first quarter of the following contract
period, which is the last quarter of the federal fiscal year.

5. If Program Income is deferred for use it must be used by the last day of
the federal fiscal year, and reported when used.

6. Program Income may not be used to meeting the matching requirements
of this Agreement.

7. Must be used to expand baseline services.

Indirect Costs means costs incurred for a common or joint purpose benefiting
more than one cost objective and not readily assignable to the cost objective
specifically benefited, without effort disproportionate to the results achieved.

1. The maximum reimbursement amount allowable for indirect costs is ten
percent (10%) of the Contractor's direct costs, excluding in-kind
contributions and nonexpendable equipment. Indirect costs exceeding
the ten percent (10%) maximum may be budgeted as in-kind and used
to meet the minimum matching requirements.
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2. Contractors requesting reimbursement for indirect costs shall retain on
file an approved indirect cost rate or an allocation plan documenting the
methodology used to determine the indirect costs.

3. For major Institutes of Higher Education and major nonprofit
organizations, indirect costs must be classified within two broad
categories: “Facilities” and “Administration.” “Facilities is defined as
depreciation on buildings, equipment and capital improvement, interest
on debt associated with certain buildings, equipment and -capital
improvements, and operations and maintenance expenses.
“Administration” is defined as general administration and general
expenses such as the director’s office, accounting, personnel and all
other types of expenditures not listed specifically under on one of the
subcategories of “Facilities” (including cross allocations from other
pools, where applicable). [2 CFR 200.414]

A mid-year review, scheduled for January 2016, will require a reconciliation of
year-to-date outcomes. Based on these outcomes, a budget revision may be
required.

Submit client intake forms as appropriate, monthly program reports, and
invoices by the tenth (10") of each month. Upon notification from AAS, the
Contractor must correct inaccurate invoices and corresponding reports in order
to receive reimbursement. Invoices must reflect the provision of services and
the usage of funds each month throughout the entire contract period.
Corrections must be made within five (5) working days. Invoices submitted
more than two months past the month of service may not be reimbursed.
Invoice(s) for June 2016 will be due by July 7, 2016, to facilitate timely
payment.

Offer services throughout the twelve-month contract period, unless prior written
approval is received from AAS.

Invoices must reflect the provision of services and the usage of funds each
month throughout the entire contract period.

Submit a single closing report of expenses with supporting documentation for
each program by July 22, 2016.

Documentation should include the following:

e General ledger of expenditures for the contracted program;
Applicable payroll register;
Lease agreements and allocation percentage for rent cost;
Equipment invoices;
Vendor invoices for large purchases; and
CDA 32 form — Report of property furnished/purchased.
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The maximum reimbursement for contracted services between San Mateo County
AAS and the Legal Aid Society of San Mateo County is $81,930 in OAA funds and
$72,390 in County General Funds for general program support for a total amount of
ONE HUNDRED FIFTY FOUR THOUSAND THREE HUNDRED TWENTY
DOLLARS ($154,320) for the contract term July 1, 2015 through June 30, 2016.
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CARS (CA-GetCare) File Specifications

Last Revised: 1/28/2011

ATTACHMENT F

Instructions: Each section represents a separate tab delimited flat file (five total). Respond to each data element in order. Most fields have defined values to ensure consistency (please see the worksheet labeled "Lookup

Tables" for these values). No blank values should be submitted, unless explicitly allowed per these specifications. To reduce file errors and rejections, we request that AAAs not include any labels in the data file (i.e. headers

such as "Participant ID", "Birth Date", "First Enrollment Date", etc.). Submitted client identifiers will be stored in an encrypted database and will not be accessible by any CDA staff.

Cumulative Submission Rule: AAAs should submit cumulative data with each submission as follows:

The first submission will contain Q1 data.
The second submission will contain Q1 and Q2 data.
The third submission will contain Q1, Q2, and Q3 data.

The fourth (and final) submission will contain Q1, Q2, Q3, and Q4 data (i.e. data for the entire fiscal year).
Note: This cumulative submission process will allow you to correct previously submitted data without adjusting old files. For example, if you realize that your first submission omitted 10 home delivered meals, simply include
these counts in your second submission. The CARS system will automatically adjust Q1 numbers accordingly.

Ten Day Approval Rule: Once an Area Agency on Aging receives notification that their submission has “"passed," they will have 10 working days to review and approve a summary of their data in the CARS system. If a AAA
does not approve their submission within 10 working days, CDA will have the option to view these data. Note: If you realize that you uploaded incomplete and/or incorrect data that does not match the information in your local

software, please make any necessary corrections to your files and resubmit them within 10 working days from the original submission. If you know that the data uploaded do not reflect actual service and/or client counts (for
example, due to a contracted provider not collecting one or more required data elements) but does accurately reflect all available information, "approve” your data as usual but note this discrepancy in the "comments" box.

Client/Caregiver File*

Required/Optional for
System

Required/Optional for
Reporting

Data Type/Format

Comments

Participant ID Required by System R:RegSrvsFCSP ** INTEGER Unique identifier for each participant assigned by your system.
First Name Required by System Optional ** TEXT

Last Name Required by System Optional ** TEXT

Middle Name Required by System Optional ** TEXT

Birth Date Required by System R:RegSrvsFCSP ** YYYY-MM-DD When missing, submit value of "0000-00-00" or "0" for this field.
Social Security Number Required by System Optional ** TEXT, ##H-t#-#it# If only last four digits are recorded, enter xxx-xx-####
Address Line 1 Required by System Optional ** TEXT

Address Line 2 Required by System Optional ** TEXT

City Required by System Optional ** TEXT

Zip code Required by System R:RegSrvsFCSP ** HHHHH OF HHHHH-

Home Phone Number Required by System Optional ** (- HHHEEEEE # for numbers, E for extension

Other Phone Number Required by System Optional ** (HHHH)HHHH-HHHHEEEEE # for numbers, E for extension

Rural Designation*** Required by System R:RegSrvsFCSP ** INTEGER Refer to Lookup Tables Sheet Col A,B
Gender*** Required by System R:RegSrvsFCSP ** INTEGER Refer to Lookup Tables Sheet Col C,D
Race*** Required by System R:RegSrvsFCSP ** INTEGER Refer to Lookup Tables Sheet Col E,F
Ethnicity*** Required by System R:RegSrvsFCSP ** INTEGER Refer to Lookup Tables Sheet Col G,H
Poverty Status*** Required by System R:RegSrvsFCSP ** INTEGER Refer to Lookup Tables Sheet Col 1,J
Living Arrangement*** Required by System R:RegSrvsFCSP ** INTEGER Refer to Lookup Tables Sheet Col K,L
Employment Status*** Required by System R:FCSP Only ** INTEGER Refer to Lookup Tables Sheet Col M,N
Relationship Status*** Required by System R:FCSP Only ** INTEGER Refer to Lookup Tables Sheet Col O,P
ADL: Eating*** Required by System R:RegSrvs Cluster 1 ** INTEGER Refer to Lookup Tables Sheet Col S/T
ADL: Bathing*** Required by System R:RegSrvs Cluster 1 ** INTEGER Refer to Lookup Tables Sheet Col S/T
ADL: Toileting*** Required by System R:RegSrvs Cluster 1 ** INTEGER Refer to Lookup Tables Sheet Col S/T
ADL: Transferring in/out of bed/chair *** Required by System R:RegSrvs Cluster 1 ** INTEGER Refer to Lookup Tables Sheet Col S/T
ADL: Walking*** Required by System R:RegSrvs Cluster 1 ** INTEGER Refer to Lookup Tables Sheet Col S/T
ADL: Dressing*** Required by System R:RegSrvs Cluster 1 ** INTEGER Refer to Lookup Tables Sheet Col S/T
ADL: Grooming*** Required by System MSSP INTEGER Refer to Lookup Tables Sheet Col S/T
IADL: Meal Preparation*** Required by System R:RegSrvs Cluster 1 ** INTEGER Refer to Lookup Tables Sheet Col S/T
IADL: Shopping*** Required by System R:RegSrvs Cluster 1 ** INTEGER Refer to Lookup Tables Sheet Col S/T
IADL: Medication Management*** Required by System R:RegSrvs Cluster 1 ** INTEGER Refer to Lookup Tables Sheet Col S/T
IADL: Money Management*** Required by System R:RegSrvs Cluster 1 ** INTEGER Refer to Lookup Tables Sheet Col S/T
IADL: Using Telephone*** Required by System R:RegSrvs Cluster 1 ** INTEGER Refer to Lookup Tables Sheet Col S/T
IADL: Heavy Housework*** Required by System R:RegSrvs Cluster 1 ** INTEGER Refer to Lookup Tables Sheet Col S/T
IADL: Light Housework*** Required by System R:RegSrvs Cluster 1 ** INTEGER Refer to Lookup Tables Sheet Col S/T
IADL: Transportation*** Required by System R:RegSrvs Cluster 1 ** INTEGER Refer to Lookup Tables Sheet Col S/T
IADL: Stair Climbing*** Required by System MSSP INTEGER Refer to Lookup Tables Sheet Col S/T
IADL: Mobility Indoors*** Required by System MSSP INTEGER Refer to Lookup Tables Sheet Col S/T
IADL: Mobility Outdoors*** Required by System MSSP INTEGER Refer to Lookup Tables Sheet Col S/T
IADL: Laundry*** Required by System MSSP INTEGER Refer to Lookup Tables Sheet Col S/T
Person at Nutritional Risk*** Required by System R:CsM, HDM, CgM, NC**** |INTEGER Refer to Lookup Tables Sheet Col UV

* CLIENT means an individual receiving AAA services with Title Ill B-
D, VIl b funds. Client also means a CARE RECEIVER whose
Caregiver receives AAA services with Title Ill E funds. CAREGIVER
means an individual receiving AAA services with Title Il E funds.

** For CAREGIVER/CARE RECEIVER ADL/IADL and other
reauirements see: FCSP REFERENCE GUIDE WORKSHEET.

*** REFER TO LOOKUP TABLE 1

**% PERSON AT NUTRITIONAL RISK: Case
Management (CsM), Home Delivered Meals (HDM),
Congregate Meals (CgM), and Nutritional Counseling
(NC).

Key:

R = Required

RegSrvs = Registered NAPIS Services

FCSP = Family Caregiver Support Program

SUM = Summary Data per NAPIS, no ADL/IADLs
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CARS (CA-GetCare) File Specifications ATTACHMENT F

Last Revised: 1/28/2011

Instructions: Each section represents a separate tab delimited flat file (five total). Respond to each data element in order. Most fields have defined values to ensure consistency (please see the worksheet labeled “"Lookup
Tables" for these values). No blank values should be submitted, unless explicitly allowed per these specifications. To reduce file errors and rejections, we request that AAAs not include any labels in the data file (i.e. headers
such as "Participant ID", "Birth Date", "First Enrollment Date", etc.). Submitted client identifiers will be stored in an encrypted database and will not be accessible by any CDA staff.

Cumulative Submission Rule: AAAs should submit cumulative data with each submission as follows:

The first submission will contain Q1 data.

The second submission will contain Q1 and Q2 data.

The third submission will contain Q1, Q2, and Q3 data.

The fourth (and final) submission will contain Q1, Q2, Q3, and Q4 data (i.e. data for the entire fiscal year).
Note: This cumulative submission process will allow you to correct previously submitted data without adjusting old files. For example, if you realize that your first submission omitted 10 home delivered meals, simply include
these counts in your second submission. The CARS system will automatically adjust Q1 numbers accordingly.

Ten Day Approval Rule: Once an Area Agency on Aging receives notification that their submission has “"passed," they will have 10 working days to review and approve a summary of their data in the CARS system. If a AAA
does not approve their submission within 10 working days, CDA will have the option to view these data. Note: If you realize that you uploaded incomplete and/or incorrect data that does not match the information in your local
software, please make any necessary corrections to your files and resubmit them within 10 working days from the original submission. If you know that the data uploaded do not reflect actual service and/or client counts (for
example, due to a contracted provider not collecting one or more required data elements) but does accurately reflect all available information, "approve” your data as usual but note this discrepancy in the "comments" box.

Enrollment File

Required/Optional for Required/Optional for

X DEC F t
System Reporting ata Type/Formal Comments

Unique identifier for each participant assigned by your system. This
should correspond to the Internal Participant ID from the Client File.
If ID is missing, record will be discarded by system, with the
Participant ID Required by System R-RegSrvsFCSP INTEGER exception of Non-Registered services.

Unique identifier (as assigned by your system) of the provider for
which the units belong. This ID corresponds to the provider ID in the
Service Provider File, Service Units File and Caregiver Relationshp
Provider ID Required by System R-RegSrvsFCSP INTEGER File (if reporting a caregiver).

Unique identifier for each service delivered by each provider
assigned by your system in which the participant is enrolled in the
fiscal year. This ID corresponds to the Service ID in the Service
Provider File, Service Units File, and Caregiver Relationship File
Service ID Required by System R-RegSrvsFCSP INTEGER (assigned to a CAREGIVER service).

The very first time the participant enrolled in the service (e.g., John
Smith first started receiving services from Mow HDM on 8/1/2004).
This is the first ever service date. This is used to determine the
number of new participants receiving services each year for NAPIS
First ever service date Required by System R-RegSrvsFCSP YYYY-MM-DD reporting.

The first service date for the participant in the current fiscal year for
First service current fiscal year Required by System R-RegSrvsFCSP YYYY-MM-DD the specific service.

The date on which the participant stopped receiving a service from a
provider in the current fiscal year. This is valid only for those
participants that did not receive services throughout the entire fiscal

End service date/Deactivation date (if available) Required by System R-RegSrvsFCSP YYYY-MM-DD year.

Reason for deactivation* Reguired by System R-RegSrvsFCSP INTEGER Refer to Lookup Tables Sheet Col W,X

* REFER TO LOOKUP TABLE 1 Key: NOTE:
R = Required Estimated Count of Client Served in Non-Registered services may be
RegSrvs = Registered NAPIS Services manually entered into CARS.

FCSP = Family Caregiver Support Program
SUM = Summary Data per NAPIS, no ADL/IADLs
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CARS (CA-GetCare) File Specifications ATTACHMENT F

Last Revised: 1/28/2011

Instructions: Each section represents a separate tab delimited flat file (five total). Respond to each data element in order. Most fields have defined values to ensure consistency (please see the worksheet labeled “"Lookup
Tables" for these values). No blank values should be submitted, unless explicitly allowed per these specifications. To reduce file errors and rejections, we request that AAAs not include any labels in the data file (i.e. headers
such as "Participant ID", "Birth Date", "First Enrollment Date", etc.). Submitted client identifiers will be stored in an encrypted database and will not be accessible by any CDA staff.

Cumulative Submission Rule: AAAs should submit cumulative data with each submission as follows:

The first submission will contain Q1 data.

The second submission will contain Q1 and Q2 data.

The third submission will contain Q1, Q2, and Q3 data.

The fourth (and final) submission will contain Q1, Q2, Q3, and Q4 data (i.e. data for the entire fiscal year).
Note: This cumulative submission process will allow you to correct previously submitted data without adjusting old files. For example, if you realize that your first submission omitted 10 home delivered meals, simply include
these counts in your second submission. The CARS system will automatically adjust Q1 numbers accordingly.

Ten Day Approval Rule: Once an Area Agency on Aging receives notification that their submission has “"passed," they will have 10 working days to review and approve a summary of their data in the CARS system. If a AAA
does not approve their submission within 10 working days, CDA will have the option to view these data. Note: If you realize that you uploaded incomplete and/or incorrect data that does not match the information in your local
software, please make any necessary corrections to your files and resubmit them within 10 working days from the original submission. If you know that the data uploaded do not reflect actual service and/or client counts (for
example, due to a contracted provider not collecting one or more required data elements) but does accurately reflect all available information, "approve” your data as usual but note this discrepancy in the "comments" box.

Service Units File

Required/Optional for Required/Optional for

X DEC F t
System Reporting ata Type/Formal Comments

Unique identifier for each participant assigned by your system. This
should correspond to the Internal Participant ID from the Client file. If
ID is missing, record will be discarded by system, with the exception
of Non-Registered services. A NULL (i.e. blank) value is acceptable
Participant ID Required by System R-RegSrvsFCSP INTEGER in this field when entering service units for non-registered services.

Unique identifier (as assigned by your system) of the provider for
which the units belong. This ID corresponds to the provider ID in the
Service Provider File, Enrollment File and Caregiver Relationshp File
Provider ID Required by System R-RegSrvsFCSP INTEGER (if reporting units for a caregiver).

Unique identifier for each service delivered by each provider
assigned by your system in which the participant is enrolled in the
fiscal year. This ID corresponds to the Service ID in the Service
Provider File, Enroliment File, and Caregiver Relationship File

Service ID Required by System R-RegSrvsFCSP INTEGER (assigned to a CAREGIVER setrvice).
Reporting Month (reported quarterly, but by individual month) Required by System R-RegSrvsFCSP INTEGER, 1-12 Month for which the service units are recorded
Reporting year Required by System R-RegSrvsFCSP INTEGER, YYYY Year for which the service units are recorded
Specify unit of service from look-up Table AA (report hours as whole
Unit name* Required by System R-RegSrvsFCSP TEXT numbers only).

Total units of service delivered to participant in the month/year
indicated. When reporting services for Non-Registered services you

Quantity Required by System R-RegSrvsFCSP INTEGER may also manually enter aggregate units directly in CARS.
* REFER TO LOOKUP TABLE 1 Key:
R = Required

RegSrvs = Registered NAPIS Services
FCSP = Family Caregiver Support Program
SUM = Summary Data per NAPIS, no ADL/IADLs
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CARS (CA-GetCare) File Specifications ATTACHMENT F

Last Revised: 1/28/2011

Instructions: Each section represents a separate tab delimited flat file (five total). Respond to each data element in order. Most fields have defined values to ensure consistency (please see the worksheet labeled “"Lookup
Tables" for these values). No blank values should be submitted, unless explicitly allowed per these specifications. To reduce file errors and rejections, we request that AAAs not include any labels in the data file (i.e. headers
such as "Participant ID", "Birth Date", "First Enrollment Date", etc.). Submitted client identifiers will be stored in an encrypted database and will not be accessible by any CDA staff.

Cumulative Submission Rule: AAAs should submit cumulative data with each submission as follows:

The first submission will contain Q1 data.

The second submission will contain Q1 and Q2 data.

The third submission will contain Q1, Q2, and Q3 data.

The fourth (and final) submission will contain Q1, Q2, Q3, and Q4 data (i.e. data for the entire fiscal year).
Note: This cumulative submission process will allow you to correct previously submitted data without adjusting old files. For example, if you realize that your first submission omitted 10 home delivered meals, simply include
these counts in your second submission. The CARS system will automatically adjust Q1 numbers accordingly.

Ten Day Approval Rule: Once an Area Agency on Aging receives notification that their submission has “"passed," they will have 10 working days to review and approve a summary of their data in the CARS system. If a AAA
does not approve their submission within 10 working days, CDA will have the option to view these data. Note: If you realize that you uploaded incomplete and/or incorrect data that does not match the information in your local
software, please make any necessary corrections to your files and resubmit them within 10 working days from the original submission. If you know that the data uploaded do not reflect actual service and/or client counts (for
example, due to a contracted provider not collecting one or more required data elements) but does accurately reflect all available information, "approve” your data as usual but note this discrepancy in the "comments" box.

Service-Provider File

Required/Optional for Required/Optional for

X DEC F t
System Reporting ata Type/Forma Comments

Name of the provider offering the Title Ill-funded service in which the
Provider name Required by System R-RegSrvsFCSP TEXT participant is enrolled in the fiscal year (e.g., Meals on Wheels)

Unique identifier (as assigned by your system) of the provider for
which the units belong. This ID corresponds to the provider ID in the
Enrollment File, Service Units File and Caregiver Relationshp File (if
Provider ID Required by System R-RegSrvsFCSP INTEGER reporting a caregiver).

Name of the specific service offered by the provider (e.g., Meals on
Wheels, Home Delivered Meals). Each service is specific to a
Service name Required by System R-RegSrvsFCSP TEXT service type.

Unique identifier for each service delivered by each provider
assigned by your system in which the participant is enrolled in the
fiscal year. This ID corresponds to the Service ID in the Service
Units File, Enroliment File, and Caregiver Relationship File (assigned

Service ID Required by System R-RegSrvsFCSP INTEGER to a CAREGIVER service).
Program Type ID* Required by System R-RegSrvsFCSP INTEGER Refer to Lookup Tables Sheet Col Y, Z
Minority Provider* Required by system R-RegSrvsFCSP INTEGER Refer to Lookup Tables Sheet Col Q, R
Is AAA the Provider?* Required by system R-RegSrvsFCSP INTEGER Refer to Lookup Tables Sheet Col Q, R
* REFER TO LOOKUP TABLE 1 Key:

R = Required

RegSrvs = Registered NAPIS Services
FCSP = Family Caregiver Support Program
SUM = Summary Data per NAPIS, no ADL/IADLs
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CARS (CA-GetCare) File Specifications ATTACHMENT F

Last Revised: 1/28/2011

Instructions: Each section represents a separate tab delimited flat file (five total). Respond to each data element in order. Most fields have defined values to ensure consistency (please see the worksheet labeled “"Lookup
Tables" for these values). No blank values should be submitted, unless explicitly allowed per these specifications. To reduce file errors and rejections, we request that AAAs not include any labels in the data file (i.e. headers
such as "Participant ID", "Birth Date", "First Enrollment Date", etc.). Submitted client identifiers will be stored in an encrypted database and will not be accessible by any CDA staff.

Cumulative Submission Rule: AAAs should submit cumulative data with each submission as follows:

The first submission will contain Q1 data.

The second submission will contain Q1 and Q2 data.

The third submission will contain Q1, Q2, and Q3 data.

The fourth (and final) submission will contain Q1, Q2, Q3, and Q4 data (i.e. data for the entire fiscal year).
Note: This cumulative submission process will allow you to correct previously submitted data without adjusting old files. For example, if you realize that your first submission omitted 10 home delivered meals, simply include
these counts in your second submission. The CARS system will automatically adjust Q1 numbers accordingly.

Ten Day Approval Rule: Once an Area Agency on Aging receives notification that their submission has “"passed," they will have 10 working days to review and approve a summary of their data in the CARS system. If a AAA
does not approve their submission within 10 working days, CDA will have the option to view these data. Note: If you realize that you uploaded incomplete and/or incorrect data that does not match the information in your local
software, please make any necessary corrections to your files and resubmit them within 10 working days from the original submission. If you know that the data uploaded do not reflect actual service and/or client counts (for
example, due to a contracted provider not collecting one or more required data elements) but does accurately reflect all available information, "approve” your data as usual but note this discrepancy in the "comments" box.

Caregiver Relationship File

Required/Optional for Required/Optional for

X DEC F t
System Reporting ata Type/Forma Comments

Insert the appropriate Internal Participant ID from the Client File for
this individual. If ID is missing, record will be discarded by system,
with the exception of Non-Registered services. A NULL (i.e. blank)
value is acceptable in this field when entering service units for non-
Caregiver (use Participant ID) Required by System R-FCSP Only INTEGER registered services.

Insert the appropriate Internal Participant ID from the Client File for
Care Receiver (use Participant ID) Required by System R-FCSP Only INTEGER this individual. If ID is missing, record will be discarded by system.

Caregiver Relationship* Required by System R-FCSP Only INTEGER Refer to Lookup Tables Sheet Col AB, AC

Unique identifier for the FCSP provider assigned by your system.
This ID corresponds to the provider ID in the Enroliment File, Service
Provider ID Required by System R-FCSP Only INTEGER Units File and Caregiver Relationshp File (if reporting a caregiver).
Unique identifier (as assigned by your system) of the CAREGIVER
service for which the units belong. This ID corresponds to a service
ID in the Service Provider File. There is no Service ID requirement

Service ID Required by System R-FCSP Only INTEGER for the CARE RECEIVER.
* REFER TO LOOKUP TABLE 1 Key:
R = Required

RegSrvs = Registered NAPIS Services
FCSP = Family Caregiver Support Program
SUM = Summary Data per NAPIS, no ADL/IADLs
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Last Revised: 1/28/2011

CARS (CA-GetCare) Look Up Table 1

AB
RURAL

VALUE **

C,D
GENDER
VALUE **

E.F
RACE
VALUE **

G,H
ETHNICITY
VALUE**

1,J

POVERTY STATUS

VALUE **

K,L

VALUE**

M,N
LIVING ARRANGEMENT EMPLOYMENT STATUS
VALUE **

ID (R-RegSrvsFCSP)

ID (R-RegSrvsFCSP)

D

(R-RegSrvsFCSP)

ID (R-RegSrvsFCSP)

ID (R-RegSrvsFCSP)

ID (R-RegSrvsFCSP)

ID

(R-FCSP Only)

** REFER TO: FCSP REFERENCE GUIDE WORKSHEET

1 |Rural 1 Female 1 |White 1 |NotHispanic/Latino |1 |Ator Below 100% FPL |1 |Alone 1 |Fulltime
2 |Urban 2 Male 2 | Amer. Indian or Alaska Native |2 | Hispanic / Latino 2 |Above 100% FPL 2 |Not Alone 2 |Part-time
3 | Declined to State 3 | Declined to State 30 | Chinese 3 |Declined to State 3 |Declined to State 3 |Declined to State 3 |Retired
0 |Missing 0 |Missing 31 | Japanese 0 |Missing 0 |Missing 0 |Missing 4 Unemployed
32 | Filipino 5 |Declined to State
33 | Korean 0 |Missing
34 | Vietnamese
35 | Asian Indian
36 | Laotian
37 | Cambodian
38 | Other Asian
4 | Black or African American
50 | Guamanian
51 | Hawaiian
52 | Samoan
53 | Other Pacific Islander
6 |Other Race
7 | Multiple Race
8 |Declined to State
0 | Missing
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Last Revised: 1/28/2011

CARS (CA-GetCare) Look Up Table 1
O,P Q,R S, T [VAY W, X

RELATIONSHIP STATUS PROVIDER FILE ADL/IADL NUTRITIONAL RISK REASON FOR DEACTIVATION

VALUE ** VALUE ** VALUE ** VALUE ** VALUE**
ID (R-FCSP Only) ID (R-RegSrvsFCSP) |p (R-RegSrvsClstrlFCSP) ID (R-RegSrvsFCSP) ID (R-RegSrvsFCSP)

1 |Single (Never Married) 1 |Yes 1 |Independent 1 |Yes 1 IN/A (Active)
2 |Married 2 No 2 |Verbal Assistance 2 |No Deactivated
3 |Domestic Partner 3 |Some Human Help 3 |Declined to State 2 Deceased
4 | Separated 4 | Lots of Human Help 0 | Missing 3 Moved out of Service Area
5 |Divorced 5 |Dependent 4 No Longer Desires Services
6 |Widowed 6 |Declined to State '5 No Longer SNF Certifiable
7 |Declined to State 0 |Missing 6 No Longer Medi-Cal Eligible
0 |Missing Key to ADL/IADL 7 Institutionalization
1 Can perform a task without 8 High Cost of Services
human assistance. 9 No Longer MSSP Eligible
2 Requires verbal prompting to 10 | Won't Follow Care Plan
begin or complete a task. 11 | On Hold
3 Requires some physical 12 ; Service No Longer Needed
assistance to perform a task. 13 | Past Active
4 Requires substantial 14 | On Waiting List
assistance to perform a task. 15 i Other Reason
5 Totally dependent on another 0 iMissing

person to perform a task.
Or as default, report only three
levels: 1, 3, or 5 (and O - missing).
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Last Revised: 1/28/2011

CARS (CA-GetCare) Look Up Table 1

Y,Z AA AB,AC
PROGRAM TYPE UNIT OF SERVICE* CAREGIVER RELATIONSHIP
VALUE**
VALUE (R-FCSP Only)

1 NAPIS -Personal Care R-RegSrvs Client Specific Hour 1 |Husband
2 NAPIS -Homemaker R-RegSrvs Client Specific Hour 2  |Wife
3 NAPIS -Chore R-RegSrvs Client Specific Hour 3 | Domestic Partner
4 NAPIS -Home Delivered Meals R-RegSrvs Client Specific Meal 4 |Son/Son-in-Law
1518 |NAPIS-Home Delivered Meals Non-Registered Aggregated Meal 5 |Daughter/Daughter-in-Law
5 NAPIS -Adult Day Care/Health R-RegSrvs Client Specific Hour 6 |Grandparent
6 NAPIS -Case Management R-RegSrvs Client Specific Hour 7 |Other Relative
7 NAPIS -Congregate Meals R-RegSrvsSum Client No ADL/IADL Meal 8 |Non-Relative
1519 |NAPIS-Congregate Meals Non-Registered Aggregated Meal 9 |Declined to State
8 NAPIS -Nutrition Counseling R-RegSrvsSum Client No ADL/IADL Session per Participant |0 |Missing
9 NAPIS -Assisted Transportation R-RegSrvsSum Client No ADL/IADL One-way Trip
10 NAPIS -Transportation Non-Registered Aggregated One-way Trip
11 NAPIS -Legal Assistance Non-Registered Aggregated Hour
12 NAPIS -Nutritional Education Non-Registered Aggregated Session per Participant
13 NAPIS -Information and Assistance Non-Registered Aggregated Contact
14 NAPIS -Outreach Non-Registered Aggregated Contact
1525 |NAPIS -Health Promotion Non-Registered Aggregated Contact

"OTHER" NAPIS SERVICES
1520 |NAPIS - Alzheimer's Day Care Services Non-Registered Aggregated Day of Attendance
1521 |NAPIS - Cash/Material Aid Non-Registered Aggregated Assistance
1522 |NAPIS - Community Education Non-Registered Aggregated Activity
1523 |NAPIS - Comprehensive A 1t Non-Registered Aggregated Hour
1524 |NAPIS - Disaster Preparedness Materials Non-Registered Aggregated Product
1526 |NAPIS - Elder Abuse Prevention, Education and Training Non-Registered Aggregated Session
1527 |NAPIS - Elder Abuse Prevention Educational Materials Non-Registered Aggregated Product
1528 |NAPIS - Employment Non-Registered Aggregated Activity
1529 |NAPIS - Health Non-Registered Aggregated Hour
1530 |NAPIS - Housing Non-Registered Aggregated Hour
1531 |NAPIS - Interpretation/ Translation Non-Registered Aggregated Contact
1532 |NAPIS - Mobility Management Activities Non-Registered Aggregated Hour
1533 |NAPIS - Medication Management Non-Registered Aggregated Contact
1534 |NAPIS - Mental Health Non-Registered Aggregated Hour
1535 |NAPIS - Peer Counseling Non-Registered Aggregated Hour
1536 |NAPIS - Personal Affairs Assistance Non-Registered Aggregated Contact
1537 |NAPIS - Personal/Home Security Non-Registered Aggregated Product
1538 |NAPIS - Public Information Non-Registered Aggregated Activity
1539 |NAPIS - Registry Non-Registered Aggregated Hour
1540 |NAPIS - Residential Repairs/Modifications Non-Registered Aggregated Modification
1541 |NAPIS - Respite Care Non-Registered Aggregated Hour
1542 |NAPIS - Senior Center Activities Non-Registered Aggregated Hour
1543 |NAPIS - Telephone Reassurance Non-Registered Aggregated Contact
1544 |NAPIS - Visiting Non-Registered Aggregated Hour

NAPIS FCSP CAREGIVER CARING FOR ELDERLY
111 NAPIS FCSP-Information Services -Public Information on Caregiving Non-Registered Aggr (Caring for Elderly) Activity
112 NAPIS FCSP-Information Services -Community Education on Caregiving Non-Reg Aggr (Caring for Elderly) Activity
121 NAPIS FCSP-Access Assistance -Caregiving Information and Assistance Non-Reg Aggr (Caring for Elderly) Contact
122 NAPIS FCSP-Access Assistance -Caregiver Outreach Non-Registered Aggregated (Caring for Elderly) Contact
123 NAPIS FCSP-Access Assistance- Caregiver Interpretation/Translation Non-Reg Aggr (Caring for Elderly) Contact
124 NAPIS FCSP-Access Assistance -Caregiver Legal Resources Non-Reg Aggr (Caring for Elderly) Contact
131 NAPIS FCSP-Support Services -Caregiver A 1t R-RegSrvs Client Specific (Caring for Elderly) Hour
132 NAPIS FCSP-Support Services -Caregiver Counseling R-RegServs Client Specific (Caring for Elderly) Hour
133 NAPIS FCSP-Support Services -Caregiver Peer Counseling R-RegServs Client Specific (Caring for Elderly) Hour
134 NAPIS FCSP-Support Services -Caregiver Support Groups R-RegServs Client Specific (Caring for Elderly) Hour
135 NAPIS FCSP-Support Services -Caregiver Training R-RegSrvs Client Specific (Caring for Elderly) Hour
136 NAPIS FCSP-Support Services -Caregiver Case Management R-ReqSrvs Client Specific (Caring for Elderly) Hour
141 NAPIS FCSP-Respite Care -Respite In-Home Supervision R-RegSrvs Client Specific (Caring for Elderly) Hour
142 NAPIS FCSP-Respite Care -Respite Hc ker Assi 1ce R-RegSrvs Client Specific (Caring for Elderly) Hour
143 NAPIS FCSP-Respite Care -Respite In-Home Personal Care R-RegSrvs Client Specific (Caring for Elderly) Hour
144 NAPIS FCSP-Respite Care -Respite Home Chore R-ReqSrvs Client Specific (Caring for Elderly) Hour
145 NAPIS FCSP-Respite Care -Respite Out-of-Home Day Care R-RegSrvs Client Specific (Caring for Elderly) Hour
146 NAPIS FCSP-Respite Care -Respite Out-of-Home Overnight Care R-RegSrvs Clnt Spec (Caring for Elderly) Hour
1501 |NAPIS FCSP-Supplemental Services -Assistive Devices for Caregiving R-RegSrvs CS (Caring for Elderly) Occurrence
1502 |NAPIS FCSP-Supplemental Services -Home Adaptations for Caregiving R-RegSrvs CS (Caring for Elderly) Occurrence
1503 |NAPIS FCSP-Supplemental Services -Caregiving Services Registry R-RegServs Client Spc (Caring for Elderly) Occurrence
1506 |NAPIS FCSP-Supplemental Services -Caregiving Emergency Cash/Material Aid R-RegSrvs CS (Caring for Elderly) Occurrence

NAPIS FCSP GRANDPARENT CARING FOR CHILD
1545 |NAPIS FCSP-Information Services -Public Information on Caregiving Non-Registered Aggr (Caring for Child) Activity
1546 |NAPIS FCSP-Information Services -Community Education on Caregiving Non-Reg Aggr (Caring for Child) Activity
1547 |NAPIS FCSP-Access Assistance -Caregiving Information and Assistance Non-Reg Aggr (Caring for Child) Contact
1548 |NAPIS FCSP-Access Assistance -Caregiver Outreach Non-Registered Aggregated (Caring for Child) Contact
1549 |NAPIS FCSP-Access Assistance- Caregiver Interpretation/Translation Non-Reg Aggr (Caring for Child) Contact
1550 |NAPIS FCSP-Access Assistance -Caregiver Legal Resources Non-Reg Aggr (Caring for Child) Contact
1551 |NAPIS FCSP-Support Services -Caregiver A 1t R-ReqSrvs Client Specific (Caring for Child) Hour
1552 |NAPIS FCSP-Support Services -Caregiver Counseling R-RegServs Client Specific (Caring for Child) Hour
1553 |NAPIS FCSP-Support Services -Caregiver Peer Counseling R-RegServs Client Specific (Caring for Child) Hour
1554 |NAPIS FCSP-Support Services -Caregiver Support Groups R-RegServs Client Specific (Caring for Child) Hour
1555 |NAPIS FCSP-Support Services -Caregiver Training R-RegSrvs Client Specific (Caring for Child) Hour
1556 |NAPIS FCSP-Support Services -Caregiver Case Management R-RegSrvs Client Specific (Caring for Child) Hour
1557 |NAPIS FCSP-Respite Care -Respite In-Home Supervision R-RegSrvs Client Specific (Caring for Child) Hour
1558 |NAPIS FCSP-Respite Care -Respite Hc Assi 1ce  R-RegSrvs Client Specific (Caring for Child) Hour
1559 |NAPIS FCSP-Respite Care -Respite In-Home Personal Care R-RegSrvs Client Specific (Caring for Child) Hour
1560 |NAPIS FCSP-Respite Care -Respite Home Chore R-RegSrvs Client Specific (Caring for Child) Hour
1561 |NAPIS FCSP-Respite Care -Respite Out-of-Home Day Care R-RegSrvs Client Specific (Caring for Child) Hour
1562 |NAPIS FCSP-Respite Care -Respite Out-of-Home Overnight Care R-RegSrvs Clnt Spec (Caring for Child) Hour
1563 |NAPIS FCSP-Supplemental Services -Assistive Devices for Caregiving R-RegSrvs CS (Caring for Child) Occurrence
1564 |NAPIS FCSP-Supplemental Services -Home Adaptations for Caregiving R-RegSrvs CS (Caring for Child) Occurrence
1565 |NAPIS FCSP-Supplemental Services -Caregiving Services Registry R-RegServs Client Spc (Caring for Child) Occurrence
1566 |NAPIS FCSP-Supplemental Services -Caregiving Emergency Cash/Material Aid R-RegSrvs CS (Caring for Child) Occurrence

NOTE: All Non-Registered Aggregate enrollments and service units can be manually entered into CARS.
* REFER TO: CDA SERVICE CATEGORIES AND DATA DICTIONARY on the CDA Website for further detail on service category unit definitions.
** REFER TO: FCSP REFERENCE GUIDE WORKSHEET
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Last Revised: 1/28/2011
Family Caregiver Support Program - Caregiver/Care Receiver Reference Guide

Field

Care Givers

Care Receivers

Comments

Participant ID R- CAREGIVERS R-CARE RECEIVERS Unique identifier for each participant assigned by your system.

Provider ID R- CAREGIVERS N/A Unique identifier for the FCSP provider assigned by your system.
Unique identifier (as assigned by your system) of the CAREGIVER
service for which the units belong. This ID corresponds to a service ID
in the Service Provider File. There is no Service ID requirement for the

Service ID R- CAREGIVERS N/A CARE RECEIVER.

First Name Optional Optional

Last Name Optional Optional

Middle Name Optional Optional

Birth Date R- CAREGIVERS R-CARE RECEIVERS

Social Security Number Optional Optional If only last four digits are recorded, enter xxx-xx-####

Address Line 1 Optional Optional

Address Line 2 Optional Optional

City Optional Optional

Zip Code R- CAREGIVERS R-CARE RECEIVERS

Home Phone Number Optional Optional # for numbers, E for extension

Other Phone Number Optional Optional # for numbers, E for extension

Rural Designation

R- CAREGIVERS

R-CARE RECEIVERS

Refer to Lookup Table 1 Sheet Col A,B

Gender R- CAREGIVERS R-CARE RECEIVERS Refer to Lookup Table 1 Sheet Col C,D
Race R- CAREGIVERS R-CARE RECEIVERS Refer to Lookup Table 1 Sheet Col E,F
Ethnicity R- CAREGIVERS R-CARE RECEIVERS Refer to Lookup Table 1 Sheet Col G,H
Poverty Status R- CAREGIVERS R-CARE RECEIVERS Refer to Lookup Table 1 Sheet Col I,J

Living Arrangement

R- CAREGIVERS

R-CARE RECEIVERS

Refer to Lookup Table 1 Sheet Col K,L

Employment Status
Relationship Status

R- CAREGIVERS
R- CAREGIVERS

N/A
R-CARE RECEIVERS

Refer to Lookup Table 1 Sheet Col M,N
Refer to Lookup Table 1 Sheet Col O,P

Caregiver Relationship (See NOTE)

R- CAREGIVERS

N/A

Refer to Lookup Table 1 Sheet Col AB,AC

ADL: Eating N/A R-CARE RECEIVERS Refer to Lookup Table 1 Sheet Col S, T
ADL: Bathing N/A R-CARE RECEIVERS Refer to Lookup Table 1 Sheet Col S,T
ADL: Toileting N/A R-CARE RECEIVERS Refer to Lookup Table 1 Sheet Col S, T
ADL: Transferring In and Out of Bed/Chair N/A R-CARE RECEIVERS Refer to Lookup Table 1 Sheet Col S,T
ADL: Walking N/A R-CARE RECEIVERS Refer to Lookup Table 1 Sheet Col S, T
ADL: Dressing N/A R-CARE RECEIVERS Refer to Lookup Table 1 Sheet Col S,T
IADL: Meal Preparation N/A R-CARE RECEIVERS Refer to Lookup Table 1 Sheet Col S, T
IADL: Shopping N/A R-CARE RECEIVERS Refer to Lookup Table 1 Sheet Col S,T
IADL: Medication Management N/A R-CARE RECEIVERS Refer to Lookup Table 1 Sheet Col S, T
IADL: Money Management N/A R-CARE RECEIVERS Refer to Lookup Table 1 Sheet Col S,T
IADL: Using Telephone N/A R-CARE RECEIVERS Refer to Lookup Table 1 Sheet Col S, T
IADL: Heavy Housework N/A R-CARE RECEIVERS Refer to Lookup Table 1 Sheet Col S, T
IADL: Light Housework N/A R-CARE RECEIVERS Refer to Lookup Table 1 Sheet Col S, T
IADL: Transportation N/A R-CARE RECEIVERS Refer to Lookup Table 1 Sheet Col S,T

Caregiver data is Summary, Cluster 2 data, without ADLs/IADLSs.
Care receiver data is Detailed, Cluster 1 data with ADLs/IADLs.
NOTE: In the Caregiver Relationship File, line item #3 defines the relationship of the care-giver to the care-receiver.

For example, the caregiver is a husband, caring for his wife.

ADL/IADL information is required for Care Receivers in the "Caregivers Caring for the Elderly" category only.
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Attachment H
Health Insurance Portability and Accountability Act (HIPAA)
Business Associate Requirements

DEFINITIONS

Terms used, but not otherwise defined, in this Schedule shall have the same meaning as those
terms are defined in 45 Code of Federal Regulations (CFR) sections 160.103, 164.304, and
164.501. All regulatory references in this Schedule are to Title 45 of the Code of Federal
Regulations unless otherwise specified.

a. Business Associate. “Business Associate" shall generally have the same meaning as the
term "business associate" at 45 CFR 160.103, and in reference to the parties to this
agreement shall mean Contractor.

b. Covered Entity. "Covered entity" shall generally have the same meaning as the term
“covered entity” at 45 CFR 160.103, and in reference to the party to this agreement
shall mean County.

c. HIPAA Rules. "HIPAA rules" shall mean the Privacy, Security, Breach Notification and
Enforcement Rules at 45 CFR part 160 and part 164, as amended and supplemented by
Subtitle D of the Health Information Technology for Economic and Clinical Health Act
provisions of the American Recovery and Reinvestment Act of 2009.

d. Designated Record Set. "Designated Record Set" shall have the same meaning as the
term "designated record set" in Section 164.501.

e. Electronic Protected Health Information. "Electronic Protected Health Information"
(EPHI) means individually identifiable health information that is transmitted or
maintained in electronic media; it is limited to the information created, received,
maintained or transmitted by Business Associate from or on behalf of Covered Entity.

f. Individual. "Individual" shall have the same meaning as the term "individual" in Section
164.501 and shall include a person who qualifies as a personal representative in
accordance with Section 164.502(g).

g. Privacy Rule. "Privacy Rule" shall mean the Standards for Privacy of Individually
Identifiable Health Information at 45 CFR Part 160 and Part 164, Subparts A and E.

h. Protected Health Information. "Protected Health Information" (PHI) shall have the
same meaning as the term "protected health information" in Section 164.503 and is
limited to the information created or received by Business Associate from or on behalf
of County.

i. Required By Law. "Required by law" shall have the same meaning as the term "required
by law" in Section 164.501.

j. Secretary. "Secretary" shall mean the Secretary of the United States Department of
Health and Human Services or his or her designee.

k. Breach. The acquisition, access, use, or disclosure of PHI in violation of the Privacy Rule
that compromises the security or privacy of the PHI and subject to the exclusions set
forth in Section 164.402. Unless an exception applies, an impermissible use or disclosure
of PHI is presumed to be a breach, unless it can be demonstrated there is a low
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probability that the PHI has been compromised based upon, at minimum, a four-part
risk assessment:

1. Nature and extent of PHI included, identifiers and likelihood of re-identification;

2. ldentity of the unauthorized person or to whom impermissible disclosure was made;
3. Whether PHI was actually viewed or only the opportunity to do so existed;

4. The extent to which the risk has been mitigated.

I.  Security Rule. "Security Rule" shall mean the Security Standards for the Protection of
Electronic Protected Health Information at 45 CFR Part 160 and Part 164, Subparts A and
C.

m. Unsecured PHI. “Unsecured PHI” is protected health information that is not rendered
unusable, unreadable, or indecipherable to unauthorized individuals through the use of
a technology or methodology specified by the Secretary in relevant HHS guidance.

n. Security Incident. "Security Incident" shall mean the attempted or successful
unauthorized access, use, disclosure, modification, or destruction of information or
interference with systems operations in an information system. “Security Incident”
includes all incidents that constitute breaches of unsecured protected health
information.

OBLIGATIONS AND ACTIVITES OF CONTRACTOR AS BUSINESS ASSOCIATE

a. Business Associate agrees to not use or further disclose Protected Health Information
other than as permitted or required by the Agreement or as required by law.

b. Business Associate agrees to use appropriate safeguards to comply with Subpart C of
45 CFR part 164 with respect to EPHI and PHI, and to prevent the use or disclosure of
the Protected Health Information other than as provided for by this Agreement.

c. Business Associate agrees to make uses and disclosures requests for Protected Health
Information consistent with minimum necessary policy and procedures.

d. Business Associate may not use or disclose protected health information in a manner
that would violate subpart E of 45 CFR part 164.504 if used or disclosed by Covered
Entity.

e. Business Associate agrees to mitigate, to the extent practicable, any harmful effect
that is known to Business Associate of a use or disclosure of Protected Health
Information by Business Associate in violation of the requirements of this Agreement.

f.  Business Associate agrees to report to County any use or disclosure of Protected
Health Information not authorized by this Agreement.

g. Business Associate agrees to ensure that any agent, including a subcontractor, to
whom it provides Protected Health Information received from, or created or received
by Business Associate on behalf of County, agrees to adhere to the same restrictions
and conditions that apply through this Agreement to Business Associate with respect
to such information.

h. If Business Associate has Protected Health Information in a Designated Record Set,
Business Associate agrees to provide access, at the request of County, and in the time
and manner designated by County, to Protected Health Information in a Designated
Record Set, to County or, as directed by County, to an Individual in order to meet the
requirements under Section 164.524.
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i. If Business Associate has Protected Health Information in a Designated Record Set,
Business Associate agrees to make any amendment(s) to Protected Health
Information in a Designated Record Set that the County directs or agrees to make
pursuant to Section 164.526 at the request of County or an Individual, and in the time
and manner designed by County.

j. Business Associate agrees to make internal practices, books, and records relating to
the use and disclosure of Protected Health Information received from, or created or
received by Business Associate on behalf of County, available to the County at the
request of County or the Secretary, in a time and manner designated by the County
or the Secretary, for purposes of the Secretary determining County's compliance with
the Privacy Rule.

k. Business Associate agrees to document such disclosures of Protected Health
Information and information related to such disclosures as would be required for
County to respond to a request by an Individual for an accounting of disclosures of
Protected Health Information in accordance with Section 164.528.

I.  Business Associate agrees to provide to County or an Individual in the time and
manner designated by County, information collected in accordance with Section (k)
of this Schedule, in order to permit County to respond to a request by an Individual
for an accounting of disclosures of Protected Health Information in accordance with
Section 164.528.

m. Business Associate shall implement administrative, physical, and technical safeguards
that reasonably and appropriately protect the confidentiality, integrity, and
availability of EPHI that Business Associate creates, receives, maintains, or transmits
on behalf of County.

n. Business Associate shall conform to generally accepted system security principles and
the requirements of the final HIPAA rule pertaining to the security of health
information.

0. Business Associate shall ensure that any agent to whom it provides EPHI, including a
subcontractor, agrees to implement reasonable and appropriate safeguards to
protect such EPHI.

p. Business Associate shall report to County any Security Incident within three (3)
business days of becoming aware of such incident. Business Associate shall also
facilitate breach notification(s) to the appropriate governing body (i.e. HHS, OCR,
etc.) as required by law. As appropriate and after consulting with County, Business
Associate shall also notify affected individuals and the media of a qualifying breach.

g. Business Associate understands that it is directly liable under the HIPAA rules and
subject to civil and, in some cases, criminal penalties for making uses and disclosures
of Protected Health Information that are not authorized by this Attachment, the
underlying contract as or required by law.

PERMITTED USES AND DISCLOSURES BY CONTRACTOR AS BUSINESS ASSOCIATE

Except as otherwise limited in this Schedule, Business Associate may use or disclose Protected
Health Information to perform functions, activities, or services for, or on behalf of, County as
specified in the Agreement; provided that such use or disclosure would not violate the Privacy
Rule if done by County.
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OBLIGATIONS OF COUNTY

a. County shall provide Business Associate with the notice of privacy practices that County
produces in accordance with Section 164.520, as well as any changes to such notice.

b. County shall provide Business Associate with any changes in, or revocation of,
permission by Individual to use or disclose Protected Health Information, if such
changes affect Business Associate's permitted or required uses and disclosures.

c. County shall notify Business Associate of any restriction to the use or disclosure of
Protected Health Information that County has agreed to in accordance with Section
164.522.

PERMISSABLE REQUESTS BY COUNTY

County shall not request Business Associate to use or disclose Protected Health Information in
any manner that would not be permissible under the Privacy Rule if so requested by County,
unless the Business Associate will use or disclose Protected Health Information for, and if the
Agreement provides for, data aggregation or management and administrative activities of
Business Associate.

DUTIES UPON TERMINATION OF AGREEMENT

a. Upon termination of the Agreement, for any reason, Business Associate shall return or
destroy all Protected Health Information received from County, or created, maintained,
or received by Business Associate on behalf of County, that Business Associate still
maintains in any form. This provision shall apply to Protected Health Information that is
in the possession of subcontractors or agents of Business Associate. Business Associate
shall retain no copies of the Protected Health Information.

b. Inthe event that Business Associate determines that returning or destroying Protected
Health Information is infeasible, Business Associate shall provide to County notification
of the conditions that make return or destruction infeasible. Upon mutual agreement of
the Parties that return or destruction of Protected Health Information is infeasible,
Business Associate shall extend the protections of the Agreement to such Protected
Health Information and limit further uses and disclosures of such Protected Health
Information to those purposes that make the return or destruction infeasible, for so
long as Business Associate maintains such Protection Health Information.

MISCELLANEOUS

a. Regulatory References. A reference in this Schedule to a section in the HIPAA Privacy
Rule means the section as in effect or as amended, and for which compliance is
required.

b. Amendment. The Parties agree to take such action as is necessary to amend this
Schedule from time to time as is necessary for County to comply with the requirements
of the Privacy Rule and the Health Insurance Portability and Accountability Act, Public
Law 104-191.
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c. Survival. The respective rights and obligations of Business Associate under this
Schedule shall survive the termination of the Agreement.

d. Interpretation. Any ambiguity in this Schedule shall be resolved in favor of a meaning
that permits County to comply with the Privacy Rule.

e. Reservation of Right to Monitor Activities. County reserves the right to monitor the
security policies and procedures of Business Associate.
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STATE OF CALIFORNIA
DEPARTMENT OF AGING

CONTRACTOR/V
CDA 1024 (REV 1/07)

ENDOR CONFIDENTIALITY STATEMENT

~+ lagree

e | agree

to protect the followmg types of confidential mformatlon which include but

not Ilmlted fo: -

Somal Security number

Medical information

Claimant and employer lnformatlon

Driver License information

Information about individuals that relate to their personal life or identifies or
describes an individual

Other agencies’ confidential and proprietary information

:Criteria uged for initiating audit selection .

Methods agencies use to safeguard their :nformatlon (computer systems
networks, server configurations, etc.) -

Any other information that is considered proprletary, a copyrlght or
otherwise protected by law or contract. :

to protect confidential information by

Accessmg, mspectmg, usmg, dlsclosmg or modifylng mformat[on only for

.the purpose of performing official duties
Never accessing, inspecting, using, disclosing, or modifying information for

curiosity, personal gain; or.any non-business related reason
Securing confidential information in approved locations
Never removing confidential lnformatlon from the work site without

--authorlzat[on
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	2015-16 Legal Aid_Agreement
	Exhibits and Attachments
	Services to be Performed by Contractor
	Term and Termination

	Availability of Funds
	Relationship of Parties
	Hold Harmless 
	A.
	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, (a) that 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) that it will comply with such provisions before commencing the performance of work under this Agreement.
	B.
	If applicable, or unless otherwise amended by future regulation, contractors and subcontractors shall comply with the Public Utilities Commission (PUC) General Order No. 115-F which requires higher levels of insurance for charter-party carriers of passengers and is based on seating capacity as follows:
	(a)
	(b)
	(c)
	The insurance will be obtained from an insurance company acceptable to the Department of General Services, Office of Risk and Insurance Management (DGS, ORIM), or be provided through partial or total self-insurance acceptable to the DGS.
	The Contractor shall notify the County within five (5) business days of any cancellation, non-renewal, or material change that affects required insurance coverage.
	Compliance With Laws
	Contractor will timely and accurately complete, sign, and submit all necessary documentation of compliance.
	Non-Discrimination and Other Requirements
	The Contractor shall comply with all federal statutes relating to nondiscrimination. These include those statutes and laws contained in the Contractor Certification Clauses (CCC 307) which is hereby incorporated by reference.  In addition, the Contractor shall comply with the following:
	Equal Access to Federally Funded Benefits, Programs and Activities
	Compliance with County’s Equal Benefits Ordinance.  With respect to the provision of benefits to its employees, Contractor shall comply with Chapter 2.84 of the County Ordinance Code, which prohibits contractors from discriminating in the provision of employee benefits between an employee with a domestic partner and an employee with a spouse.  In order to meet the requirements of Chapter 2.84, Contractor must certify which of the following statements is/are accurate:
	☐ Contractor complies with Chapter 2.84 by:
	☐ offering the same benefits to its employees with spouses and its employees with domestic partners.
	☐ offering, in the case where the same benefits are not offered to its employees with spouses and its employees with domestic partners, a cash payment to an employee with a domestic partner that is equal to Contractor’s cost of providing the benefit to an employee with a spouse.
	☐ Contractor is exempt from having to comply with Chapter 2.84 because it has no employees or does not provide benefits to employees’ spouses.
	☐ Contractor does not comply with Chapter 2.84, and a waiver must be sought.  
	Compliance with Contractor Employee Jury Service Ordinance.
	Contractor shall comply with Chapter 2.85 of the County’s Ordinance Code, which states that a contractor shall have and adhere to a written policy providing that its employees, to the extent they 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 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.”
	Retention of Records, Right to Monitor and Audit
	A.
	B.
	Reporting and Record Keeping:  Contractor shall comply with all program and fiscal reporting requirements set forth by appropriate 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 representatives, 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.
	Merger Clause & Amendments
	This Agreement, including the Exhibits and Attachments attached to this Agreement and incorporated herein 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.
	Controlling Law and Venue
	The validity of this Agreement and of its terms or provisions, 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 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.
	Notices
	Electronic Signature
	Conflict of Interest
	A.
	The Contractor shall prevent employees, consultants, or members of governing bodies from using their positions for purposes including, but not limited to, the selection of subcontractors, that are, or give the appearance of being, motivated by a desire for private gain for themselves or others, such as family, business, or other ties.  In the event that the County determines that a conflict of interest exists, funds may be disallowed by the County and such conflict may constitute grounds for termination of the Agreement.
	B.
	This provision shall not be construed to prohibit employment of persons with whom the Contractor’s officers, agents, or employees have family, business, or other ties, so long as the employment of such persons does not result in a conflict of interest (real or apparent) or increased costs over those associated with the employment of any other equally qualified applicant, and such persons have successfully competed for employment with the other applicants on a merit basis.
	Debarment, Suspension, and Other Responsibility Matters
	A.
	The Contractor certifies to the best of its knowledge and belief, that it and its subcontractors: 
	1.
	2.
	3.
	4.
	B.
	C.
	D.
	Contractor’s Staff
	A.
	The Contractor shall maintain adequate staff to meet the Contractor’s obligations under this Agreement.
	B.
	This staff shall be available to the State and AAS for training and meetings, including Provider Network Meeting, Nutrition Site Manager’s/HDM Coalition Meeting, Family Caregiver Collaborative Meeting as necessary.  Contractors shall make every effort to have a representative in attendance of scheduled meetings.
	Corporate Status
	A. 
	The Contractor shall be a public entity, private nonprofit entity, or Joint Powers Agreement (JPA).  If a private nonprofit corporation or JPA, the Contractor shall be in good standing with the Secretary of State of California and shall maintain that status throughout the term of this Agreement.
	B.
	The Contractor shall ensure that any subcontractors providing services under this Agreement shall be of sound financial status.  Any subcontracting private entity or JPA shall be in good standing with the Secretary of State of California and shall maintain that status throughout the term of the Agreement.  
	C.
	Failure to maintain good standing by the contracting entity shall result in suspension or termination of this Agreement with AAS until satisfactory status is restored.
	Lobbying Certification
	The Contractor, by signing this Agreement, hereby certifies to the best of his or her knowledge and belief, that:
	A.
	No federal appropriated funds have been paid or will be paid, by or on behalf of the Contractor, to any person for influencing or attempting to influence an officer or employee of any agency, a Member of Congress, an officer or employee of Congress, or an employee of a Member of Congress in connection with the awarding of any federal contract, the making of any federal grant, the making of any federal loan, the entering into of any cooperative agreement, and the extension, continuation, renewal, amendment or modification of any federal contract, grant, loan, or cooperative agreement.
	B.
	If any funds other than federal appropriated funds have been paid or will be paid to any person for influencing or attempting to influence an officer or employee of any federal agency, a Member of Congress, an officer or employee of Congress or an employee of a Member of Congress in connection with this federal contract, grant, loan or cooperative agreement, the undersigned shall complete and submit Standard Form-LLL, “Disclosure Form to Report Lobbying,” in accordance with its instructions.
	C.
	The Contractor shall require that the language of this certification be included in the award documents for all subcontracts at all tiers (including subgrants, and contracts under grants, loans, and cooperative agreements which exceed $100,000) and that all subrecipients shall certify and disclose accordingly.
	D.
	E.

	Commencement of Work
	Should the Contractor begin work in advance of receiving notice that this Agreement is approved, that work may be considered as having been performed at risk or as a mere volunteer and may not be reimbursed or compensated. The County has no legal obligation unless and until the contract is approved.
	Records for California Department of Aging (CDA) Funded Programs
	A.
	Contractor shall maintain complete records which shall include, but not be limited to, accounting records, contracts, agreements, reconciliation of the “Financial Closeout Report” (OAA Closeout) to the audited financial statements, single audit report, and general ledgers, and a summary worksheet identifying the results of performing audit resolution in accordance with Section 28 of this document. This includes the following: letters of agreement, insurance documentation, Memorandums and/or Letters of Understanding, patient or client records, and electronic files of its activities and expenditures hereunder in a form satisfactory to the County. All records pertaining to this agreement must be made available for inspection and audit by the County and State or it’s duly authorized agents, at any time during normal business hours. 
	All such records must be maintained and made available by the Contractor: (a) until an audit has occurred and an audit resolution has been issued by the State or unless otherwise authorized in writing by the County; (b) for a longer period, if any, as is required by the applicable statute, by any other clause of this Agreement or by B and C below or (c) for a longer period as the County deems necessary.
	B.
	If this Agreement is completely or partially terminated, the records relating to the work terminated shall be preserved and made available for the same periods as specified in A. above.  The Contractor shall ensure that any resource directories and all client records remain the property of the County upon termination of this Agreement, and are returned to the County or transferred to another Contractor as instructed by the County.
	C.
	In the event of any litigation, claim, negotiation, audit exception, or other action involving the records, all records relative to such action shall be maintained and made available until every action has been cleared to the satisfaction of the County and so stated in writing to the Contractor.
	D.
	Adequate source documentation of each transaction shall be maintained relative to the allowability of expenditures reimbursed by the County under this Agreement.  If the allowability of expenditures cannot be determined because records or documentation of the Contractor are nonexistent or inadequate according to guidelines set forth in 2 CFR 200.302, the expenditures will be questioned in the audit and may be disallowed by the County during the audit resolution process.
	E.
	After the authorized period has expired, confidential records shall be shredded and disposed of in a manner that will maintain confidentiality.
	Property
	A.
	Unless otherwise provided for in this Section, property refers to all assets, used in operation of this Agreement.
	1.
	Property includes land, building, improvements, machinery, vehicles, furniture, tools, intangibles, etc.
	2.
	Property does not include consumable office supplies such as paper, pencils, typing ribbons, file folders, etc.
	B.
	Property meeting the following criteria is subject to reporting requirements.
	1.
	Have a normal useful life of at least one year;
	2.
	Have a unit acquisition cost of at least $500 (e.g., a desktop or laptop setup, including all peripherals is considered a unit, if purchased as a unit);
	3.
	Be used to conduct business under this Agreement.
	B1.
	Any property having the capacity to store data (e.g. printer, fax, copier) is subject to reporting requirements.
	C.
	Additions, improvements, and betterments to assets meeting all of the conditions in Section B above must be reported.  Additions typically involve physical extensions of existing units.  Improvements and betterments typically do not increase the physical size of the asset.  Instead, improvements and betterments enhance the condition of an asset (e.g., extend life, increase service capacity, and lower operating costs). Examples of assets that might be improved and bettered include roads, bridges, curbs, gutters, tunnels, parking lots, streets, sidewalks, drainage, and lighting systems.
	D.
	Intangibles are property that lack physical substance but give valuable rights to the owner.  Examples of intangible property include patents, copyrights, leases, and computer software.  By contrast, hardware consists of tangible equipment (e.g., computer printer, terminal, etc.).
	Costs include all amounts incurred to acquire and to ready the intangible assets for its intended use. Typical intangible property costs include the purchase price, legal fees, and other costs incurred to obtain title to the asset.
	E.
	The Contractor will demonstrate efforts to purchase equipment and resources in a cost effective manner by showing documentation of their efforts.
	F.
	The Contractor shall keep track of property purchased with CDA funds.  The Contractor shall maintain and submit to the County annually with the Closeout, in electronic form, a cumulative inventory of all property furnished or purchased by the Contractor with funds awarded under the terms of this Agreement or any predecessor agreement for the same purpose.  The Contractor shall use the Report of Project Property Furnished/Purchased with Agreement Funds (CDA 32, revised 2/07) unless otherwise directed by the County.
	The Contractor shall record the following information when property is acquired:
	1.
	2.
	3.
	4.
	5.
	6.
	G.
	H.
	I.
	J.
	K.
	L.
	M.
	1.
	Another OAA funded program providing the same or similar service; or
	2.
	Another OAA funded program.
	N.
	O.
	P.
	A.
	B.
	C.
	Audit 
	A.
	San Mateo, CA  94403
	B.
	This section B applies only to Title III/VII.
	93.041
	93.042
	93.043
	93.044
	Special Programs for the Aging – Title III, Part B – Grants 
	for Supportive Services and Senior Centers (Title IIIB)
	93.045
	Special Programs for the Aging -- Title III, Part C – Nutrition Services (Title IIIC)
	93.052
	National Family Caregiver Support-Title III, Part E
	93.053
	Nutrition Services Incentive Program (NSIP)
	C.
	D.
	Contract resolution includes:
	1.
	2.
	3.
	4.
	5.
	6.
	E.
	The County shall ensure that Contractor single-audit reports meet 2 CFR Part 200-Subpart F-Audit Requirements [formerly OMB Circular A-133] requirements:
	1.
	Performed timely - not less frequently than annually and a report submitted timely.  The audit is required to be submitted to the County within 30 days after Contractor’s receipt of the auditor’s report or nine months after the end of the audit period, whichever occurs first; [2 CFR 200.512]
	2.
	Property procured – use procurement standards for auditor selection; [2 CFR 200.509]
	3.
	Performed in accordance with General Accepted Government Auditing Standards; [CFR 200.514] 
	4.
	All inclusive – includes an opinion (or disclaimer of opinion) of the financial statements; a report on internal control related to the financial statements and major programs; an opinion (or disclaimer of opinion) on compliance with laws, regulations, and the provisions of contracts; and the schedule of findings and questioned costs; [2 CFR 200.515] and
	5.
	Performed in accordance with provisions applicable to this program as identified in 2 CFR Part 200, Subpart F- Audit Requirements [formerly OMB Circular A-133 Compliance Supplement].
	F.
	The Contractor shall be required to include in its contract with the independent auditor that the auditor will comply with all applicable audit requirements/standards; the County shall have access to all audit reports and supporting work papers, and the County has the option to perform additional work, as needed.
	G.
	H.
	Dissolution of Entity
	The Contractor shall notify the County immediately of any intention to discontinue existence of the entity or to bring an action of dissolution.
	Grievance Procedure
	A.
	B.
	1.
	2.
	3.
	4.
	5.
	6.
	C.
	D.
	E.
	F.
	A.
	B.
	C.
	D.
	1.
	2.
	3.
	4.
	E.
	F.
	A.
	B.
	C.
	1.
	2.
	3.
	4.
	5.
	6.
	7.
	8.
	9.
	B.
	C.
	Clerk of the Board of SupervisorsSan Mateo County
	Long Form Agreement/Business Associate (Revised 7/1/13) 
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	Outreach – the process of informing potential clients regarding legal information, legal issues, available services and how to access those services.  This may include specific information about available services or general education on legal and other relevant issues. Outreach is the key to implementing the targeting and priority setting goals in the OAA. Outreach may also include communication with other organizations or agencies that serve elders targeted under the OAA, such as APS, law enforcement, and community organizations.
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