FORSYTH COUNTY

BOARD OF COMMISSIONERS

MEETING DATE: AUGUST 12, 2013 AGENDA ITEM NUMBER: 16

SUBJECT: RESOLUTION AUTHORIZING EXECUTION OF A CONTRACT BETWEEN FORSYTH
COUNTY, ON BEHALF OF ITS DEPARTMENT OF SOCIAL SERVICES, AND
HOWROYD WRIGHT EMPLOYMENT AGENCY, INC. FOR THE PURPOSE OF
PROVIDING TIME-LIMITED, TEMPORARY STAFFING SERVICES TO PERFORM
FOOD AND NUTRITION SERVICES-NCFAST RECERTIFICATION ACTIVITIES AND
DOCUMENT SCANNING FOR MEDICAID AND WORK FIRST CASES
(DEPARTMENT OF SOCIAL SERVICES)

COUNTY MANAGER’S RECOMMENDATION OR COMMENTS: Recommend Approval

SUMMARY OF INFORMATION:

CONTRACT AMOUNT: $66,000

This contract provides for time-limited, temporary staffing services of up to eight (8) full-time equivalent (FTE),
qualified staff to perform Food and Nutrition Services (FNS) — NCFAST conversion follow-up recertification
preparation activities as determined by, and in compliance with, state and federal guldelines and up to seven (7)
full-time equivalent (FTE), qualified staff to perform document scanning for Medicaid and Work First cases.

Even though the conversions are now complete, the FNS Department continues to need assistance with the
transition to the state automated system, NCFAST. Since the conversion of all cases to NCFAST, workers that
were once able to process 18-23 cases daily in the previous system, are now processing @ maximum of 10 cases
per day, thus causing a delay in Food and Nutrition benefits to customers. There is an expectation that as the
workers become more knowledgeable and comfortable with NCFAST, this number will increase to at least 15-20
cases per day, which would be almost back to previous productivity levels prior to NCFAST. The eight (8)
temporary staff would assist existing FNS staff in getting recertifications caught up and ahead of schedule.

it is expected that the agency will implement NCFAST procedures for Medicaid and Work First cases on
September 9, 2013. Document management and the scanning of “core documents” is an important part of the
implementation process. As the agency moves to a paperless system, State policy is that historical documents
(Core documents) must be maintained in a paper or automated system. Since there is no space to store the
current 49,522 case records, they need to be scanned. The seven (7) temps would assist in getting the Core
documents scanned, which will become the base documents in support of the NCFAST Project P2/P6 Medicaid
and Work First modules.

CONTRACT PERIOD: July 1, 2013 — June 30, 2014

ATTACHMENTS: YES [ ] no

SIGNATURE: . , DATE: August 8, 2013
COUNTY MANAGER




RESOLUTION AUTHORIZING EXECUTION OF A CONTRACT
BETWEEN FORSYTH COUNTY, ON BEHALF OF ITS DEPARTMENT
OF SOCIAL SERVICES, AND HOWROYD WRIGHT EMPLOYMENT
AGENCY, INC. FOR THE PURPOSE OF PROVIDING TIME-LIMITED,
TEMPORARY STAFFING SERVICES TO PERFORM FOOD AND NUTRITION -
SERVICES-NCFAST RECERTIFICATION ACTIVITIES AND DOCUMENT
SCANNING FOR MEDICAID AND WORK FIRST CASES
(DEPARTMENT OF SOCIAL SERVICES)

BE IT RESOLVED by the Forsyth County Board of Commissioners that the
Chairman or County Manager and Clerk to the Board are hereby authorized to execute,
on behalfl of Forsyth County, an Agreement between Forsyth County, on behalf of its
Department of Social Services, and Howroyd Wright Employment Agency, Inc. io
provide time-limited, temporary staffing services to perform Food and Nutrition
Services-NCFAST Recertification activities and document scanning for Medicaid and
Work First cases, in an amount not to exceed $66,000 for the period July 1, 2013 through
June 30, 2014, subject to a pre-audit certificate thercon by the Chief Financial Officer, if
applicable, and approval as to form and legality by the County Attorney.

BE IT FURTHER RESOLVED by the Forsyth County Board of
Commissioners that the County Manager is hereby authorized to execute, on behalf of
Forsyth County, amendments to this agreement and subsequent agreements with this
provider for these services, within budgeted appropriations, in the current and future
fiscal years, if these services are deemed necessary, subject to a pre-audit certificate
thereon by the Chief Financial Officer, if applicable, and approval as to form and legality
by the County Attorney.

Adopted this the 12 of August 2013,



NORTH CAROLINA)

FORSYTH COUNTY)

THIS AGREEMENT is made and entered into this 1st day of July, 2013, between Forsyth County {the Cotinty), on
behalf of Its Department of Soclal Services (“FCDSS"), and Howroyd Wright Employment Agency, Inc. dib/b
AppleOne Employment Services, ("Provider").

I
For the purposes of, and subject to the terms and conditions hereinafter set forth, the County hereby contracts for time-
limited, temporary staffing services of up fo eight (8) full-time equivalent (FTE), qualified Staff to perform FNS — NCFAST
conversion follow-up recertification preparation activities as determined by, and in compliance with, state and federal
guidelines and up to seven (7} full-time equivalent (FTE), qualified staff to perform document scanning for Medicaid and
Work First cases, and the Provider agrees to provide the services to the County in accordance with the terms of this
Agreement,
I,
Provider shall, for services provided under this contract:

1. Provide FCDSS with up o eight (8) quafified temporary staff beginning June 10, 2013, o complete FNS-NCFAST
conversion follow-up recertification preparation activiites as directed by the FCDSS FNS staff.

2. Provide FCDSS with up to seven (7) qualified staff beginning June 10, 2013, to perform document scanning for
Medicaid and Work First Core Documents for approximately 49,522 case records.

3. Accept sole responsibility to recruit, interview, and screen as well as verify and identify persons quaified at the
minimum FCDSS data enlry requirements. See Attachment A, Data Enlry Staff Expectations, which is attached
hereto and incorporated herein by reference as follows: a) Provide persons qualified and capable of performing the
work set forth in this Agreement, b) Provide persans who shali perform the services in a professional manner and
with the skill and compelence consistent wilh the requirements in Attachment A, ¢} Remove any person assigned to
FCDSS by Provider if FCDSS gives notice to Provider to remove and upon notice of unacceptable performance or
conduct upon request by Provider [See Attachment B, FCDSS General Policies and Procedures, and d) Ensure
that persons understand and agree to follow FCDSS office policies, office protocol, or conduct established for
independent contractors while on the agency premises fo include office hours, office closings, and management and
use of county property.

4. Fumish to FCDSS on each approved temporary staff: 1} Full Name [including middle initial], and 2) Social Security
Number. This information is required in order for the State fo grant to each individual security access fo the FSIS
State system, NCFAST/NCID system and FAMIS system access.

5. Fumish to FCDSS documentation that Provider obtained or confirmed for each employee a current criminal
background check, drug screen, require assigned employees fo execute confidentiality agreements with the County
and other related documents as requested by the County before they begin their assignments with the County.

6. Compensate its employees and offer any available Provider benefits placed with the County pursuant to this
Agreement, and make the necessary withholdings on their behalf as required by law.

7. By the tenth (10%) day of each month, issue to FCDSS an invoice and backup decumentation for services provided
the previous month. Provider invoices shall be mailed via U.S. Postal Service or via electronic mail as follows:

Forsyth County DSS Electronic mail address: cookss@forsyth.cc
Business Office - Contracts Manager
741 North Highland Avenue
Winstor-Salem, NC 27101
8. DRUG-FREE WORKPLACE FEDERAL CERTIFICATION: By execution of this Agreement the Provider cerlifies it

maintains a drug-free workplace as follows:

o by establishing a drug-free awareness program fo inform employees about: 1) the dangers of drug abuse in the
workplace (2) the Provider's policy of maintaining a drug-free workplace (3} any available drug counsaling,
rehabilitation, and employee assistance programs and (4} the penalties that may be imposed upon employees
for drug abuse violations occurring in the workplace



10.

1.

12.

13.

o by publishing a written statement nolifying its employees that the unlawful manufacture, distribution, dispensing,
possession or use of a controlled substance is prohibited in the Provider's workplace and specifying the actions
that Provider take against employees for violation of such prohibition |

o by requiring that any of Provider's employees engaged in the performance of services to FCDSS be given a
written copy of the Provider's drug-free workplace policies. Provider shall also notify any of its employees
engaged in the performance of services to FCDSS that, as a condition of employment, the employee shall: (1)
comply with the Provider's drug-free workplace policies; and (2) the employee shall notify the Provider of any
conviction for a violation involving drugs occurring in the Provider's workplace no later than five days after such
conviction. Provider shall notify FCOSS in writing within ten days after receiving notice from an employee or
otherwise receiving actual notice of such conviction

o by taking one of the following actions within 30 days of receiving notice with respect to any employee who is so
convicted: (1) taking appropriate personnel action against such an employee, up to and including termination; or
{2) requiring such employee to participate satisfactorily in a drug abuse assistance or rehabilitalion program
approved for such purposes by a Federal, State, or local health, law enforcement, or other appropriate agency:

o by making a good faith effort to continue to maintain a drug-free workpiace through implementation of the
measures specified in the County's Drug Free workplace provisions.

False certification or violation of the certification shall be grounds for suspension of payment, suspension or

termination of grants, or government-wide Federal suspension or debarment (4 C.F.R. Part 85, Sections 85.615 and

86.620).

NONDISCRIMINATION FEDERAL CERTIFICATION: By execution of this Agreement, the Provider certifies that it

will comply with all Federal statutes relating to nondiscrimination which include but are not limited to: {a} Title VI of

the Civil Rights Act of 1964 (P.L. 88-352), as amended which prohibils discrimination of the basis of race, color or

national origin; {b} Title IX of the Education Amendments of 1972, as amended (20 U.S.C. §§1681-1683, and 1685-

1686), which prohibils discrimination on the basis of sex; (c) Section 504 of the Rehabliitation Act of 1973, as

amended (29 U.S.C. §794), which prohibits discrimination on the basis of handicaps; (d) the Age Discrimination Act

of 1975, as amended (42 U.S.C. §§6101-6107), which prohibits discrimination on the basis of age; (e) the Drug

Abuse Office and Treatment Act of 1972 (P.L. 92-255), as amended, relating to nondiscrimination on the basis of

drug abuse; {f) the Comprehensive Alcoho! Abuse and Alcoholism Prevention, Treatment and Rehabifilation Act of

1970 (P.L. 91-616), as amended, relating to nondiscrimination on the basis of alcohol abuse or alcoholism; (g) Title

VIl of the Civil Rights Act of 1968 (42 U.S.C. §§3601 et seq.), as amended, relating to nondiscrimination in the sale,

rental or financing of housing; {h) the Food Siamp Act and USDA policy, which prohibits discrimination on the basis

of religlon and political beliefs; and (i) the requirements of any other nondiscrimination stalues which may apply to
lhis Agreement.

Recruit, screen, employ, supervise, {rain and evaluate staff and other appropriate professional personnel to provide

services provided under this Agreement. Provider will perform criminal record checks on personnel who work

directly with clients covered under this Agreement, and shall ensure that no personnel providing services hereunder,
paid or volunteer, shall have been convicted of any sex crime or ¢rimes of viclence.

CONFIDENTIALITY: Keep confidential any information about a client covered under this Agreement. Such

information shall be shared only among FCDSS and Provider staff thal need to know such information in order to

coordinate, manage, or deliver services to the client. Provider shall protect client privacy by complying fully with all
federal and state privacy prolection laws and regulations regarding the security and privacy of client information.

Specifically, Provider is required fo protect the privacy of any personally identifiable protected health information that

is collected, processed or leamed as a result of services provided to FCDSS. The services provided shall comply

with security and privacy regulations pursuant to the Health Insurance Portability and Accountability Act (HIPAA).

Compliance includes administrative, physical and technical safeguards as well as policies, procedures and

documentation as modified by the American Recovery and Reinvestment Act and as further provided in the

"Business Associate Addendum” entered into between the parties hereto, which Addendum is incorporated herein

by reference as if fully set forth herein which is concurrently initiated during FY 2012-13.

Comply with FCDSS Language Access Policy as further provided in the * Agreement With Respect to Language

Access Palicy for Persons with Limited English Proficiency” entered into between the parties hereto, which

Agresment is incorporated herein by reference as if fully set forth herein which is concurrently initiated during FY

2012-13.

Retain all books, records and other documents relevant to this agreement for five years afler final payment or until

all audits continuing beyond this period have been completed. Federa! auditors and any persons authorized by



FCDSS shall have the right to examine any of the materials that are public records. In the event the Provider
dissolves or otherwise goes out of existence, records produced under this agreement will be turned over to FCDSS.

14. Notify FCDSS in writing within thirty (30) days of any change to the information provided in Provider's notarized
“Conflict of Interest Policy Statement” submitted by Provider to FCDSS, which Statement is incorporated herein by
reference as if fully set forth herein which is concurrently initiated during FY 2013-14.

15. Notify FCDSS in wriiing within thirty days of any change in the information or requirements as outlined and as
provided in Provider's notarized "No Overdue Tax Debts Statement” submitted by Provider to FCDSS, which
Statement is incorporated herein by reference as if fully set forth herein which is concurrently initiated during FY
2012-13.

16. Itis the expectation of Forsyth County that the Provider will comply, and the Provider agrees to comply, with all
applicable federal immigration laws in its hiring and contracting practices relating to the services covered by this
contract involving County funds, as outlined in the Resoluticn adopted by the Forsyth County Board of
Commissioners at its regular meeting of October 23, 2006.

17. This contract consists of standards as contained in , and Provider is held to the provisions of , separately certified
documents, incorporated herein by reference, and entitled as follows: “General Terms and Conditions™: "Certification
Regarding Lobbying® and “Centification Regarding Debarment, Suspension, ineligibility, and voluntary Exclusion-
Lower Tier Covered Transactions” (both applicable if $25,000 or more of federal participation is involved), “501(c)(3)
and Tax Exempt Status” under the Internal Revenue Service Federal Tax Exemption provisions and "Notice of
Certain Reporting and Audit Requiremenis”.

18. PRECEDENCE AMONG CONTRACT DOCUMENTS: In the event of a conflict between or among the terms of the
Conlract Documents, the terms in the Contract Document with the highest relative precedence shall prevall. The
order of precedence shafl be the order of documents and provisions as listed below with the first-listed document
having the highest precedence and the last-listed document having the lowest precedence as follows: 1) the
Contract Document, 2) the General Terms and Conditions, 3) the Scope of Work set out in the Contract Document,
4) Drug-Free Workplace and Nondiscrimination set out in the Contract Document, 5) Confiict of Interest, 6) No
Overdue Taxes, 7) Environmental Tobacco Smoke set out in the Confract Document, 8) Lobbying , 9) Debarment,
10) HIPPA Business Associate Addendum, 11) Transportation set oul in the Contract Documen, 126) IRS Federal
tax exempt letter or 501 (c), 13) Certain Reporting and Auditing Requirsments, and 14) Contract Questionnaire. If
there are multiple Contract Amendments, the mosi recent amendment shall have the highest precedence and the
oldest amendment shall have the lowest precedence.

Forsyth County shall:

1.

3
4,

Provide the assigned Provider's employees with adequate equipment, office supplies, facilities and other necessities
essential 1o the work of Data Entry Staff and notice of the required performance, and information on hours of work as
well as information on FCDSS policies while Provider's employees are on the premises.

Creals standards of work performance and outcomes of work performance as a result of these standards. Such
standards and outcomes are illustrated in the attached General Core Performance Elements (See Attachment C-Core
Performance Elements (CPE} ~ Data Entry Conversion, which is incorporated herein by reference].

Provide guidance and coaching in compliance with federal and state policies and procedures in order to obtain and
continue to meet required standards.

Provide input to Provider as requested by Provider or proactively if applicable on how well the persons suppied by
Provider are performing services up to standard.

5. Not permit Provider's assigned employees to operate any County vehicle or mobile equipment.

Both Parties hereto undersland and agree:

1.

That the decision to contract with a particular individual by the Provider rests solely with Provider and FCDSS will consult
with Provider on whether an assigned individual is providing the services as required for the timely provision of the Food
and Nutrition Unit, however, the sole authority to allow any individual referred by the Provider to remain on FCDSS
premises to provide data entry services rests solely with the County.

That any assigned individual that FCDSS identifies within the first eight (8) hours of their first day, as not suitable for this
temporary assignment will result in no billing to FCDSS by the Provider.



3. That the duties assigned to Provider's employees will not require work-related travel oulside of the normal dulies
associated with the assigned duties of data entry staff, nor shall the County require assigned employees to make any
non-reimbursable out-of-pocket expenditure in connection with the performance of the assigned duties.

4. That Providers contends that its methods of sales and service and other information is of a secret or confidential nature
which Providers requests to be maintained as such for the continued success of the Provider and its business, that it is
valuable, special, and proprietary information to the extent allowed by faw. Provider contends thatit is a unique asset of
the Provider that is collectively deemed a irade secret to the extent allowed by law. The County agrees to hold in
confidence and not to disclose or use for its benefit any confidential or proprietary information received from the Provider
to the extent allowed by law during the term of this Agreement and any subsequenl extensions and confinuations thereof
lo the extent allowed by law.

5. Each party hereto agrees that the County may solicit the employee of the Provider to permanent employment with the
County after a period of ninety (90) days fulltime employment (or 720 hours) through the Provider without any additional
cosls,

.

The services of the Provider shalt begin effective July 1, 2013, and, unless sooner terminated by mutual consent or as

hereinafter provided, shall be provided until September 30, 2013. Either party shall have the right {o terminate this Agreement

for services upon thirty (30) days notice in writing o the ofher party. FCDSS holds ihe right to suspend services of the

Provider immediately and without advance notice if information is received that Provider's actions or inactions may put

FCDSS employees or individuals referred for services in any type of danger or possible ham.

Iv.

As full compensation for the Provider's services, the County agrees to pay the Provider a rate not to exceed $13.16 per
hour worked by each Provider employee (SIS Code 879). The County agress that any hours worked by an employee of the
Provider under this agreement over forty (40) hours per week shall be considered overtime, to be billed and paid at time-and-
a-half. No employee of the Provider under this agreement shall work more than forty (40) hours per week without the written
permission of the FCDSS Director. No other expenses shall be paid to Provider under this conlract.

The County shall make payment to Provider within thirly {30} days of receipt of an invoice and supporting documents,
provided that all elements of the Agreement are satisfactorily met.

IF Provider fails to submit invoice(s} by the tenth (10" day of the month for the previous service month as described in
Section II-5 herein, and if such failure results in a loss of revenue to the County, the County shall reduce its payment(s) to
Provider by an amount equal to the lost revenue.

Total payments under this contract are not to exceed $66.000 during the period ending June 30, 2014, without execufing
a written contract amendment. ’

This contract consisls of $33,000 in Federal funds (CFDA# 10.561), $0.00 in State funds, $33,000 in County funds.

There are no malching requirements from the Contractor.

V.

The Provider shall maintain for the duration of this contract, at its sole expense, the following insurance coverage:

A. Commercial Liability Insurance: The Provider shall maintain occurrence version commercial general liability insurance or
equivalent form with a limit of not less than $1,000,000 each occurrence. If such insurance contains a general aggregate
limit, it shall apply separately to this agreement or be no less than two times the occurrence limit, Such insurance shall name
Forsyth County, its officials, officers, and employees as additional insureds with respect lo performance of the services of
this contract. The coverage shall contain no special limitations on the scope of protection afforded fo the above listed
insureds and shall be primary with respect lo insurance or self-insured refention programs covering Forsyth County, its
officials, officers, and employees.

B. Business Automobile Liability Insurance: The Provider shall maintain business automobile liability insurance or
equivalent form with a limit of not less than $1,000,000 each accident. Such insurance shall include coverage for owned,
hired, and non-owned automobiles used to provide services under this Agreement.

C. Workers' Compensation and Employers’ Liability Insurance: The Provider must maintain workers' compensation
insurance with North Carolina statutory limits and employers’ liability insurance with limits of not less than $100,000 each
accident,

D. Professional Liability insurance: The Provider shall maintain professional liability insurance with limits of not less than
$1,000,000 per occurrence. Such insurance shall name the County, its officials, officers and employees as additional
insureds with respect to performance of the services. The coverage shall contain no special fimitations on the scope of
protection afforded to the above listed insureds. Coverage shall be primary with respect to any insurance of self-insured

4



retention programs covering the County, its officials, officers and employees, shall include a special project endorsement,
and shall include all professional liability claims against the insured and the incurred legal costs of defending those claims.
E. Other Insurance Requirements: The Provider shall:

o Prior to commencement of services, furnish the County with properiy executed certificates of insurance which shalt
clearly evidence all insurance required in this section, and provide that such insurance shall not be cancelled,
allowed fo expire, or be materially reduced in coverage excepl on thirty {30) days' prior notice to the County at the
following address: Forsyth County Risk Manager, Finance Dept., 201 North Chestnut Street, Winston-Salem, NC
27101.

o Provide certified copies of endorsements and policies, if requested by Forsyth County, in lisu of or in addition to
certificates of insurance.

o Replace certificates, policies, and endorsements for any such insurance that expires prior fo the completion of
services under this Agreement.

o Maintain such insurance with insurers authorized to do business in North Carolina and having A.M. Best Company
ralings of not less than A: Vil.

Any alternatives to these requirements shall require written approval of the County's Risk Manager. This contract must nol
be executed without a properly execuled certificate of insurance evidencing all required coverage, including evidence of
required additional insured.

VI
1. CONTRACT ADMINISTRATORS: All notices permitted or required to be given by one Party to this Agreement to the
other Parly fo this Agreement and ali questions about the Agreement from one Party fo the other shall be addressed and
delivered to the other Party's conltract administrator as set out below. Either Party may change the name, post office
address, street address, telephone number, fax number, or email address of its Contract Administrator by giving timely
written notice to the other Pariy.

For the County: For Provider;

Sheni Cook, Contracts Manager Jessica Frie, Assistant Branch Manager
Forsyth County Dept. of Social Services AppleOne Employment Services

741 North Highland Avenue 5511 Capital Center Drive, Suite 104
Winston-Salem, NC 27101 Raleigh, NC 27606

Telephone: 336-703-3421 Telephone: 919-836-1340

Fax: 336-727-2850 Fax: 919-834-4436

cookss@iorsyth.cc ifrie@appleone.com

2. The Provider shall operate as an independent contractor, and the County shall not be responsible for any of the Provider
or Provider's employees' acts or omissions. The Provider agrees lo hold the County harmless from and against any
claims, expenses (including attorney fees), cosis or liability for acts or omissions of the Provider or Provider's employees.

3. The Provider shall not subcontract any of the work contemplated under this Agreement without prior written approval
from FCDSS. The County shall not be obligated to pay for any work performed by any unapproved subcontractor,

4. The Provider nor Provider's assigned employeses shall not be treated as employees of the County with respect to the
services performed hereunder for federal or state tax, unemployment or workers' compensation purposes. The Provider
understands that neither federal, state, nor payroll tax of any kind shall be withheld or paid by the Counly on behalf of the
Provider or the employees of the Provider. The Provider further understands and agrees that the Provider or Provider's
employees are fully responsible for the payment of any laxes arising from the payment of monies under this Agreement.
The Provider shall hold the Counly hammless from and against any claims, expenses (including attorney fees), cosls or
liability relating to these provisions.

5. The Provider nor Provider's employees shail not be treated as employees of the County with respect to the services
performed hereunder for purposes of eligibility for, or participation in, any employee pension, health, or other fringe
benefit plan of the County. The Provider shall hold the Counly harmless from and against any claims, expenses
{including attorney fees), costs or liability relating to these provisions.

6. The Provider nor Provider's employees have no authorily to enter into contracts or agreements on behalf of the County.

7. The Provider declares that it has complied and shall continue to comply with all federal, state and local laws regarding
business permits, certificales, and licenses that may be required to carry out the services to be performed under this

Agreement.



10.

1.

12.

REPORTING REQUIREMENTS: The Provider shall comply with audil requirements as described in N.C.G.S. § 143C-6-
22 & 23 and OMB Circular A-133 and shall disclose all information required by 42 USC 455.104, or 42 USC 455.105, or
42 USC 455.106.

SUPPLEMENTATION OF EXPRNDITURE OF PUBLIC FUNDS: The Contractor assures that funds received pursuant
{o this contract shall be used only to supplement, not to supplant, the tolal amount of federal, state and local public funds
that the Contractor otherwise expends for contract services and related programs. Funds received under this contract
shall be used to provide additional public funding for such services; the funds shall not be used to reduce the
Contractor’s lotal expenditure of cther public funds for such services.

QUTSOURCING TO OTHER COUNTIES: The Contractor certifies that i has identified to the County all jobs related to
the contract that have been outsourced to other countries, if any. The Contractor furlher agrees that it will noi outsource
any such jobs during the term of this contract without providing nofice to the County.

The County shall not be liable to the Provider for any expenses paid or incurred by either the Provider or its employees
unless otherwise agreed in writing.

FEDERAL CERTIFICATIONS: Individuals and organizations receiving federal funds must ensure compliance with
certain Certifications required by federal laws and requirements. The Provider is hereby complying with such
Cerlifications. The Provider submits such assurances and Centifications as signed by the Provider's authorized
representalive.

This contract shall be governed by and construed in accordance with the laws of the State of North Carolina, without

regard to choice of law principles. The Provider, by signing this Agreemenlt, agrees and submits, solely for matters
conceming this contracl, to the exclusive jurisdiction of the courts of North Carolina and agrees, solely for such purpose, that
the exclusive venue for any iegal proceedings shall be Forsyth County, North Carclina. The place of this contract and all
transaclions and agreements relating to it, and their situs and forum, shall be Forsyth County, North Carolina, where all
matters, whether sounding in contract or tort, relafing to the validity, construction, interpretation, and enforcement shall be
determined.

In the event thal a court of competent jurisdiction holds that a provision or requirement of this Agreement violates any

applicable law, each such provision or requirement shall continue fo be enforced to the extent it is not in violation of law or is
not otherwise unanforceable and all other provisions and requirements of this Agreement shall remain in full force and effect,
except lo the extent they rely on the unenforceable provision(s).



This Agreement is the entire agreement between the parties as to the subject matter referenced herein, and no
amendment may be made to this Agreament except with the prior written consent of both parties.

The undersigned represent and warrant (hat they are authorized to bind their principals to the terms of this Agresment.

IN WITNESS WHEREOF, the County and the Provider have set their hands and seals as of the day and year first above
written.

HOWROYD WRIGHT EMPLOYMENT AGENCY, INC,

d/bfa APPLEONE EMPLOYEENT SERVICES
By: W G By:

Michael A. Hoyal o / Raymond
Chief Financial Officer Director, Dept. of Sccial Services

FORSYTH COUNTY

EIN: 95-2680864

By:
Status:[_JPublic J. Dudley Wats, Jr.
[ Private, Not for Profit County Manager
[¥] Private, For Profit
Financiat Reporting Year: C ALewif~-
ATTEST:
By:
Carta D. Holt
Clerk to the Board

Approved as to form and legafity:

Date:

By:

Assisfant County Attomey



ATTACHMENT A

Datg Entry Staff Expectations:

Prior Data Entry experience with excellent keying accuracy.

Ability to operate and navigate between multiple systems at the same time,

Very detail oriented.

Ability to recognize discrepancies and ask for supervisor guidance and assistance in such
instances

Ability fo communicate effectively and professionally in verbal and written form

Ability to effectively prioritize individuals' workload to meet deadlines

Attend Employee Orientation

Must clear all background checks

Solid Work History

. Appropriate use of confidential information

. Arrive and depart timely (8a.m.-5p.m.)

. Must be dressed in proper attire (business casual)- Per Forsyth County dress code
. Lunch will be 1 hour 12pm-1pm daily

. Two 15 minute breaks will be given daily (a.m. and p.m.)
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ATTACHEMENT B
FCDSS POLICIES & PROCEDURES

PROEESSIONAL CONDUCT EXPECTATIONS
Ethical Standards & Conflicts of Interest
Ethical Standards

DSS employees are expected to adhete to the listed ethical standards, most of which are
common sense rules of professional conduct that would be expected in any work setting.
Howevet, as a professional human scrvices organization created to enhance the dignity and
well-being of each individual who seeks its services, it is especially important to understand
and to select a course of action consistent with the spitit as well as the letter of these
guidelines. Violations may subject an employee to disciplinary action.

1. Employees shall not participate in, condone, or be associated with dishonesty, illegal
activity, fraud, or deception.

2. Employees shall not allow private conduct to interfere with professional duties or with
the professional image of the organization.

3. Employees shall not practice, condone, facilitate, or collaborate with any form of
discrimination on the basis of race, ethnicity, national origin, colot, scx, age, marital
status, political belief, religion, or mental or physical disability or other protected status.
In addition, employces should strive to understand the nature of social and cultural
diversity, and in the execution of theis job duties will not make any statement ot use any
slogan which may be construed as demonstrating a particular bias for or prejudice
against any of the above listed groups.

4. Employees shall not practice, condone, facilirate, or collaborate with any form of
discrimmination on the basis of sexual orientation.

5. Employees shall respect the right of customers to make their own decisions, and assist
them in their efforts to identify and clatify their goals to include the limits, rights,
opportunities, and obligations associated with services which might affect the client’s
decision to enter into or continue the telationship with the agency

6. Employees shall use clear and understandable language to inform clients of the extent
and nature of services available to them. In instances when customers are not literate or
have difficulty understanding or hearing the language spoken, cmployees should take
steps to ensure comprehension.

7. Employees shall make clear distinctions between personal statements and actions from
those as a reptesentative of the FCDSS. Only the Ditector and Board of FCDSS are
empowered to set agency policy.

8. Employees shall provide setvices and represent themselves as competent only within the
boundaties of their job description, education, training, and supervised experience.
Employees ate encoutaged to engage in continuing professional cducation to maintain
and enhance their competence.

9. Employees shall respect a client’s right to confidentiality as established by law. Private
information should not be solicited from a client unless it is essential to providing
services or conducting research. Employees may disclose confidential information only
with informed consent from a client or the client representative except in those
circumstances in which not to do so would violate other laws or would result in clear and
imminent danget to the client o others. Employees are expected to follow the specific
policy guidance and applicable laws that govern the particular action to determine if the
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informed consent needs to be in writing (much of the time they do). The supervisory
chain, State Reps and the legal department can assist in making these determinations.

Employees shall take precautions to protect the confidentiality of client records. Client
records, transmitted through computers, clectronic mail, facsimile machines, telephoncs,
telephone answering machines, and all other electronic or computer technology, should
be stored in secure locations. Confidential information should not be discussed in any
setting unless privacy can be ensured, and only discussed with staff on a need to know
basis. Client confidentiality should also be protected when responding to requests from
others.

10. DSS employees shall not use derogatory language in their written or verbal
communications to or about customers, co-workets, supervisors ot other members of
management. Only accurate and respectful language should be used.

11. DSS employees shall not accept or grant goods, services, or things of value to ot from
agency custotners.

12, DSS employees shall treat colleagues with respect. Employees shall avoid criticism of
colleagues in communications with customers. Employees should also avoid
unwarranted negative criticism of colleagues in communication with other professionals.

13. DSS employees shall take adequate measures to discourage, prevent, expose, or cotrect
the unethical conduct of colleagues.

14. DSS employees shall not obtain money or other items of value on behalf of customers
without the knowledge of their supervisor. When fequesting money of items of value,
said request need to be countersigned by the supervisor or another member of the chain
of supervision.

Conflicts Of Interest

FCDSS employees are expected to use good judgment, adhere to high standards, and
avoid sitaations with customers or colleagues that create an actual or perceived conflict
between their personal interests and those of the organization. FCDSS requires that the
employees patticipate in only those transactions that are ethical and within the law.

IFCDSS employees shall not misuse their professional relationships sexually,
financially, or for any other personal advantage. This standard of conduct shall be
maintained by staff toward all associated with them, such as customers, colleagues,
supervisees, cmployees, students, and research participants.

FCDSS employees shall terminate a professional relationship with customers when,
after carcful evaluation and assessment, it is determined that the customer is not likely to
benefit from continued services or the setvices are no longer needed, but shall not initiate
such termination of services for the purpose of beginning a personal ot business relationship
with the client.

FCDSS employees shall not initiate, and shall avoid when possible, personal
relationships ot dual roles with current customers, ot with any former customers whose
feelings toward them may still be derived from or influenced by the former professional
relationship.

When a FCDSS employee may not avoid a personal relationship with a customert, the
employee shall take appropriate precautions to discuss the situation with the approptiate
management staff. Management shall document the discussion about the employec’s
telationship with the customer and the consultation or supervision to ensure objectivity and
professional judgment are not impaired. In instances when dual or multiple relationships are
unavoidable, FCDSS will set clear and sensitive boundaries. FCIISS staff shall not sexually
hatass or engage in sexual activities with customers or former customers. The customer’s ot
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former customer’s former initiation of a personal, sexual, or business relationship shall not
be a defense by the FCDSS employee for failing to abide by these guidelines.
FCDSS employees shall:
0 Act with integrity in relationships with colleagues and other professionals.
0 Treat with respect and represent accurately the views of colleagues, and when
expressing judgment on qualifications and findings of colleagues, shall do so
faitly and through proper channels.
o Foster working conditions that provide faitness, ptivacy, and protection from
physical or mental harm.
O 'l'ake appropriate measures to discourage, prevent, expose and correct
unethical or incompetent behavior by colleagues, but take equally appropriate
steps to assist and defend colleagues unjustly chatged with such conduct.
o Avoid engaging in sexual relationships with colleagues when there is a
potential for conflict of interest, i.e., with an employee, student, volunteer, etc.,
over which one exercises supetvisoty or professional authority.

Customer Service Standards

PROFESSIONALISM
0 We strive to look and act professional at all times.
¢ We embrace diversity in all its forms.
o  We accept responsibility and desire to learn from our mistakes.
o We commit ourselves to our Mission, Vision & Values.

RESPECT
o We desire to treat others the way we would want to be treated.
o We will work hard to protect out customers’ rights to privacy and
confidentiahty.
o We will do our best to treat people with dignity and courtesy in order to
create a positive cnvironment.

COMMUNICATION
o We will do our best to communicate cleatly in otder to increase
undetstanding.
o We commit ourselves to returning messages promptly.

TIMELINESS
o We value our customers’ time.
0 We will make every effort to sec customers promptly.
o We want our customers to be knowledgeable about processing times for
paperwork, services, and any delays they can expect.

QUALITY
o We will make every effort to provide quality services that arc cfficient and
effective.
o We aspire to exceed our customets’ expectations of our setvices.
o We endeavor to make good use of all our resources.

FACE TO FACE INTERACTIONS
o We intend to greet our customers with a smile in person and on the phone.
o We want our customers to know how important they are to us.
o We want to help our customers to become self-sufficient, and live in stable

and healthy environments.
CUSTOMER FEEDBACK
o We value feedback from our customers (let us know how we are doing).

0 We commit ourselves to learning from our customers.
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Customer Service Slogan:
“Serving our Community with Competence, Compassion and Commitment”

Gifts and Favors

Employeces shall not accept any gift, whether in the form of cash, service, loan, ot item of
value or promise from any person who may be interested directly or indirectly in business
dealings with FCDSS including, but not limited to, vendots or customers. Employees shall
not accept any gift, favor ot item of value that may influence or be petceived to influence
employees in the discharge of duties. No official or employee shall grant in the discharge of
duties any improper favor, setvice or item of value.

If an employee or someone with whom the employee has a close personal relationship, or
has a financial or employment relationship with a vendor, potential vendor, or customer of
FCDSS, the employee must disclose this fact in writing to FCDSS management. FCDSS will
determinc what course of action must be taken to resolve any conflict that may exist.

Accepting gifts of little or no monetary value (such as homemade cookies) does not pose a
problem as long as the gift does not present the appearance of favoritism and/of undue
influence in the employee’s decision making, If staff is unclear, they should check with their
supervisor before accepting the gift. Division Directors and the Business Officer are
responsible for settling differences of opinion and/or enforcement standards in their area of
operations.

Harassment Prohibited

Forsyth County will not tolerate or condone harassment of any of its employees. Any form
of harassment related to an individual’s age, race, color, sex, religion, national origin,
disability, ot any other protected category is a violation of this policy and will be treated as a
disciplinary matter. For these purposes, the term harassment includes, but is not limited to,
unwelcome slurs, and any other offensive rematks, jokes, other verbal, graphic, or physical
conduct. Harassment also includes unwelcome sexual advances, requests for sexual favors,
offensive touching, and other verbal, graphic, or physical conduct of a sexual nature,
Violation of the county policy will subject an employee to disciplinary action, up to and
including immediate discharge.

Professional Image Standards and Expectations

FCDSS adopted the following guidelines for professional image standards for all
staff. It is undetstood that no policy can foresee each and every circumstance to be
encounteted and that supervisors need to have the flexibility to determine the
approptiateness of staff’s attire and to enforce the standards of this policy. In those cases
where the attire is questionable, supervisots are expecied to use good judgment and good
communication skills to cotrect the situation. Division Directors and the Business Officer
ate responsible for settling differences of opinion and/or enforcement standards in their
area of operations. Maintaining a professional image is a vital asset to the FCDSS
organization and shows respect for FCDSS customers, and the taxpayer visitors on whose
hchalf employees are compensated. The agency reserves the nght to detexmine approptiate
dtess at all times and in all citcumstances and may send employees home to change clothes
should it be determined the dress is not appropriate. Employces will not be compensated for
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this time away from work and may be required to use annual leave to cover the absence. The
list below is not all-inclusive. '
1. General Standards
0 General attire will be clean, neat, free of holes and approptiate for the type of
work performed that day.
0 Clothing should fit properly and not too tight, tevealing, or provocative.
0 Mustache, long hair or beard must be clean and well trimmed.
o Community Social Services and Human Resource Aides should wear
comfortable clothing suitable for the daily tasks.
o Staff involved in special activitics such as moving furniture, assisting a client
to move, ot agency planned outdoor activities may dress approptiately for the
activity. If other professional activities are scheduled during the day, the
employee is expected to change into approptiate dress.
0 Pants or slacks must not be shorter than ankle length.
0 Sun dresses may be worn if covered with a jacket or sweater (for a definition
of a “sun dress” see your supervisory chain)
o Athletic Shoes:
o  Athletic shoes can be worn on Friday as part of the “casual dress” attire.
Tt is expected that athletic shoes are clean and not worn and torn.
0  On other days athletic shoes should only be worn if there is 2 medical
need or when an employee must walk a distance that makes it uncomfortable
or unsafe to wear regular work shoes. Once in the building the employee
should change to regular work attire shoes.
0 Inclement Weather Dress: Our policies do not allow for an inclement
weather dress. Monday through Thursday staffs are expected to dress in the
usual manner. Friday (as mentioned below) is casual attire.
o Denim Material: Can be worn regularly as a jacket, coat or skirt that is
appropriate to professional dress, otherwise, denim pants (all colors) are
restricted to casual Fridays.
o Gauchos/Culottes and Pants (Capri): Your supervisory chain will detetmine
if Gauchos or Culottes are appropriate business attire. All pants are to be ankle
length.
2. Court Appearance Standards
o0 Men must wear a coat and tie. Options include a dress suit and tie or sports
jacket and tie. Appropriate business attire shoes mnust be worn.
© Women must wear dresses or skitts that are knee length ot below, dress
blouses or sweaters, dress slacks, and dress shoes or sandals.
3, Casual Days
Fridays are “business casual days”. Business casual does not mean sloppy or
unptofessional. Staff may wear workplace appropriate denim material pants/jeans
with an appropriate top. Athletic tee shirts or those that contain business
advertisements, slogans, or graphics may not be worn. Sweat shitts, sweat pants
may not be worn.
4. Not Permitted at Anytime
o Mini skirts, tight pants, leggings, workout suits, wind suits, shorts, printed tce-
shirts and clothing made out of sweatshirt type material (T-Shitts intended as
spotts weat ot under garments wormn externally (printed or not) should not be
wotrn)
0 Any low cut tops such as halter, tank, cropped or muscle shirts.
0 Bedroom shoes and flip flops of any kind.
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© Baseball caps or hats of any type (No hats or head covetings of any kind are
allowed in the building).

o See thru clothing; exposed midriffs, lower back area, or exposed cleavage.
Skorts and/or shorts.

Facial piercing other than earrings.

Bib overalls.

I£ at all possible, tattoos should not be visible. Tn today’s popular culture many
people have tattoos and some are placed on areas of the body that are

not easily covered; however, tattoos that can not be covered can not be
offensive (that determination will be made by management).

c o000

All staff is expected to use good judgment in determining approptiate professional attire and
to consult with supervision if unsure if an item of clothing is acceptable. All supervisors and
program managers may make decisions on other clothing issues as they atise, and are
required to discuss any professional image problem with the staff person involved
immediately upon becoming aware of a failure to comply with these standards.

GENERAL POLICIES

Accident Reporting: Seaff, Customers ot Visitors
Any time there is an accident within the building involving a employee, customer or a visitor
the incident should be reported immediately to the most appropriate supervisor (employee’s
immediate or the one in closest proximity to the site of the accident) and the building
security staff. The supervisor in conjunction with building sccurity will determine if
emergency assistance is needed and, if so, wilt ensure that such is contacted. If the incident
involves a DSS employee and no emergency assistance has been called, then the employee
shall be requested to immediately go to the designated Prime Care Office to be examined.
The supervisor will ensure that the appropriate form shall be completed by the employee
and the medical personnel (Employee Injuty form for DSS staff which can be accessed on
<fcner> under Risk Management).

Further, the supervisor will complete the section of the incident report relevant to
supervisory investigation and conclusion as to how to prevent futute incidents if applicable.

If the incident involves a customer or visitor the supervisor will ensuse that the
appropriatc Incident form (General Liability Repost form for non-employces accessed on
<fcnet> under Risk Management) 1s completed. In either situation, the appropriate form
shall be sent immediately to DSS HR and HR will immediately forward this to the Risk
Management office.

In situations involving body fluids, General Services’ staff located in the building for
daily custodial dutics shall be immediately contacted. This staff is trained in the appropriate
ptocedutes for handling and disposing of biowaste materials.

Building Access

In order to provide for security and for authorized movement into and through the
DSS building the building was designed to have a limited number of doors which have 2 key
type lock. Therefore, apptoved personnel have access to the building through the use of a
tnagnetic, computer activate access badge. These badges are issued when a person becomes
an employee of the DSS and are modified as necessary when the employee’s job function ot
location changes, Badges with limited access are sometitnes provided to non-DSS staff.
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Access badges are coded for both times of access and for type of access. Depending
upon job function/reason for being in the building access badges are coded for certain
access times and entries. ‘Those times are: (1) Monday — Friday from 7 AM to 6 PM; (2)
Seven days a week, 24 hours a day; or (3) Specific Day of Week and/or specific hours of the
day. Most employee badges will allow for both external door and intetnal door entry. Badges
assigned to other persons will have limitations placed both on time and type of access.

It is the total responsibility of each person with an access badge to ensure that
his/her card is not damaged or lost. Howevet, in the event of either it must be immediately
reported to the employee’s immediate supervisor who in tatn will repost to the Director’s
Admunistrative Assistant so that steps can be taken to secure the building and to replace the
card. This is particularly important for employees who have access to the building 24 hours a
day, 7 days a week. A lost card that is not reported immediately will mean that an
unauthorized person could have access to the building after regular wotk hours and on the
weckends. Should a card holder damage or lose an access badge more than once any
additional replacement card will cost the employee $10.00. Should an employee lose an
access badge and fail to report this loss immediately and there is subsequent proof that the
card was used to gain unauthorized access (security cameras monitor 24/7) to the building
this failure will result in disciplinary action. Should a non-DSS card holder lose an access
badge and fail to report this loss immediately and there is subsequent proof that the card was
used to gain unauthorized access to the building no replacement badge will be issued. When
an employee leaves his/her position with the DSS he/she must sutrender the access badge
to cither the immediate supervisor (or the chain of supervision}, a member of the DSS HR
staff, or the Administrative Assistant.

No one with a building access badge should ever allow anyone else to use their
badge, nor should they provide access to the building/floor for anyone not known to already
qualify for such access. Failure to adhete to this ditective could lead to disciplinary action for
employees or to having their access privileges revoked for non-employees.

Children of DSS Employees in the Workplace

The FCDSS’ focus is on timely and effective customer service. When children of employees
are brought to the workplace, regardless of age, it creates a distraction for the parent as well
as co-wotkers. Children (grandchildren, godchildren, etc.) may not be brought to work for
an extended period of the workday. Exceptions to this policy must be pre-approved by the
supervisot and division director, but should not exceed a period of one hour.

Forsyth County provides its employees the “Day Care Reimbursement Account”. This
benefit helps manage day care expenses. While school or daycare holidays, intercessions, and
inclement weather can create child care hardships for all parents, this agency is not an
alternate child care placement.

County Equipment: Computets and Office Telephones:

Most employees are provided with computers and office telephones as tools to assist with
the completion of job duties. These tools should be used for work related tasks and such
communication should contain only business appropriate content. Employees may not
include persanal, political or religious content in their voicemail greetings or cmail taglines.
The information sent, created, stored and/or reccived on county computers and telephones
is at all times the property of Forsyth County. Forsyth County resetves the right to retrieve
and read any messages or docoments with or without advance notice or employee consent.
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Internet access, email and voicemail are provided to staff as working tools but remain county
property. FCDSS employees are required at all times when utilizing these tools to exercise
good business judgment and to comply with all County and agency policies including the use
of approptiate instructions and messages left on voice mail and tag-lines on email addresses.
In addition, FCDSS employees frequently have secure access to various State data systems
which requite individual passwords and specific training in order to accurately use these
systems. Any abuse of the county provided equipment including software data and tools, and
of the State computer systems is grounds for immediate disciplinary action up to and
including dismissal. (Some examples of such abuse include accessing inappropriate to the
workplace internet information, obtaining information about a client that is not directly
related to the employees job assignment, using County time to pursue petsonal interests,
sending offensive, harassing, or culturally insensitive messages. (These examples do not
represent all possible misuse of these tools.)

Telephones

Office telephones are a vital part of FCDSS business operation. Because of the large volume
of business transacted by telephone, personal use of the telephone should be limited and
brief. Personal long-distance calls should be billed to the employee’s home phone or credit
card or placed collect.

Mail

Staff should not have personal mail sent to the FCDSS, All mail received through the
FFCDSS mail sysiem is considered agency mail. Use of office postage for personal mail is not
allowed and is grounds for disciplinaty action,

Parking

There is patking in county-owned parking lots for specified county employees of the DSS
and the Health Departiment, and for employees of the mental health providers located in the
complex at 725 N. Highland Ave. Specified employces of the DSS are assigned to gated Lots
#1 (40 spaces, behind the Health Dept. accessed off of Cleveland Ave.), #3 (28 spaces,
below the General Services Plant building accessed off of Cleveland Ave.), #4 (15 spaces,
directly behind the DSS building and above the Plant building accessed off of Cleveland

Ave.), and #5 (90 spaces, directly behind the DSS building accessed off of E. 7" Streef). All
employees not assigned to one of these lots can patk in the lot at 720 Russell Ave. Entrance
to the gated lots is accessed by the employees building access badge and allows entrance only
to the lot for which the employee is assigned. In some lots whete parking is shared with
other department staff, the employec will also have a color caded sticket to be displayed
either in the car’s rear window or on the rear bumper.

The parking lot directly in front of the DSS building and bounded by the Heaith
Department and the mental health building is reserved for customets and visitors only. This
restriction also applies to the handicapped spaces in this lot. No employee, contract staff,
volunteer, or student/intern is allowed to park in this lot for any reason.

Assignment to Lot #5 is based on (1) handicapped status, (2) job function and patking
assignment at the ime the agency moved to this address, (3) job classification of Program
Manager level and above, and (4) for any available spaces after the above allocations, tenure
with the agency.

Assignment to Lot #3 is based on tenure with the agency.
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Assignment to Lot #4 is based on cettain document physical limitations status and tenure
for any available spaces after handicapped allocations are made.
Assignment to Lot #1 is based on tenure with the agency.
Tenure is counted from the most recent date of employment and those with the most years
with the agency are assigned to Lot #5, then #4, #3, and last Lot #1. When spaces become
available employees are moved up based on tenure with employees previously without an
assignment going into Lot #1.
In the event an employee with a space in Lot #5 accepts a new position not authotized for
Lot #5 their access to this lot will be removed.
Should an employee’s health status change and they no longer qualify for assignment to a
handicapped space or a special assigned space their access to handicapped/special lot will be
removed and their parking assignment will return to their original parking site.
As the agency is not requited by law to provide all employees seeking Handicapped/ Special
parking a space but, rather, to provide a reasonable number of such spaces, and as the total
number of secute lot parking spaces available to the entire agency are significantly less than
the need, it is necessary for persons seeking special parking assignments to provide clear and
adequate documentation to support this request. The provision of such documentation does
NOT assure the request will be granted. Once all spaces available for Handicapped/Special
parking assignments are full, employees seeking such parking will be placed on a Waiting List
and will move to a space when one becomes available, assuming the need still exist, on a first
name on the list basis.
To be considered for assignment for Handicapped Parking (7 spaces in Lot #5) and Physcial
Limitations Special spaces (approximately 17 in Lot #4 ) both of which ate located directly
behind the DSS building) an employee must complete the following;
* Submit a request to the Administrative Assistant (AA) to the Director/Deputy
Director by email or phone at 703-3415
* Provide the AA a copy of the NC Department of Motor Vehicles issued
Handicapped placard issued to the employee
* Provide the AA a copy of the current NC automobile registration card
* Provide the AA a cusrent doctor’s statement which clearly states how the employee
meets the definition of Handicapped (see below) and the expected duration of this
status
* Meet with the Deputy Dircctor to further clarify this request if needed

NOTE: Should the Handicapped placatd, the Automobile registration ot the doctor
idenufied duration expire without the AA receiving an updated copy with the new expiration

date(s) the employee’s access to the lot will be removed.
* A current doctor’s statement verifying that the need is on-going must be submitted

annually as long as the employce has handicapped/special parking assignments.
Employees with short-term mobility limitations can request a tempotary parking assignment
to accommodate their need by:

* Providing the AA a doctor’s statement which clearly describes the physical

limitation and the duration of the need

* Meet with the Deputy Director to clarify this request if needed

G.S. 20-37.5 Handicapped—definitions and parking privileges.
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(1) “Handicapped” shall mean a person with a mobility impaitment who, as determined by a
licensed physician;
() Cannor walk 200 feet without stopping to resk
(b) Cannot walk without the use of, or assistance from, a brace, cane, crurch, another
person, prosthetic device, wheelchair, or other assistive device;
(¢) Is restricted by lung disease to such an extent that the person’s forced
(tespiratory) expiratory volume of one second, when measurec by
spirometry, is less than one liter, or the arterial oxygen tension is less than 60
mm/hg on room air at rest;
(d) Uses portable oxygen;
(¢) Has a cardiac condition to the extent that the persoi’s functional limitations are
classified in severity as Class ITT or Class IV according o standards set by the
American Heart Association;
(B Is severely limited in their ability to walk due to an arthritic, neutological, or
orthopedic condition; or
(8) Is tomily blind or whose vision with glasses is so defective as to prevent the
performance of ordinary activity for which eyesight is essential, as certified
by a licensed ophthalmologist, optometrist, or the Division of Services for
the Blind.
No employee should ever allow anyone else to use the parking access card assigned to them
and doing so could lead to disciplinary actions.
Assignments to county parking spaces will be reviewed and updated at least annually.

Political Activity

Employees may join or affiliate with civic organizations of a partisan ot political nature, may
attend political meetings, and may advocate and support the principles ot policies of civic or
political organizations in accordance with the Constitution and laws of the State of North
Carolina and the United States of America. However, no employee shall: (1) engage in any
political or partisan activity while on duty; (2) use official authority ot influence for the
purpose of interfering with or affecting the result of an clection or a nomination for office;
(3) be required as a duty of employment or as a condition for employment, promotion, or
tenure of office to contribute funds for political or partisan purpose; (4) coerce ot compel
contributions for political or partisan purposes by another employec; or (5) use any supplics
or equipment of the Department for political or partisan purposes.

Professional Diligence

The FCDSS and its staff perform duties defined by federal and state law. It is expected that
employees exercise due diligence to perform as per job desctiption, as trained, and as
directed by management. All staff must notify the supervisor, program manager, or anyone
else in the “chain of supervision” about circumstances unknown to management about the
processing of job duties that may not be in compliance with the job desctiption, training, or
directions by management to assure the agency completes its professional responsibilities.

Protection of Individual Client Privacy
FCDSS Staff is required to tead and be familiar with the full version of this policy.

The full text version of this policy is located at the county intranet site (fcnet).
Selected highlights from FFCDSS confidentiality policies:
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Confidentiality rules are based not only on the interests, expectations, and rights of
individuals with respect to informational privacy, but also on a wide range of other
individual, governmental, professional, public, and social intetests regarding the acquisition,
use, protection, and disclosure of information states John Saxon, in an I0G February 2001
Newsletter on Social Services and Confidentiality.

FCDSS strives to protect client privacy, complying fully with all federal and state privacy
protection laws and regulations concerning the security and privacy of client
information.

Al employees working with client information are responsible for using only the
minimum information necessaty to perform their tesponsibilities regardless of the
extent of access provided or available. During this access they are responsible for
implementing appropriate safeguards, which will ensure client privacy.

Only individuals with a legitimate “need to know” may access, or use or disclose
client information. This includes all activities related to treatment or care of all clients.
Violations of any of these provisions will result in appropriate disciplinary action up to and
including termination of employment and possible refertal for criminal prosecution.

Security and Visitots

The FCDSS seeks to provide a professional environment for all employees that is free from

distraction or may negatively impact the work production of employces and their co-
wortkers. A security force patrols the building and the building has 24 hour video
sutveillance. Compliance with the following will alleviate potential secutity problems:

¢ All customers and visitors must use the public entrance at the front of the building

on the T floor. Division Ditectors may grant temporary exceptions to this
procedure if using the front cntrance/exit poses a safety concern.

* All staff, students and interns must wear their FC Identification badges, with their
picture visible, at all times while in the building,

* Customers who are seen in an office or work station should always be escorted
back to the lobby area when their business is completed.

» While former employees are welcome, they too should use the public entrance/exit

and should be escorted to and from their destination in the building,
* Any verbal or written threat should be reported to supervision immediately.
* Division Directors and Program Managers shall develop “code words” and

procedures for identifying when a client/visitor/co-worker situation is escalating and

secutity or other intervention is needed.

» Staff should know when and how to access Building Security:
o Location of call buttons
o Security Main number: 703-3953 (during regular hours of operation)
o Security Alternate number: 703-3394 (before and after regular hours)
o Pager: 208-6554

* Should it be necessaty to by-pass Building Security and call 911 for any reason,

Building Security should be notified that emergency assistance has been contacted as

soon as possible so they will be expecting Police or Fite to be enteting the building

Routine and extended visits ate prohibited. Division directors may impose
testrictions upon prolonged visits as are appropriate for the successful operation of the
division or unit.

Employees shall:
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Take responsibility for the acts of their visitors who are non-employees in the
workplace and who do not have official business with FCDSS.
Exetcise supervision to ensure personal safety and minimize disruption of work-related
activities.
Appropriate and reasonable restrictions imposcd as necessary by division ditectors
should help to:
Protect the health and safety of occupants and customers.
Protect the confidentiality of data and information that may relate to employees and
customers.
Minitnize activity that might detract from productivity and effectiveness of FCDSS
staff in the workplace.
Maintain the security of FCDSS property and resources.

Smoking

The FCDSS has a vital interest in maintaining a healthy and safe environment for its staff,
customers, and visitors while respecting individual choice.

It is the policy of the FCDSS to provide a smoke-free work area for staff. Smoking is
permitted for staff on the south side of the building at the loading dock or other specifically
designed areas only, at break time [fifteen (15) minutes in the morning and fifteen (15)
minutes in the afternoon] and lunch.

Non DSS staff who work at this location should also adhere to these policies and use the
designated smoking area.

Smoking is not allowed in County vehicles.

Weapons in the Workplace

No DSS employee or pesson (except security or law enforcement petsonnel) may bting to
the workplace or have in their possession a firearm (gun) or any other item that may be
considered a weapon. Such weapons include all types of firearms, switchblade knives, knives
longer than four (4) inches, dangerous chemicals or explosives, and other objects that can
injute and/ox kill.

Violators of this policy will be subject to immediare rermination. Staff members having
knowledge of a person having a concealed weapon should report this knowledge to the
Director immediately. Having knowledge and not reporting such information may be cause
of disciplinary action.

Work Hours and Authorized Work Locations

All employees are expected to report to and remain at their assigned locations during regular
work hours except for lunch and authotized breaks and Monday through Friday, 8:00 a.m.
until 5:00 p.m. unless otherwise authorized by program supervisor or division director as a
part of adjusted work hours (such as 7:00 a.m. to 4:00 p.m., or 9:00 a.m. to 6:00 p.m.)
designed to better meet agency customer needs. A permanent change to the regular work
schedule or location shall be in writing. Personal events like baby/wedding showers and
retitements for example, need to be conducted between the hours of 11:30 AM to 2:00 PM
(including the time it takes to set up and clean up). Individuals can substitute their one hour
lunch to attend these events with approval of their supervisor. Total time away from work to
attend these personal events can not exceed one hout.
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ATTACHMENT C

General Core Performance Elements (CPE) - Data Entry Conversion

CPE: Resource Utilization

Work Performance Standard:

1) Utilizes agency procedural guidelines in accomplishing work

2) Utilizes correspondence and memorandums for interpreting changes in work process
3) Utilizes and follow NCFAST guidelines for Post Conversion Case Review

4) Successfully works all reports and updates both state and local computer information
systems

CPE:_Position Specific (FOODSTAMPS)

Work Performance Standard:

1) Organizes, reacts to recertification reports daily

2) Monitor reports to identify timely and untimely recertification’s so that conversions
are completed based on certification month due date (oldest date first)

3) Responsible for Troubleshooting and reporis any known errors immediately to
supervisor

4) Maintain active status in all available terminal sessions (FOCUS, FAMIS, NCFAST
cte.)

5) Must correct any errors cited during a second party reviews and make report back to
supervisor within 1 business day

6) Must maintain the record citing completion of conversion including name and date
7) Must be able to follow management approved guidelines for completion of daily work
8) Achieve established time production statistics (15 days S cases converted daily, 30
days 8 converted cases daily, 60 days 10 cases converted daily)

9) Must meet deadlines by working at a quick and steady pace while maintaining
quality/error free work with a 95% accuracy rate
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