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Community Complaint Policy & Procedure

The purpose of this policy is to encourage open communication between
staff, parents, community partners, and the public.

The policies and regulations referenced are:

e Head Start Act Section 642(c)(11)(E)(iv)(X)(bb)

e Head Start Performance Standards, section 1301.2(a)(b), 1302.100

To ensure the safety and well-being of the children and families served as well
as the staff. Complaints made by the public are taken seriously. All complaints

are investigated and resolved according to the policies of the listed

compliance agencies.

The following is a table of contents.

Topic See Page
Who to Contact 2
The Concern/Feedback/Compliment Form 3
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Who to Contact

Who do | talk Use the following to decide how to communicate complaints, feedback, or
to? compliments for the Preschool Services Department (PSD) or other related
issues.
If you have a... Then contact...

Complaint, compliment, or feedback for PSD

a PSD staff member at any site

Situation that was not resolved by the PSD
employee or a compliment or feedback you
want to send in writing

PSD by submitting the Complaint / Feedback
/ Compliment form on page 3

e Complaint but do not want to contact PSD
or

e HIPPAA Complaint
or

e Americans with Disabilities Act Title II-
Public Access complaint

The Office of Compliance and Ethics at:
EthicsLine@cao.sbcounty.gov

Suspected child abuse incident

The Department of Children and Family
Services
Child abuse hotline at:1-800-827-8742

Complaint, compliment, or feedback for
Child Care Centers in a commercial building

Child Care Program Office for San Bernardino
County at:

Inland Empire Regional Office

3737 Main Street, Suite 700, MS 29-12
Riverside, CA 92501

(951)782-4200 FAX (951) 782-4985

Suspicion or confirmation that a program is
misusing Federal funding or violating
standards

U.S. Department of Health and Human
Services, Administration of Children and
Families at
https://eclkc.ohs.acf.hhs.gov/file-complaint

Program Operations Meeting/Program Policy/PDM
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Continued on next page
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Who to Contact, Continued

Who do | talk The Concern/Feedback/Compliment form triggers the following actions:
to? e A meeting or a phone call is scheduled to discuss the situation.

e The program Manager issues a written decision in response to the
complaint in no later than 30 days.

o If not resolved by the Program Manager, the issue is referred to the
Director of PSD or their designee.

Program Operations Meeting/Program Policy/PDM
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The Concern/Feedback/Compliment Form

Purpose The Concern/Feedback/Compliment form is used to give the public a method
of communicating with the Preschool Services Department. This form should

be displayed on the Parent Board.

County of San Bernardino
Preschool Services Department
662 South Tippecanoe Avenue
San Bernardino, CA 92415-0630

Concern/ Feedback [ Compliment Form
Site Name:
D Compliment D Community Complaint

This is a: D Concern D Feedback
Enter your written concem, feedback or compliment:

Please provide your name, address and phone number if you wish to be contacted regarding your

concern:
Name:

Address: Apt. #

City: Zip

Phone: Best time to call: Dot

Return completed form to:
Preschool Services Department
Attn: Human Resources Unit
662 South Tippecanoe Avenue
San Bernardino, CA 92415-0630
(909) 383-2000 FAX (909) 383-2027

Program Operations Meeting/Program Policy/PDM Community Complaint- 4
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The Concern/Feedback/Compliment Form, continued

Spanish version  The following is the Concern/Feedback/Compliment form in Spanish.

CONDANDQ DE SAN BERNARDINO
DEPARTAMENTO DE SERVICIOS PREESCOLARES
662 South Tippecanoe Avenue
San Bernardino, CA 92415-0630

Forma de Preocupacién / Comentario [/ Elogio

| Nombre de Escuela: |

Estaesuna: O Preocupacion O Comentario O Elogio O Queja de la Comunidad
Escriba su preocupacion, comentario, o elogio:

Por favor proporcione su nombre, domicilio y nimero de teléfono si desea que le llamen
sobre suU preocupacion:

Nombre:

Domicilio: Apt #

Ciudad: Codigo Postal
Teléfono: (Mejor hora para llamarle: ) Fecha

Devuelva la forma completa a:
Preschool Services Department
Attn: Human Resource Unit
662 South Tippecanoce Avenue
San Bernardino, CA 92415-0630
(909) 383-2078 FAX (909) 383-2027
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Governing Bodies Shared Decision Making

Overview
Purpose All Head Start and Early Head Start programs must develop procedures to
implement shared decision making between the Governing Body and
appropriate policy groups.
Reference The policies and regulations referenced are:

e Head Start Performance Standards: 1301.6(a)(1)

All Programs
Policy overview  Preschool Services Department (PSD) implements shared decision making
between the Governing Body and appropriate policy groups.

Contents The following is a table of contents.
Topic See Page
Policy Council Responsibilities 2
Policy Council and Audits 6
Policy Council and HS Staff 7
Shared Decision-Making Policies 8
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Policy Council Responsibilities

Policy Council
goals

The 5 year plan
process

The following are the goals of the Policy Council.

The Shared Governance Board and the Policy Council collaborates with staff

to

e develop a five-year plan, including program philosophy, goals and
objectives based on the community assessment, self-assessment,
monitoring reports, other indicators and regulation changes.

e complete annual refunding goals and objectives and community

assessment updates.

After the Policy Council collaborates with the Shared Governance Board, the
final draft of five-year plan and annual refunding applications go through the

following process.

Who

Does What

Policy Council

e Reviews and approves the five-year plan
e Sends the plan to the Shared Governance Board

Shared Governance
Board

e Reviews and approves the five-year plan
e Sends the plan to the County Board of
Supervisors

County Board of
Supervisors

e Reviews and gives final approval to the five-year
plan
e Sends the plan to the Regional IX Federal Office

Delegate agency The following is the delegate agency selection process.

selection
process

Who

Does What

Policy Council

e Approves a priority list of Delegate Agencies
e Sends results to the Shared Governance Board

Shared Governance
Board

e Approves/disapproves the list
e Sends results to the County Board of Supervisors

County Board of
Supervisors

e Reviews and gives final approval/disapproval of
the list

Program Operations Meeting/Program Policy/PDM
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Policy Council Responsibilities, continued

Approving San Bernardino County Preschool Services Department annually develops
policy and updates recruitment/selection/enrollment policies and procedures.
The Policy Council reviews and approves final draft of recruitment
selection/enrollment policies and procedures.
Funding The following is the funding applications and amendments process.
applications
Who Does What

County Board of
Supervisors

Directs all refunding and amendment grant application
correspondence to the Head Start Director

Director

Forwards correspondence to the Policy Council, Shared
Governance and appropriate Head Start staff

San Bernardino County
Preschool Services
Department

Develops a schedule of activities necessary to complete annual
refunding application and amendments

Head Start Director
and assigned staff

Develops a final draft of the annual refunding application and
other grant amendments

Policy Council

e Reviews and approves/disapproves the final draft of all
refunding applications and amendments.

e Forwards applications and amendments to the Shared
Governance Board

Shared Governance
Board

Reviews and approves/disapproves Policy Council
recommendations

San Bernardino County
Preschool Services
Department

Forwards results to the County Board of Supervisors

Board of Supervisors Reviews and approves/disapproves all final drafts of refunding and

amendment grant applications

Continued on next page
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Policy Council Responsibilities, continued

Reimbursement
for expenses

Monitoring
reimbursement

The Shared Governance Board and the Policy Council collaborate with staff
to develop reimbursement policies to enable low-income parents and Policy
Council Members to participate in group responsibilities as per the Head
Start Performance Standards.

Including reasonable reimbursement for

e child care,

e service area travel, and

e out of state travel

that enables the Policy Council and parents to participate in meetings,
committees, trainings, etc.

The Policy Council:

e Participates, reviews and approves/disapproves the annual budget and any
changes to the policies and/or procedures

e Monitors the status of this line item through the Policy Council Finance
Committee Chairperson at their regularly scheduled meetings

The Shared Governance Board:

e Reviews and has input on the annual budget and

e Receives the same financial reports that provide this group the ability to
monitor Policy Council reimbursement activities

The County Board of Supervisors approves all Policy Council out of County
travel and reimbursement.

Continued on next page
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Policy Council Responsibilities, continued

Policy Council The Shared Governance Board and the Policy Council collaborate with staff
bylaws for to develop Policy Council by-laws for member composition as per the Head
membership Start Performance Standards.

Preschool Services Department staff creates an ad-hoc committee to draft
the Head Start Policy Council By-Laws. Committee representatives include
staff, the Policy Council and the Shared Governance Board representatives
whenever possible.

San Bernardino County Head Start submits the final draft of the Policy
Council By-Laws and amendments for review and approval/disapproval by
the Policy Council and Shared Governance Board.

Program Operations Meeting/Program Policy/PDM Shared Decision Making - 5
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Policy Council and Audits

Annual audit

Annual Self-
Assessment

The Policy Council and the Shared Governance Board review the results of
the independent audit annually.

San Bernardino County Head Start conducts an annual self-assessment of
program activities as required in the Head Start Performance Standards and
encourages participation of:

o staff,

e Shared Governance Board members,

e Policy Council members, and

e parents in appropriate self-assessment activities.

Head Start presents the final draft of updated annual self-assessment
policies, procedures, schedules and self-assessment corrective action to the
Policy Council and Shared Governance Board for approval/disapproval.

Program Operations Meeting/Program Policy/PDM Shared Decision Making - 6
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Policy Council and HS Staff

Develop
personnel
policies

Hiring and
termination of
HS staff

The County of San Bernardino Human Resources Department and the
Preschool Services Department have developed written personnel policies
and procedures, including standards of conduct for program staff,
consultants and volunteers in accordance with Head Start Performance
Standard 1302.90(a).

e The Policy Council and Shared Governance Board review, provide input on,
and approve/disapprove proposed personnel policies and changes.

e The Shared Governance Board reviews and approve/disapprove proposed
personnel policies and changes approved by the Policy Council.

e The County Board of Supervisors review, and approve/disapprove the final
draft of the proposed personnel policies and changes by the Shared
Governance Board.

The Policy Council must approve/disapprove the hiring or termination of the
Head Start Director or any other person who works primarily for Head Start.

The Shared Governance Board recommends to the County Board of
Supervisors the hiring or termination of the Head Start Director.

The County Board of Supervisors must approve/disapprove the hiring or
termination of the Head Start Director.

Program Operations Meeting/Program Policy/PDM Shared Decision Making - 7

05.15.2018.Ime



Shared Decision-Making Policies

AT H o Decision making To create the decision-making policy, use the following process.

W :E : . policy
K Who Does What
San Bernardino ¢ Develops a draft copy of proposed-shared
County Preschool decision-making procedures.
Services Department | ¢ Monitors and updates shared decision-making
procedures as necessary.
The Policy Council Collaborates with staff to develop or revise shared
decision-making procedures as needed.
San Bernardino e Submits the Policy Council approved draft of the
County Preschool shared decision-making procedures or
Services Department amendments and
e Sends it to the Shared Governance Board for
review and approval/disapproval.
Dispute / The Shared Governance Board and the Policy Council collaborates with staff
resolution / to develop a draft of the dispute/resolution and impasse policy.

impasse policy
Preschool Services Department Submits the dispute/resolution and impasse
policy:
e Draft version to the Policy Council for review, approval/disapproval.
e Approved by the Policy Council to the Shared Governance Board for review
and approval/disapproval.

Community The Preschool Services Department has established a community complaint
complaints procedure to resolve the issues the community has about the program.
policy

The Shared Governance Board and the Policy Council are made aware of the
complaint(s).

Program Operations Meeting/Program Policy/PDM Shared Decision Making - 8
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Effective: 6/30/2020 Issued: 6/30/2020

Appfoved by: Phalos Haire, Director

Record Keeping and Reporting

Preschool Services Department’s (PSD) Record Keeping & Reporting Systems:

e Document and maintain confidential information

e Report accurate information for program accountability, status, and
services

e Respond to public records requests in compliance with Federal and State
Personally Identifiable Information (Pll) regulations

The policies and regulations referenced are:

e Head Start Performance Standard 1304.40; 1304.51(h)(1); 1304.51(g) ;
1302.12 (k) (3)

e California State Preschool Programs (CSPP) Funding Terms and Conditions

e County of San Bernardino Human Services Retention Schedule and HS
Grants Policy 1/11/07

e HS Policy and Standard Practice Manual Sections 15-1, 15-2, 15-2.4

e Sunshine Ordinance CA State Public Access v Rights of Privacy San
Bernardino County Code section 19.0101 through 19.0109

e Government Code Sections 6250-6270.5 (California Public Records Agt).
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Overview, Continued

Contents The following is a table of contents.
Topic See Page
Confidentiality 3
About Record Keeping 4
Storing Records 6
Closing Out Records 7
Transferring Records 12
Transporting Records 13
Releasing Information 14
Request for Information (RFI) Form 18
Response Letter 19
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Confidentiality

Confidentiality
policy

Personally
Identifiable
Information
(PN)

Who is allowed
to see files and

information?

Keep employee, student, and parent records confidential at all times
complying with the Public Records Act.

To keep a confidential workplace, lock:

e Paper files with Pll information in a cabinet when not in use

e Computer access when the computer is unattended for any amount of
time

Personally Identifiable Information (PII) is confidential information that is
limited to the data needed to assess, plan, provide, and evaluate the
program.

Some examples of Pll are:

e Name

e Social Security Number

e Date of Birth

e Address

e Driver’s License or Photo Identification
e ChildPlus Identification (CPID).

Only designated PSD staff are permitted access to child/family information
and files.

Classroom volunteers are not authorized to access files or confidential
information.

Program Operations Meeting/Program Policy/PDM Record Keeping & Reporting - 3
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About Record Keeping

Why do we
keep records?

What the
system does

Who is
responsible?

Shared network

Information is documented and maintained to:

e Access accurate information quickly

e Ensure quality service and program accountability to State and Federal
regulatory agencies

e Confirm confidentiality according to County, Federal, and State policy

PSD maintains a Record Keeping System to:
e Document program activities
e Direct staff actions for compliance
e Create reports for Federal, State, and local authorities
e Generate reports to maintain:
— Awareness of program status and progress
— Fiscal accountability
— Program quality and accountability
— Communication to governing bodies and program staff

Program staff is accountable for specific records and are approved to
update based on their expertise and job description.

A shared file system allows PSD administrative and management staff

information access to information related to all divisions.
These files are reviewed periodically to ensure usefulness and avoid
duplication.
Continued on next page
Program Operations Meeting/Program Policy/PDM Record Keeping & Reporting - 4
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About Record Keeping, Continued

On-line records
application

Standard forms

ChildPlus is an internet-based application available only to authorized users.

Data Collection
Data collection begins at the first contact with the parent and continues
throughout the family’s involvement in the program.

Reports

ChildPlus includes pre-configured graphical reports with query tools, which
provide analysis, monitoring, and planning information for the program.
Reports can be printed locally.

Standard forms ensure consistent collection, maintenance, and storage of
program information. PSD uses standardized forms to maintain information
quality.

Most standardized forms are available in the following:
e PSD Shared File System

e ChildPlus System

e PSD website

e PSD Reproduction Room

Program Operations Meeting/Program Policy/PDM Record Keeping & Reporting - 5
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Storing Records

Policy: file A child’s active file is kept on-site while enrolled and contains every
storage program year’s documents since enrollment.

Keep child records active until the child leaves the program. After leaving
the program, transfer to on-site storage for 1 year, then send to the
Logistics and Maintenance (L&M) building to store files for up to 5 years
prior to destruction.

File storage The child’s records go through 4 storage phases over time.
timeline
: Post Program Years 2-5 Files older than 5
t_’” Current Program 1 year on-site storage Warehouse storage years are shredded
Year = U - :
o - ° o o [ w
= 0
Current files with all When the child After a year post
documents are kept for leaves the program, program, box records
enrolled children move files to on-site and send to storage.
file cabinet storage File by program year

: Requesting files Return all documents to the file and resealing the file in the storage box.
from storage

Complete the following to request files from the L& M warehouse storage
building.

Step Action
1 Make an appointment with the Stores Specialist to review files at

the L&M warehouse building.

2 e Complete a sign in/out card as a placeholder for the files. You
may make copies to comply with a business need.

e Sign out a second time to review the file outside of the L&M
warehouse building.

3 Return the file and reseal the box.

Program Operations Meeting/Program Policy/PDM Record Keeping & Reporting - 6
06.23.2020.Ime



Closing Out Records

Introduction All site staff are involved in the close out of children’s files. Generalists serve
as the lead to ensure the all records are all closed out by the end of the
program year.

Teacher The Center Base Teacher will complete the following:
Responsibilities:
Center Base Step Action
1 Remove education information for children transitioning to

Kindergarten.

2 Pull the following:

e Two self-portraits (first and last)

e Child Development Progress Forms
e Authorization Release Form

o Signed release forms

3 Give all signed release forms to the Generalist.
4 Place the Authorization Release Form on top.
Generalist Generalists serve as the lead when closing out children’s files. The table

responsibilities  below provides steps for Generalists to take when preparing the files for the
current and previous school year.

Step Action
1 Complete a work order in ChildPlus to request all packing
material and labels.
2 Box and label previous school year files,
3 Include a class list with all children:
e Enrolled,

e Dropped, and
e Transferred.

4 Complete another work order in ChildPlus to have Logistics and
Maintenance (L&M) pick up the files for storage.
5 Collect all children’s files for the current school year.

Continued on next page
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Closing Out Records, continued

Generalist
responsibilities,
continued

Step

Action

Place a class list in the front of each drawer with all children:
e Enrolled,

e Dropped, and

e Transferred.

Place current school year files in a locked file cabinet in
alphabetical order by last name.

Account for all children on class list when boxing and storing
cases in file cabinets.

Break down file and place the following forms into a large
manila envelope for repeater children:
e ASQSE -2

e All Education information,

e Screening consent,

e Dental Prevention consent,

e Growth Chart,

e All follow up letters,

e Medical Consent forms,

e Release of Information,

e Permission for Assessment, and

e Observations sheets.

10

Place all forms in a manila envelope clearly labeled with:
e Childs first and last name, and
e ChildPlus ID.

Continued on next page
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Closing Out Records, continued

Re-enrollee files Generalist must update certain forms when closing out re-enrollee files. The
table below provides the forms requiring updates.

Form What Update Is Needed When to Update
Application New signature and date Second year
FSA New form needed Three times a year
Nutrition e New signature and date, or | Second year
Assessment New form
Medical History e New signature and date, or | Second year
Profile e New form
McKinney Vento | New form Every year

Forms completed during orientation include:
e Screening Consent form, and
e ASQSE - 2.

Returning State  Generalists will not remove previous school year documentation when

children closing out returning state children files. Generalists will separate each
program year with a cover sheet clearly labeled with the previous school
year.

Continued on next page
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Closing Out Records, continued

Early Head Start
(EHS)

Home Base
Re-Enrollees

EHS Home Base

When closing out EHS files, EHS teachers will:

Step

Action

1

Place all sections into a clasp envelope except the following:

e Section 1: Leave the Emergency voucher if applicable.

e Section 2: Leave the 29-month transition plan if applicable.

e Section 3: Leave the dental exams, immunization, record and
California School Immunization records (Blue Card).

e Section 4: Leave well exams, growth charts, and HGB or blood
lead test results.

e Section 5. IFSP or referrals if applicable.

e Section 6: Leave all of Section 6. Do not remove anything.

e Write the child’s full name and previous school year on the
clasp envelope.
e Place the envelope behind the child’s file.

Add current school year forms into the file. Use new forms if
changes are made.

Add a new label and write (R) for re-enrollee (or returner).

For children’s files who are transitioning into Head Start, EHS Teachers will

children use the following:
transitioning to
Head Start (HS)  pefore you begin: Ensure the child has a date to begin Head Start.
Step Action
1 Break down the file and place all the forms into a clasp
envelope.
2 Write the child’s full name and previous school year on the clasp
envelope.
3 Provide clasp envelope and previous school year clasp
envelopes to the Program Generalist.
Continued on next page
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Closing Out Records, continued

Early Head Start  For children who are dropped out of EHS, the EHS Teacher will complete the

(EHS) Home following:
Based drops

Step Action
1 Break down the file and place all forms into a clasp envelope.
2 Write the child’s full name on the clasp envelope.
3 Gather other school year clasp envelopes, if applicable.
4 Place files into a designated locked cabinet specified for drop
files only.
5 At the end of the school year, box and label drop files.

Boxing up files  The Generalist will complete a work order in ChildPlus to request all packing
material and labels.

To box up files, the Home Base Teacher will use the following:

Step Action
1 Fill boxes with files in alphabetical order by last name.
2 Enclose a list of all dropped children inside the box.
3 Place a label on the front and back of the box.
4 Seal the box.
5 Refer to the Site Supervisor for a location to store the boxes.

Duration
The box remains on the site for two years in a designated area.

Once two years has past, The Generalist will complete a work order in
ChildPlus to request the boxes be picked up and placed in storage.

Program Operations Meeting/Program Policy/PDM Record Keeping & Reporting - 11
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Transferring Records

Policy:
transferring

PSD works with Early Childhood Special Education and School Districts staff
to ease the transition from HS to kindergarten as per HS regulations.

AlHlo
ATTREN Process: The following is the process to transfer records to another program or
HIERE transfer school.
Stage Who Does What
1 Teacher e Confirms the signed Authorization Release Form is on file
e Gives the Generalist all signed release forms
2 Generalist | Adds eligibility records to the file
3 Teacher e Gives the following forms from the file to the parent:
—The first and last self-portraits
— Child Development Progress Forms
e Writes the name of the receiving school on the Authorization
Release Form and puts the form in the file on top
4 Teacher After the last day of school:
e Files the child’s emergency cards
e Documents the Services Activity Sheet
e Places all forms in a folder with child’s Last Name, First Name
e Sends the folder to the receiving school
Program Operations Meeting/Program Policy/PDM Record Keeping & Reporting - 12
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Transporting Records

Who can Important: Only Generalists, Supervisors, or Management are authorized to
transport files?  transport files. Generalists must notify the Site Supervisor before
transporting a file.

Confidentiality  Important: Protect confidentiality and Personally Identifiable Information
during transport  (P||) when transporting files.

HS Policy and Standard Practice Manual Section 15-1 directs you to:

1. Place the files in the assigned, locked, travel container.

2. Place the locked, container in the trunk of the car during transport.

Who can The term Receiving Employee refers to a Clerk, Site Supervisor, Generalist,
receive files? or member of Management who is authorized to receive a file.
Only those in these job titles are authorized to receive files.

S

AllH o Process: how To transport a child’s file use the following:
H,E : E files are Who Does What
H

transported Transporter | o Clicks the Enrollment tab in the child’s ChildPlus file

e Enters a new note with the following information:
—Transporter’s name
—Site the file is leaving from and going to
— Reason for transporting
—Time stamp the note

e Places the files in the assigned, locked, travel container

e Places the locked, travel container in the trunk of the car
during transport

e Transports the file and gives it to the Receiving Employee

Receiving e Clicks the Enrollment tab in the child’s ChildPlus file
Employee e Enters a new note with the following information:
—Transporter’s and Receiver’s name

— ‘Folder received’

— Receiving site

—Time stamp the note

Transporter | e Enters ‘verified transport’
e Types initials in the receipt note in ChildPlus

Program Operations Meeting/Program Policy/PDM Record Keeping & Reporting - 13
06.23.2020.Ime



Releasing Information

Policy

How requests
are assigned &

All requests for information are assigned to a PSD staff member who is
responsible to respond within 10 business days on behalf of the Director.

The following is how PSD staff members are assigned to release information
and track the progress of the request.

tracked
Who Does What
PSD’s Admin | e stamps the date received on written requests and

Clerical staff

e refers the request based on the need.

When the request is for... | Then refer to the...

personnel records PSD Human Resources Unit.

child records ERSEA Program Manager.

any other records Deputy Director, Assistant Director, or
Director.

an answer to a subpoena | Executive Secretary to inform the
Director.

Staff referred | enters the date of receipt on their calendar.
Deadlines The following is a decision table for the 10 business day deadline.

If the response is...

Then notify the Director or designee...

completed in 10 business days

within 10 business days

delayed, more time is needed

e within 10 business days, and
e provide records in a reasonable time.

not found after a diligent
search

e the record is confirmed lost, and
notify

e Pll Dept. Representative; use PII
Information Breach procedure.

not found; file is over 5-7 years
and is no longer retained

e and the requestor.

Program Operations Meeting/Program Policy/PDM
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Releasing Information, continued

Documentation
to release
information

Policy on parent
requests

Redacting
information

Written request
on the RFI form

When do you
need a
subpoena?

Request the following documents to release information:

e The parent's signed, dated written consent for Pll information including
children’s files released to a receiving school.

e A court order (subpoena) for non-County or County agencies.

34 C.F.R.§99.4

An educational agency or institution shall give full rights under the Act to
either parent, unless the agency or institution has been provided with
evidence that there is a court order, State statute, or legally binding
document relating to such matters as divorce, separation, or custody that

specifically revokes these rights.

PSD Administration Managers may redact information to protect the child,
such as the name or address of a Foster Parent or temporary guardian.
Send all requests that may need redaction to PSD Admin.

All requests for information from a parent about a child must be in writing
on the Request For Information (RFI) form.

The RFI form maintains a record of information released about the child.

Use the following to determine if you need a subpoena to answer the

request for information.

If the request is from...

Then a subpoenais...

A parent

Not necessary.

A non-custodial parent (court order
on file as non-custodial)

May be necessary. Contact County
Counsel to find out what
information may be released.

County Agency

Necessary.

Non-County Agency

Necessary.

Program Operations Meeting/Program Policy/PDM
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Releasing Information, continued

Parent requests  Use the following to respond to parent/guardian requests for information.

Step Action
1 Check for any documentation that may prevent you from releasing
information.

To ensure you have researched thoroughly:

1. Pull the file for any documentation

2. Check ChildPlus for any recent changes of guardianship

3. Ask the person requesting information if they have any
documentation

2 If request is from a parent/guardian | Then...
who is...
e listed on enrollment application or, | e request the RFI form,
e providing proof of guardianship o file the form, and
after enrollment e supply the information.
a biological parent and e request the RFI form
¢ not meeting the conditions above, e send RFI form and supporting
or documents to PSD Admin
e is a non-custodial parent, or “Attention ERSEA Manager”
e has a child removed to Foster Care. within 24 hours.
Continued on next page
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Releasing Information, continued

Other agency Use the following to respond to another agency request.
requests: Non —
County or Step Action
County 1 Is there an authorization form from the parent stating that
they agree to the information being released?
e Yes, go to Step 3
e No, go to Step 2
2 Is there a subpoena?
e Yes, goto Step 3
e No, Send the Response Letter stating a subpoena is needed.
Stop here. You have met the response requirement.
3 Gather the information and make copies.
4 Mail, email, or fax the information.
Program Operations Meeting/Program Policy/PDM Record Keeping & Reporting - 17
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Request for Information (RFI) Form

Purpose The Request For Information (RFI) form maintains a written record of
information released about the child. Use the RFI form for all parent
requests for information.

Preschool Services Department

: COUNTY Reguest For Information form (RF

Child’s Name: Date of Birth: CPID:
Parent’s/Guardian’s Name: Relationship to Child:

Home Phone: Weork Phone:

Address: City, 5T ZIP Code:

Tvpe of mformation requested:

Parent’s/Guardian’s Signature Date

For County Use Only

PSD Staff Name: Site: Date:

Step L. Initial both statements below before releasing information.

I have reviewed:
Child’s file for documentation that prevents releasing information.

ChildPlus for recent changes of guardianship.

Step 1. Check One

If the request is from a parent/gunardian who is... Then...

O Listed on enrcllment application File the RFI form and supply the

T Providing proof of guardianship after enrollment information.

T Biclogical parent not meeting the conditions above Send FFI form and supporting documents
T A nen-custedizl biological parent to PSD Admin “Attention ERSEA

T A biological parent whose child was placed in Foster Care | Manager” within 24 hours.

Step 3. List documents or information released:

Program Operations Meeting/Program Policy/PDM Record Keeping & Reporting - 18
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Response Letter

Response letter  Use the following letter if a subpoena is required and not received.

COUNTY

To whom it may concern,

We have received your request for information and due to privacy and confidentiality
requ#’ementj, we are unable to respond to your request without one of the following:
* A signed, written authorization from the custodial parent to release the
information
* Asubpoena

This response closes the current request. If an updated request is sent with one of the
two forms above, it will be treated as a new request.

Thank you,

Responding Staff (please print):

Phone number: Date:

Program Operations Meeting/Program Policy/PDM Record Keeping & Reporting - 19
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*-f\-\‘ BERMARDING HS fas . W
COUNTY Unit: Health Effective: 3/28/2018  Issued: 3/28/2018 %g@)

Apprbved by: Diana A[e{xander, Director

Prevchool Services

Mobile Devices

Overview
Purpose The purpose of this document is to establish guidelines for the use of county-
owned mobile devices.
Reference The policies and regulations referenced are:

e HS Policy and Standard Practice Manual §13-6
e Section 15 of the HS Policy & Standard Practice Manual
e Standards of Employee Conduct.

All Programs
Policy overview  County-owned mobile devices are for business use only and there is no
expectation of privacy for the user.

The employee must take every effort to protect and keep Personally
Identifiable Information (Pll) confidential.

The employee must report any actual or suspected breach of Pll to the PSD Pl
Privacy and Security Representative (PSR). The PSR is responsible for
reporting any actual or suspected breach to the Privacy Security Officer (PSO)
at the Program Development Division (PDD).

Contents The following is a table of contents.

Topic See Page

Obtaining a Mobile Device 2

Use of County-Owned Mobile Devices 3

Returning a Mobile Device 6

The Human Services Mobile Devices Justification form 8

The County-Owned mobile Devices User Agreement 9
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Obtaining a Mobile Device

Whois eligible  An employee must show that they are out in the field more than 30% of the
foramobile time to justify a mobile device. It is up to the employee’s manager to request
device? a mobile device.

A mobile device may be used for a temporary need or permanent need.

How to request A mobile device may be requested by the Manager who must complete the
amobile device  Human Services Mobile Devices Justification form. The form must be
signed/approved by the Director of Preschool Services.

Picking up the Once an employee has been approved for a mobile device, he/she must sign
device the County-Owned Mobile Devices User Agreement form in order to pick up
the mobile device.

Program Operations Meeting/Program Policy/PDM Mobile Devices- 2
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Use of County-Owned Mobile Devices

Responsibilities

Personally
Identifiable
Information

(PII)

Privacy

Personal Use

An employee who has been assigned a mobile device is required to:

e Adhere to all applicable policies;

e Complete the Mobile Device Training;

e Secure, protect and care for the mobile device and accessories;

¢ Notify his/her supervisor if the mobile devise is lost, stolen, damaged, or
accessed without authorization; and,

e Surrender the mobile device upon request, when no longer needed or
upon separation from PSD.

PIl must never be stored on a mobile device, except in limited circumstances
as described in this Policy. Staff are required to maintain the privacy and
confidentiality of Pll at all times and are expected to ensure the protection
and integrity of Pll and County data.

Staff are required to immediately report any actual or suspected breach of
Pll to the PSR. The PSR shall report all actual or suspected breaches of Pll to
the PSO at PDD. [(909) 383-9700]

For additional requirements regarding the protection of Pll, see Section 15 of
the HS Policy & Standard Practice Manual (HSPSP) and the Standards of
Employee Conduct.

Staff shall have no expectation of privacy when using a mobile device. No
information sent or received via a mobile device is private.

All information on a County-owned mobile device is potentially discoverable
and potentially subject to a request pursuant to the Public Records Act. All
information on a mobile device can be accessed by the County of San
Bernardino at any time.

Mobile devices shall be used for County business only; personal use of
texting, emails, taking photos/videos and phone calling is prohibited.

Exception: You may use the device to call 911 in case of an emergency.

Continued on next page
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Use of County-Owned Mobile Devices, continued

Misuse Any use of mobile devices that is in conflict with the mission of PSD and/or in
violation of:
e PSD policy,
e Human Services Policy Standard Practice Manual, and
e HS Standards for Employee Conduct
may be subject to disciplinary action, up to and including termination of
employment.

Texting Staff shall not include PII in texts. Text messages are not to take the place of
phone or face-to-face appointments. If you receive a text with Pll, delete the
text message that contains Pll immediately. Delete other texts daily.

Texting may be used when:
e There is a business need.
e Pl is not utilized.

Text messages should include: Text messages should not include
e Full sentences e Text abbreviations
e Name of the sender e Emoji’s
e Title of the sender e Case information
e San Bernardino County e Extensive dialogue
Emailing County webmail may be accessed at https://webmail.sbcounty.gov.

Email may be used when:
e There is a business need, and
e Pll is not utilized.

Staff may not open or send emails with Pll through webmail. Emails must
follow Section 13 of the HSPSP and Section 09 of the County Policy Manual.

Social Employees are prohibited from posting to a social networking site, such as
Networking but not limited to, Facebook, Twitter, Instagram, via a mobile device.

Continued on next page
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Use of County-Owned Mobile Devices, continued

Photographs
and video

Driving a vehicle

Mobile hotspot

The camera/video function on a mobile device may only be used for
purposes of anecdotal notes in the Learning Genie program.
Photographs/videos may only be taken with the parent/guardian’s prior
written consent. Once uploaded into Learning Genie, the photograph/video
must be deleted from the mobile device.

Photographs of children may never be sent by text message or webmail from
a mobile device. Business related photographs such as buildings may be sent.

Staff must adhere to California law while driving. Use of hands free device is
required.

Staff may use a mobile hotspot generated from a County-issued smartphone
to connect to a county tablet. Staff may not grant access to the mobile
hotspot to any other individual. The mobile hotspot must be secure, e.g.
password protected. Staff shall not use any other mobile hotspot or public
Wi-Fi when utilizing a county mobile device.

Program Operations Meeting/Program Policy/PDM Mobile Devices- 5
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Returning a Mobile Device

o  Lost, stolen,or  When a mobile device is lost, stolen, or damaged the employee must
| damaged device complete the following.

Step Action

1 Was the device stolen?
e Yes, go to Step 2
e No, go to Step 3

2 o File a police report naming San Bernardino County as the
‘victim’
e Obtain a copy of the incident number or report
3 Report the incident to the employee’s supervisor within 24
hours or the next business day
4 Report the incident to the PIl Privacy and Security

Representative (PSR) for PSD.
5 The PSR shall report the incident to the PSO at PDD. [(909) 383-

9700]
6 ¢ Notify ITSD immediately when a device is stolen after business
hours.
e Call the Help Desk at (909) 383-3440. ITSD can wipe the mobile
device.
Supervisor When a Supervisor receives a report of a lost, stolen, or damaged device,

responsibilities  he/she must complete the incident report and ensure the employee reports

for lost, stolen,  the incident in accordance with the procedure above.
or damaged

report

Extended leave  When an employee is going to be out of the office on extended leave, his/her
Supervisor must contact the employee immediately to schedule a time to
retrieve the mobile device and accessories.

Continued on next page
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Returning a Mobile Device, continued

Separation from  Upon separation of employment, the employee’s supervisor must contact
employment the employee immediately to schedule a time to retrieve the mobile device
and accessories.

Suspensionofa  PSD may suspend the use of a mobile device at any time.
mobile device

Program Operations Meeting/Program Policy/PDM Mobile Devices- 7
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The Human Services Mobile Devices Justification form

Use In order to request a mobile device, the following form shall be utilized by

Pro

05..

the manager submitting the request. The form is located in the Human
Services Policy and Standard Practice Manual.

FINANCE/ADMINI STRATIVE USE DMLY
COUMT Y Comtral Mumber:

Cost Center:

Human Services Mobile Il:ievi:es Justification

The department head'designes is responsible for determining if an employes(s) position and job functions substantiate
the ongoing use of a county-issued mobile device. This justification form must be completed by the supervisor and
approved by the deparfment head/designee to initiate the request for a county-issued mobile device.

Employee Information

Employee Mame Depariment

Employee ID# Date of Request
Mobile Device(s)

O Smartphone ] Tablet 0O Ciher

i Business Justification i

WWhat percent of the employee's time is spent awsay from the office and for what purpose?

O 1% to 29% [ Traveling [ After-hoursiOn-call [ Meetings [ Home Visits

O 20% or more O Specisl Projects ED Cther

Provide a brief written justification that indicates the business need and warmrants the ongoing cost of the mobile
device. If additional space is required, attach separate sheet.

Dioes this employee have a business need to use the following features on histher county owned mobile device?
Please check all approved features:

[ BRone Calis GHLT [ intermat

] Phone Calls Plus: (check all applicable) O Streaming Audicideo

O Text messaging O Picturs and Video Messaging (MMS)
O EmzillExchange Active Sync (EAS) O mobile Hotspot

O Cther

_Supervisor Mame (Print) Supervisor Signature Crate

. Dapt. HesdDesiones (Printl Dept. Head/Desiones Sianature Drstz

DISTRIBUTION: Emplayae File
FirancelAdministrative, IT arother unit




The County-Owned mobile Devices User Agreement

Use

The form below must be signed by the employee prior to receiving his/her
mobile device. The form is located in the Human Services Policy and Standard

Practice Manual.

FINANCE/ADMINI STRATIVE USE DNLY
Comntral Mumber

Cost Center:

County-Owned Mobile Devices User Agreement

As an HS employee, | have been approved to use a county-owned mobile device to conduct county business. | agres to adhere to the
following terms and conditions:

1.

| have been assigned the following county mobile device: J Smartphons [J Tablet O Lapiop [ Cther:

Modek Azset Tag Number: Phone Mumber: MEID:

2 lunderstand protection software requires a Personal ldentificstion Number (PIN) code and an auto-lock setting that have been
installed by Information Technology (IT) support and | will not modify, tamger with, or remove the security safeguards.

3. | willimmediately report to the deparment head/designee a lost, stolen, tampered, damaged or unauthanized access of the mobile
device. If the lost device is found, | will notify the departiment head/designes within 24-hours or next business day.

4. | will filz a report with law enforcement if the mobile device is stolen and Bist the County of San Bemardino as a victim. | will follow-
up with completing a County of San Bemardino Risk Management Incident Report Formn.

5. lunderstand all information contained on a county-owned mobde device, including my personal information, may be subject to
public: disclosure andfor disclosure during Migation.

4. I'will not knowingly store or back-up any protected San Bemardine County dafa (Le., Socisl Security Numbers [SSN),
credit card nurizers, health information etc.) content to any third party apglications or internet storage.

7.l acknowledge the county-owned mobile device will be sef for remaote wipe capability, a feature that will permanently erase stored
data at the depariment’s discretion or if the device is lost, stolen. damaged or tampered with and the county is not liable for amy
personal information stored on the device.

8. lunderstand | may be responsible for the cost of replacement or repair of any county-owned mobile device, equipment, or
accessories issued to me due to misuse and/or neghgence.

2. | will surrender the county-owned mobile device and accessones to the deparment headidesignee at the depariment’s request,
upan separation from the department, or if the need for 3 mobile device no longer exdsts. [T will delete my access to any and all
applicable county servers, county email and data.

10.  |'will adhere to county, state and federal requirements when aceessing and tfransmitting confidential information
{Personally ldeniifiable Information (Fil), Protected Health Information (PHI). ete.)} fram the county-owned mobile device via the
County Email Active Exchange Sync (EAS). | will only transmit andfor access PIVPHI via county email

11. 1 understand all hardware, software programs to include “apps’, created or purchased, and all data and electronic cormmunication
on the HS intemal comiputer network and computer systermns is HS proprietary information and are not to be sold. duplicated, or
distributed without the express permission of Hurnan Sernvices. | will not load any unauthorized software on county robile devices.

12. | have signed the department electronic mal user agresment and confidentiality agreement, and will comply with all policies whean
using a county-issued mobile device. | will not use the county-owned mobile device for any inappropriate activity and agres to uss
it only for county business as indicated within the HS Policy and Standard Practice (HSPSF) Manusl Section 13,

13. | have received a copy of the HSPSP Section 13-6.2 — HS Mobile Devices Authorization form and have read this user agreement. |
agree o safeguard cownty information from unauthorized or wnlawful acquisition, access, use, andior disclosure. |, the
undersigned, agrees to the terms and conditions as outlined abowve.

Employ=e Mame (Prinf) and ID# Employes Signature Catz
Supervisor Marme (Print) Supervisor Signature Date
Dept. HeadDesignee (Print) Dept Head/Designes Signature Ciate

Distribution: Employee File

FiranceSdministrative, 1T, or other unit

HSP3P 13682 (01/15)
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Obtaining a Vehicle

Before you
begin

What do | need
to drive a
County vehicle?

Requesting a
vehicle

Requesting a
PIN

Contact the PSD Front Desk Office Assistant three days prior to the day the
vehicle is needed to ensure vehicle availability.

To drive County vehicle, you must have the following:
e a valid California driver’s license and
e current vehicle insurance.

Use the following to request a vehicle.
1. Call the PSD Front Desk Office Assistant at 909-383-2078, three days prior
to the day the vehicle is needed.
2. Advise front desk:
—How long you need the vehicle
—The reason you need the vehicle (i.e. training for three days in San Diego)

Request a PIN from the Administrative Supervisor, who obtains it from Fleet
Management Motor Pool.

Use the PIN when fueling at a County fueling site.

Vehicle The PSD Front Desk Office Assistant uses the following to assign a County
assignment: vehicle.
Office Assistant
Step Action
1 Is a vehicle available?
e Yes, send a confirmation e-mail to employee and go to Step 2.
® No, send a denial e-mail to employee and stop here.
2 Log the assigned employee’s reservation.
3 Provide the employee with:
¢ keys and
e a Pre/Post Trip Checklist.
4 Update Network Fleets to assign the employee to the vehicle
they have checked out.
Continued on next page
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Obtaining a Vehicle, continued

Returning a The PSD Front Desk Office Assistant uses the following to document
vehicle: Office  returning a County vehicle.
Assistant
Step Action
1 Log the availability of the vehicle once the keys are returned.
2 Update Network Fleets to assign the vehicle to the Pool of
vehicles.
3 Have the keys and Pre/Post Trip Checklist been returned?
e Yes, return the keys to storage.
e No, e-mail employee with a cc to their Supervisor to inform
them the car was not turned in as noted at checkout.
Program Operations Meeting/Program Policy/PDM Vehicle Management - 3
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Using a County Vehicle

Using a vehicle
outside the
County area

Your
responsibilities

Passengers

County fueling
sites

Getting fuel in
the County
service area

Request a temporary Voyager Card from the County Motor Pool at least five
days prior to a trip to drive a vehicle outside of the County, which may need
to be refueled (i.e. Las Vegas).

A Voyager card is the only card authorized for purchasing gas in a PSD
vehicle. Each Voyager card is imprinted with, and assigned to, a specific
vehicle and can only be used for that particular vehicle.

The Voyager card must be picked up at Fleet Management on a first come,
first served basis. Call (909) 387-7871 to find out if a card is available prior to
arriving at Fleet Management.

The following are the responsibilities of the driver of a County Vehicle.

e Using the vehicle for PSD business only

e Completing the Pre/Post Trip Checklist

e Obeying all traffic laws

e Taking personal responsibility for any traffic violations issued while
operating a PSD vehicle.

e Following the “What To Do in an Accident” steps if an accident occurs

e Returning keys and the completed Pre/Post Trip Checklist to Front Desk

All passengers in a County Car, including the driver, must be County
employees who have County business to complete.

Use a County fueling site whenever possible. A list of San Bernardino County
Authorized Refueling Stations is located in the glove compartment of each
vehicle.

Use the following to get fuel in a County fueling site.

In the computer terminal at the site, enter the:

e Six digit vehicle number (you may have to add 00 to the beginning of the #)
e Current mileage of the vehicle

e Your assigned six digit PIN

Continued on next page
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Using a County Vehicle, continued

@ Getting fuel Before you begin: You may only purchase Regular Unleaded or Diesel fuel.
outside the
County service  se the following to get fuel outside the County service area using a Voyager
area Card.
Step Action
1 e Enter the PIN number, which is the same as your six (6) digit
County PIN number and
e the current vehicle odometer reading.
2 e Get a receipt and
e Print legibly on the front of the receipt the:
—vehicle number
—employee name
—employee ID number
3 Turn in receipts to Fleet Management.
If the card is... Then turn in the receipts...
temporary when turning in the car.
permanent monthly.
@ Questions? If you have questions while fueling, use the phone located at each site to
contact the Fuel and Security Section of County Vehicle Services.
Program Operations Meeting/Program Policy/PDM Vehicle Management - 5
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The Pre/Post-Trip Checklist

% Pre-trip: outside Check the outside of the car for the following items pre-trip.

the car
Item What to check for

Headlights High beam, Low beam, cracked lenses, moisture inside
lenses

Turn Signals & Physically check both front and rear

Hazard Lights

Brake Lights Observe functioning in rearview mirror against building or
other vehicle

Tires Uneven wear

Lug Nuts Rust lines from under lug nuts indicates looseness

Windshield Wipers | Both sides function; blades in good repair

Body Damage Note and advise supervisor of all damage prior to use of
vehicle

@ Pre-trip: inside  Check the inside of the car for the following items pre-trip.
the car

[tem What to check for

Horn In working order

Brakes Firm without pumping

Emergency Brake | Holds vehicle while idling in gear; apply and carefully release
foot brake when checking

Seat Belts Front and rear; physically check hold and release of fastener
Rear View Mirror | Present and properly adjusted
Fluids e Fuel before vehicle use

e All other fluids at fill-up or when questionable
e Fluid puddles/leaks under vehicle

Gauges 1. Start vehicle

2. Confirm alternator and oil pressure
3. Allow vehicle to warm up

4. Confirm temperature

Glove Ensure these forms are inside:
Compartment e Vehicle Accident Report

e Other Incident Report

e Authorized Refueling Locations

Continued on next page
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The Pre/Post-Trip Checklist, continued

Post-trip
checkilist

Use the following post-trip.

Item What to check for |
Interior Clear of litter and trash
Exterior Clear of noticeable dirt
Gas Gauge | If %5 tank or less, refuel the vehicle
Lights Lights are turned off
Keys e Return the keys to the front desk

e Advise of any issues with vehicle

Program Operations Meeting/Program Policy/PDM
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What to do in an accident

Warning:
Important rules

Phone numbers

The following are the rules for information after an accident.

¢ Do not provide any information except those required by law for example
—driver’s license, personal I.D.
—vehicle registration,

¢ Do not make an admission of liability or assume responsibility for the
accident

¢ Do not sign any papers for anyone except upon request by County of San
Bernardino representatives

The following are phone numbers you need.

e PSD Admin at 909-383-2078

e County Fleet Management if vehicle needs to be towed
— Daytime phone: 909-387-7864
— After-hours phone: 909-387-7855

Continued on next page
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What to do in an accident continued

—.  Whattodo Complete the following when involved in an accident using a County Vehicle.
@ Step Action

1 Notify law enforcement immediately even if damage is minor

2 Are there injuries?
e Yes, provide immediate first aid until help arrives
e No, go to Step 3

3 Remain at the scene until all investigations have been completed

4 Contact as soon as possible:
e PSD Admin
e Your Supervisor

5 Attempt to obtain from witnesses or potential witnesses:
® names,
e addresses
e phone numbers (including area code)
e vehicle license number
e driver license number from pedestrian witnesses

6 Does the vehicle need to be towed?
e Yes, call County Fleet Management for towing and instructions
e NO, go to Step 7

7 Complete a Vehicle Accident Report form

8 Turn vehicle into Fleet Management maintenance; they obtain
estimates for bodywork on the vehicle

) Supervisors The supervisor completes the following:
@ responsibilities 1. Complete an Incident Report form within 24 hours.

2. Turn the Incident Report form along with the Accident Report form in to
either the Administrative Manager or one of the Deputy Directors.

Program Operations Meeting/Program Policy/PDM Vehicle Management - 9
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Form: Vehicle Accident Report

Page 1: right
side

Complete the Vehicle Accident Report no matter how small the accident. The

following is the right side of page 1.

County of San Bernardino

VEHICLE ACCIDENT REPORT
INSTRUCTIONS TO DRIVERS

1. In case of accident, (no matter 3. Ifanyone is seriously injured, call a
how slight) STOP at once and doctor and render reasonable
investigate. Write all facts of assistance. Do not authorize
accident on this form. medical or surgical relief except as

2. Make no admission of liability and is imperative at the time of the
assume no responsibility for accident.
accident to anyone. The law 4. If accident is serious (results in
requires that you need give only badily injury or serious property
the following items of information: damages) call Traffic Emergency

Name and address of driver. 911 and telephone your Immediate
Name and address of owner of superior or department.

vehicle. ALSO call Risk Management
License plate number of Division Phone: 386-8631
vehicle. 5. DO NOT ATTEMPT TO ADJUST

If requested, exhibit your operator's or THIS ACCIDENT.

chauffer's license. 6. ALWAYS call a Law Enforcement

(Calif. Vehicle Code, Section 20003) Officer to the scene.

Mame of your Immediate

Department/Group Supervisor

Your Name Work Ph #

Home Ph #

If you are not the County Driver, who was?

County Equipment Wehicle License

Mumber Number

Make Model Color Yr
Mame of Ph#

Other Driver Address

License Mumber Operator's License

Of Other Vehicle Mumber, Other Driver

Mame and Address

of Owner

Mame of Police Officer

() Sheriff

Location

{ YCHP
{ ) City Police

NOTE: This form is for field use at the scene of the accident. Upon return to your office,
obfain and complete a “County of San Bernardino Incident Report.” (Form No. 15-13866-

000 Rev. 1/94)

age

Page 1 of 2
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Form: Vehicle Accident Report, continued

Page 1: leftside  Complete the Vehicle Accident Report no matter how small the accident. The
following is the left side of page 1.

THE INJURED PERSON

Mames and Address Age Check Which (x)

[0 Padestrian [] Male [J Killed

O Driver O Female O Injured

O Passenger in Vehicle

Z. O Padestrian [ Male [0 Killed

[ Driver O Female [ Injured

[] Passenger in Vehicle

R [ Pedestrian [J Male [J Killed

[ Drriver [ Female [ Injured

[ Passenger in Vehicle

Given First Aid by
Taken to {Hospital, Clinic)

Did injured person make statement?

What?

DAMAGE TO OTHER'S PROPERTY
Owner

Address
Kind of property and how damaged

Estimated cost of repairs 5
If vehicle: Make Type bl License No.
Where may it be seen?

Is it covered by insurance? [] Yes [] No Insurance Co.
Policy #

| declare, under penalty of perfjury, the ahove is true and correct to the best of my knowledge
Diate:

Signature of County Driver

NOTE: If no police or traffic officer was able fo respond to your request, report incident )
To local police department within 24 hours via a Counter Report

Risk Management Divisicn/Hurman Resources (forms ordered from Central Stores
15-5705-000 Rew. 1/84
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Form: Vehicle Accident Report, continued

Page 2 Complete the Vehicle Accident Report no matter how small the accident. The
following is page 2.

Compiete the following diagram showing direction and positons of astomoblles or property Involved, designating clearty point of contact

Indieats paints of
compess - NLESW

- - e

p--————————-

R e s ettt -

R

INSTRUCTIONS: GIVE STREET MAMES, DIRECTIONS, AND LOCATIONS OF ORIECTS INVOLVED

pr—

72
(1) Mumber each vehicle and show direction of travel by amow —» o [ — S E—

(2)  Use solid line to show path of each vehicle before accident —j» 1 _‘_,.J' dotted line after accident e 1 ::

(2] Show motorcycle or bicycle by j O0-0 (4) Show pedestrian by — O (5) Show rairoad by _H_H_

IMPORTANT: COMPLETE NAMES AND ADDRESSES OF ALL WITMESSES. (6] Show County vehicle as number —J» I_ 1

Other Witnesses or Persons Present Address Wehicle License Mo Phone

O Home

O Business

O Home

O Business

O Home

O Business

NOTE: i unable to get names of witnesses, ALWAYS get the license number of those drvers that you believe witnessed the accident
THE ACCIDENT

Bl SRy g
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Form: Other Incident Report

Page 1 The Other Incident Report is used for incidents other than accidents. The
following is page 1.
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Form: Other Incident Report, continued

Page 2 The Other Incident Report is used for incidents other than accidents. The
following is page 2.

Instructions for Completion of
COUNTY OF SAN BERNARDINO INCIDENT REPORT
for County Vehicle Accidents and General Liability Property Damage

1. Full name of County driver or reporting employes 28, Give exact location
2. County employee's home address 289A. Mearest cross street to accident
3. County employee’s home phone 30. Complete
4.  County employee's depariment 3. Complete
5. County Departmeni/District Department and Coding 32. Indicate full name of other party if applicable
6.  Address of employee's depariment 33. Complete
6A. Complete 34 Complete
7. Complete 35, Complete
8 Complete 36, If owner is other than No. 32, indicate full name
9.  Complete 37. Complete
10. Indicate if you have had other accidents 38, Complete
11. Complete 39. Describe property fully.
12. Employee’s driver's license number 40. s propery insured?
13. Complete 41. Complete
42 Describe type of damage if any.
(14-23. Complete only if incident involves a County vehicle) 43.  Give your opinion of cost to repair damage.
14. Indicate 5 digit County vehicle number. 44 Complete
15. Give license plate number of vehicle 45, Full name, address and phone number of injured.
16. Complete 46. Complete
17. Complete 47. Complete
18. Complete 48. Check block to show if injured was in County
19. Complete wehicle, other vehicle or pedestrian
20. Complete 4%, Full name, address and phone number of injured.
21. Complete 0. Complete
22 Acquire estimates of damage from Motor Pool 51. Complete
23, Complete 52 Check block to show if injured was in County
24. IMPORTANT! Give exact date of incident vehicle, other vehicle or pedestrian.
25, Complete 53. Full name, address and phone number of wilness
26. Complete 54, Check block to show if withess was in County
27. Complete vehicle, other vehicle or pedestrian.
28. Indicate location of enforcement agency taking report. 55, Full name, address and phone number of witness

WOTE: All accidents must be reported to Law
Enforcement with jurisdiction.
56. Check block to show if witness was in County
vehicle, other vehicle or pedestrian.

NOTE: Report is never {o be completed by employee involved in Automobile Accident.
Form must be completed and signed before submitted.

Incidntrpinsicimdims
Human ResourcesRick Management 450
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AN BERNARDING Unit: PDM Effective: 6/1/2018 Issued: 6/1/2018

(JPOP.IHTY Approved by: Diana Alexander, Director
Standards of Conduct
Overview
Purpose The purpose of this procedure is to ensure compliance with policies set by Head

Start Program Performance Standards (HSPPS) that governs the standards of
conduct for all staff.

Reference The policies and regulations referenced are:
e Head Start Performance Standards: 1302.90 (c)(1)

Policy overview  All staff, consultants, contractors and volunteers must abide by Preschool
Services Department Standards of Conduct. Failure to adhere to the
requirement may be grounds for disciplinary action.

Contents The following is a table of contents.
Topic See Page
Preschool Services Department Standards of Conduct 2

Standards of Conduct - 1
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Approved by: Diana Alexander, Director

SAN BERNARDINO

COUNTY

Preschool Services

Preschool Services Department Standards of Conduct

Who is All staff, consultants, contractors, and volunteers must abide by the
responsible? program’s standards of conduct.

Positive Implement positive strategies to support children’s well-being and prevent
Strategies and address challenging behavior.

Respect Respect and promote the unique identity of each child and family. Do not

stereotype on any basis, including gender, race, ethnicity, culture, religion,
disability, sexual orientation, or family composition.

Child Safety Ensure no child is left alone or unsupervised by staff, consultants,
contractors, or volunteers while under their care

Do not maltreat or endanger the health or safety of children, including, at a
minimum, that you must not do any of the following.
Do not use:
e corporal punishment
e isolation to discipline a child
e binding or tying a child to restrict movement or tape a child’s mouth
e food or withhold food as a punishment or reward
e toilet learning/training methods that punish, demean, or humiliate a child
e any form of:
—emotional abuse: including public or private humiliation, rejecting,
terrorizing, extended ignoring, or corrupting a child
— physical abuse
—verbal abuse:
—including profane, sarcastic language, threats, or derogatory remarks
about the child or child’s family; or,
e physical activity or outdoor time as a punishment or reward;

Personally Comply with program confidentiality policies concerning Personally
Identifiable Identifiable Information (PIl) about children, families, and other staff
:nfc;rmatlon members in accordance with subpart C of part 1303 of this chapter and
Pl

applicable federal, state, local, and tribal laws.

Standards of Conduct - 2
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SAN BERNARDINO

COUNTY

Preschool Services

Human Services Department Standards of Conduct

Content The following pages are the Human Services Department Standards of
Conduct.
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Approved by: Diana Alexander, Director

SAN BERNARDINO

COUNTY

STANDARDS

FOR

EMPLOYEE CONDUCT

SAN BERNARDINO COUNTY
HUMAN SERVICES (HS)

DECEMBER 2009
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SAN BERNARDING Unit: Health Effective: 3/5/2018 Issued: 3/5/2018

COUNTY

Preschool Scrvices Approved by: Diana Alexander, Director

INTRODUCTION

The Standards for Employee Conduct establishes the framework in which San Bernardino
County (“County”) Human Services (“HS” or “Agency”) employees can work effectively and
be assured of the support of HS. Rules for every circumstance are not presented.
Employees are expected to employ a positive attitude and a good judgment approach in
performing job tasks and adhering to these Standards. These Standards are intended to
provide clear, written, minimal standards for employees in the identified areas.

Simply stated, HS employees are to conduct themselves to reflect positively on the
department's clientele and the general public. If an employee's activities become public
knowledge, they should not be cause for embarrassment to the County, its clients, the
general public, or the employee. Employees are to forego any business activity, personal
or County related, which might conflict with the County's or the Agency’s interests or which
would entail unethical, illegal, or questionable actions. Employees are to observe the spirit
of these Standards, which will frequently exceed legal requirements, as well as the laws,
regulations, policies, and procedures pertaining to our operation. Whenever possible,
related County, agency and departmental policies shall be referenced as these Standards
are intended to amplify and support County policy for HS staff.

These Standards are intended for all employees, including regular employees (active status,
probationary, training, etc.), unclassified, contract employees, temporary employees,
students, interns and/or volunteers, etc. assigned within any HS department, however,
please note that requiring adherence to these Standards does not grant an employee or
volunteer Regular status. Some of the areas and specific standards included here will not
apply to all positions in the department. Employees shall use common sense in determining
if a cited area applies to them, based upon the requirements of completing their job. The
information contained in this material is intended for HS staff regardless of employment
status, classification or unit representation.

Standards of Conduct - 1
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SAN BERNARDING Unit: Health Effective: 3/5/2018 Issued: 3/5/2018

COUNTY

Preschool Scrvices Approved by: Diana Alexander, Director

TABLE OF CONTENTS

|. CODE OF ETHICS 1
[I. CONFLICT OF INTEREST 4

Gifts

Bribes and Kickbacks 5
[ll. CONFIDENTIALITY 5
V. COUNTY PROPERTY, WORK AREAS and BUSINESS EQUIPMENT 8
V. WORK TIME and WORK HOURS 7
VI. PROFESSIONAL WORK ENVIRONMENT 8
VII. VIOLENCE and THREATS IN THE WORKPLACE 9
VIIl. APPEARANCE and DRESS 10
IX. REPORTING REQUIREMENTS 11
X. CLIENT/STAFF INTERACTION 12

Relationships and Interactions with Minors 12

Physical Examinations 13

Taking Clients Home or on Trips 15
XI. TRANSPORTING CLIENTS 15
Xll. EMPLOYMENT OF RELATIVES and PERSONAL RELATIONSHIPS 16
Xlll. ADOPTION BY DEPARTMENT EMPLOYEES 17

XIV. FOSTER HOME LICENSE APPLICATION BY DEPARTMENT EMPLOYEES 17
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19
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AN BERNARDING Unit: PDM Effective: 2/1/2018 Issued: 2/1/2018

COUNTY

Preschol Services Approved by: Diana Alexander, Director

CODE OF ETHICS

The Code of Ethics establishes minimum standards of employee conduct/behavior
necessary for efficient business operations of the agency and/or each individual
department within Human Services (HS). The intent is to strengthen public service,
and to promote and maintain faith and confidence of the public in our department and
its employees.

HS employees are agents of the public, serving for the benefit of the public and
departmental clientele. As such, the highest standards of morality and ethics must
be demonstrated. Truthfulness and honesty are an expectation of all employees on
a daily basis. Inappropriate conduct that interferes with operations, discredits the
County, or is offensive to clients or coworkers will not be tolerated.

Employees are expected at all times to conduct themselves in a positive manner in
order to promote the best interests of the County. Appropriate conduct includes, but
is not limited to, the following:

A. Regarding the welfare and dignity of the individuals and families served as a
primary obligation. Respecting the privacy of those served; becoming
involved in people's lives only to the extent necessary to conduct business.
Using information gained in professional relationships responsibly and
appropriately following all policies regarding confidentiality.

B. Performing assigned duties in a competent and responsible manner in
accordance with the standards and expectations established for the position
by the department. (San Bernardino County Personnel Rule X)

C. Working to prevent or eliminate discrimination or the perception of
discrimination on the basis of any protected class as defined by applicable
federal and state law (e.g., race, color, religion, national origin, age, sexual
orientation, disability).

D. Giving precedence to professional and employment responsibilities over personal
interests; distinguishing clearly between statements and actions performed as an
individual versus those performed as a representative of the department in any
communication, verbal or written, and in any public presentations or meetings where
clientele, the public or news media may be present.

E. Accepting responsibility for the quality and extent of the services provided,
being accurate in statements and demonstrating the highest standards of
morality and ethics. (San Bernardino County Personnel Rule |, Section 2)

F. Supporting agency and departmental goals and objectives, as established by
the Assistant County Administrator for Human Services, Department Director
or designee. (San Bernardino County Personnel Rule |, Section 3)

Program Operations Meeting/Program Policy/PDM Standards of Conduct- 3
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SAN BERNARDINO

COUNTY
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G. Treating every person with whom you come into contact (including, but not
limited to, clients, co-workers, other County employees, vendors and other
members of the public) in a courteous and considerate manner. (San
Bernardino County Personnel Rule X)

Program Operations Meeting/Program Policy/PDM
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SAN BERNARDINO

COUNTY

Preschool Services

H. Refraining from on-duty and/or off-duty behavior or conduct that is offensive
or undesirable, or which is contrary to the County’s best interests (see also
Section VI, Professional Work Environment, of this document).

l. Cooperating with departmental and/or County investigations, providing
truthful and complete information, and maintaining confidentiality in all aspects
of the investigative process and subsequent information following any
investigation. (San Bernardino County Personnel Rule X)

J. Reporting to work regularly and punctually, as scheduled, and being at the
proper workstation, ready for work, at the assigned starting time.
(Memorandum of Understanding, Standard Tour of Duty)

K. Giving proper advance notice per departmental requirements whenever
unable to work or report on time. (Memorandum of Understanding, Leave
Provisions Article, Section 1)

L. Maintaining cleanliness and order in the workplace and work areas.

M. Providing emergency services as required in the event of a "state of emergency" as
determined by the Director of Emergency Services. These services may include
administering first aid, helping to evacuate buildings, surveying and reporting
structural damage, and preserving law and order to assist in orderly recovery
operations. (San Bernardino County Policy 09-01)

The following conduct is prohibited and individuals engaged in it will be subject to
discipline, up to and including termination:

1. Discourteous treatment of the public or co-workers, including, but not limited
to, using profanity or abusive language. (San Bernardino County Personnel
Rule X)

2. Dishonesty. (San Bernardino County Personnel Rule X)

3. Tardiness and absenteeism from work, including excessive absences for
‘emergency matters,” excessive absence for unprotected illness or injury, or
pattern of absenteeism (i.e., the work day following a holiday, calling in sick
when vacation time was previously denied for the same day, regularly calling
in sick on Fridays, etc.).

4. Possessing firearms or other defensive weapons on County property and/or
while conducting County business unless otherwise specifically permitted by
your job duties. (San Bernardino County Policy 09-08)

5. Engaging in violent conduct (fighting, assaulting, threatening, intimidating,
etc.) or making threats of violence, implied, actual, direct or indirect, directed
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toward any person, occurring at a County work place or in connection with the
conduct of County business. (San Bernardino County Policy 09-08)

6. Engaging in any form of sexual or other illegal harassment and/or
discrimination. (San Bernardino County Policy 06-01)

Program Operations Meeting/Program Policy/PDM
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7. Possessing, consuming, selling, purchasing, distributing, manufacturing, or
being under the influence of alcohol and/or illegal drugs (or prescription drugs
if use adversely affects the employee’s ability to perform County employment
safely and effectively) during employee’s work hours, in County vehicles,
personal vehicles used for County business, while in County uniform, or on
County property. (San Bernardino County Policy 06-17)

8. Disclosing confidential information, whether intentional or done negligently.
This includes, but is not limited to: Client information, Personally Identifiable
Information (PIl), information from ongoing investigations, personnel
information, etc.

9. Accessing confidential information that is not required to complete the
employee’s duties, such as, but not limited to, accessing the employee’s
own case and/or other personal information in a County system, file or other
medium.

10.  Knowingly falsifying, altering, or destroying any departmental documents,
records or reports, including knowingly providing a falsified or altered
document. (San Bernardino County Personnel Rule X)

11.  Providing false testimony or statements within the course and scope of duties,
i.e., court testimony, information provided to and/or during official court or
other administrative processes, including administrative investigations.

12. Stealing, destroying, defacing, or misusing County property or property of
co-workers or members of the public, including clients and vendors. (San
Bernardino County Personnel Rule X)

13. Misusing County communications systems, including e-mail, computers, Internet
access, telephones, cellular phones, and other County-provided business
equipment. (San Bernardino County Personnel Rule | and Rule X)

14. Misusing County vehicles, including violations of law, such as, but not limited to,
speeding, running red lights, parking violations, smoking in County vehicles, using
County vehicles for personal use, or otherwise using such vehicles inappropriately.

15. Refusing and/or failing to follow management’s instructions concerning a job-
related matter or being insubordinate. (San Bernardino County Personnel Rule X)

16. Playing pranks or engaging in horseplay. (San Bernardino County Personnel Rule
X)

17. Violating any County, Agency, or department rule, policy, and/or procedure. (San
Bernardino County Personnel Rule X)

The examples of impermissible behavior described above are not intended to be an
all-inclusive list.
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Il. CONFLICT OF INTEREST

The standard governing conflict of interest for Human Services (HS) employees is as
follows:

“‘No employee shall engage in any business or transaction or shall have a
financial or other personal interest or association which is in conflict with the
proper discharge of assigned duties or would tend to impair independence of
judgment or action in the performance of these duties. Personal, as
distinguished from financial, interest includes an interest arising from blood or
marriage relationships or close business, personal, or political association.

This section shall not serve to prohibit independent acts or other forms of
enterprise during those hours not covered by active County employment
providing such acts do not constitute a conflict of interest as defined herein.
No employee shall grant any special consideration, treatment or advantage to
any person beyond that which is available to every other person in similar
circumstances.” (Refer to San Bernardino County Personnel Rule 1)

Examples of activities that may be considered a conflict of interest include, but are
not limited to:

A. Having a second job or activity/enterprise outside the department, which
adversely affects job performance and the ability to fulfill all responsibilities to
the department, or which would reflect negatively upon the department if
known.

B. Referring, recommending, or “suggesting” that a client obtain requested
goods or services from a business concern owned fully or in part by the
employee, a spouse, relative, friend or acquaintance.

C. Referring, recommending or “suggesting” that a client obtain requested goods
or services from private enterprises/companies that are not County and/or
Department approved/sanctioned.

D. Referring a client for private counseling to the employee’s firm or private
business or to an associate of a private counseling agency of which the
employee is a
co-partner or has any personal or business interest.

E. Entering into a business or personal relationship with a client that may result
in a conflict of interest for the employee or grants special consideration or
treatment to the client.

F. Arranging for two or more clients to enter into a business relationship.
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G. Directly providing and/or authorizing, or attempting to unduly influence the
receipt of public goods or services for relatives, friends and/or any other
members of the public who have a relationship to the employee outside of the

workplace.
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GIFTS

Employees will not request gifts from anyone with whom they transact business on
behalf of the County or from any person whose interests could be benefited through
the employee's direct or indirect influence. Unsolicited gifts shall not be accepted
without management approval.

Employees may not solicit or accept personal fees, commissions, or other forms of
remuneration related to their work with the County. Employees shall consider what
is likely to appear to be unethical or a conflict of interest in their employee interactions
regarding matters other than departmental business.

If the employee has any question regarding the appropriateness of his/her activities,
his/her supervisor shall be consulted.

BRIBES and KICKBACKS

Employees are required to report any attempts by clients, vendors, etc. to bribe
and/or offer kickbacks to employees in exchange for any reason (e.g., enhancement
to county services or dismissal of CFS case). This report should be made to the
employee’s chain-of-command and should be reported as soon as practicable.

[I. CONFIDENTIALITY

No employee shall disclose protected and/or confidential information except as
authorized or required by law, or otherwise use such information for personal gain or
benefit.

A. Confidentiality of Employee and Candidates for Employment Records
Personnel records shall only be accessed, distributed, or shared as needed to
conduct business. All personnel records, including electronic records, shall be
confidential except when disclosure is required by law, including access to personnel
files and protected personal information, including, but not limited to, employee
name, Social Security Number, physical description, home address, home
telephone number, education, financial matters, and medical, criminal or
employment history.

Personnel actions regarding employees of the department are confidential,
e.g., pending or past discipline. Typists must maintain confidentiality of the
material.

Those assisting in the selection process are not to discuss information
regarding any aspect of recruitment or selection with others outside of the
process. Confidentiality of an applicant's qualifications, test content, exam
results and selection interview results must be protected from others outside
the process, including other applicants. All protected personal information of
candidates for employment must be maintained confidentially.
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B. Confidentiality of Equal Employment Opportunity Investigations

Due to the sensitive nature of discrimination/harassment investigations,
employees interviewed or directed to be interviewed must refrain from
discussing the complaint, related actions, the questions asked of them, and/or
their responses with anyone other than the investigator(s) and/or an
authorized representative. Employees withholding information, failing to
provide requested responses or documentation, or those who discuss the
interview will be subject to disciplinary action per the County’s Equal
Employment Opportunity Plan.
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C. Confidentiality of Client Information

All client information is strictly confidential. Protected confidential information
includes, but is not limited to: Name, Social Security Number, physical
description, contact information (home address, telephone number, etc.),
education, financial matters, public benefit status, medical, employment, or
criminal history information, and any other information deemed to be
confidential as per department requirements. Such information may be
contained in verbal, printed, electronic or any other identifiable form or
record.

Case record and specific client information shall not be discussed or disclosed
except for legitimate business purposes. Case record information may only
be discussed with fellow employees in confidential surroundings, for legitimate
consultation purposes, such as multidisciplinary team (MDT) meetings.

Confidential information, unless otherwise permitted by law, shall not be
discussed or exchanged between employees of Children and Family Services
(CFS) and non CFS staff unless such discussion or exchange occurs in a
MDT setting. Any information discussed or exchanged in a MDT setting
between employees of CFS and non CFS staff shall not be discussed or
disclosed outside the MDT by anyone participating in the MDT.

If cases are used for departmental authorized training, no protected client
information may be identifiable through either written or verbal materials or
other communication.

Every employee is responsible for maintaining the confidentiality of client
information. When an employee discards client information, discarding shall
be per department protocol. If no specific protocol exists, employees shall
only discard client information in locked, confidential shred bins/areas. Under
no circumstances should confidential client information be placed in a regular
trash or recycling bin.

The Human Services Policy and Standard Practice (HSPSP) Manual contains
a detailed description of the privacy and security requirements to be followed
by employees, including, but not limited to, the use of e-mail, computer
safeguards and security requirements. Employees are expected to be familiar
with the privacy

and security guidelines and to adhere to the practices and procedures
contained therein.

Client privacy must be maintained to the fullest extent possible. No
information may be provided through telephone or other electronic medium
without first verifying the identity of the person to whom information is
provided, that he/she is authorized to receive such information, and that
confidentiality of the provided information is maintained. This is especially
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important when information is disseminated through mailing or electronic
form.  Staff should ensure that material is marked with confidential
notifications and instructions for release.
If an employee encounters a client(s) during non-working hours, the employee
must refrain from any comment or action that could identify the individual(s)
as client(s) of the department.
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Neither client nor employee family members, relatives, friends, or individuals
not directly related to the departmental function shall be present during home
calls, office interviews, or job-related activities unless the client gives prior
permission. (Exception: An individual who has officially been approved by
the CFS Director as a department volunteer, including an employee's spouse,
may accompany the employee on department-related visits during late
evening and early morning hours.)

OTHER ACCESS TO INFORMATION UNRELATED TO JOB DUTIES (i.e.,
Employees casefrecord, relatives, friends or acquaintances
case/record)

Knowledge and access to case records and information, including the content
of reports, information from any County, state or federal database, or other
related case information, is limited to the records and information necessary
for the employee to complete his/her job duties.

Employees SHALL NOT access, view, or otherwise review any information
pertaining to their own case/record, nor shall any employee review any
information pertaining to a relative, friend or acquaintance. Employees shall
not access, view, or otherwise review any information pertaining to any
case/record in which the employee does not have a need to know in order to
complete his/her duties.

Any access, discussion, and/or questions regarding an employee’s own
case/record shall only be conducted by the appropriate assigned worker or
other person as designated by the appointing authority. This type of inquiry
should not be conducted on County time. If an employee is uncertain with
whom to inquire, questions should be directed to the employee’s chain of
command.

Breach of confidentiality, whether intended or done negligently, may lead to
disciplinary action, up to and including termination from employment. A
breach of confidentiality may subject the employee to civil penalties and
criminal prosecution. Questions regarding confidentiality are to be directed to
the employee's immediate supervisor or any available supervisor if the
employee's supervisor is not available. (Referto HSPSP Manual, Section 15-
4 SP for procedure)

V. COUNTY PROPERTY, WORK AREAS and BUSINESS EQUIPMENT

It is contrary to department policy to accept employee’s personal mail at any County
worksite. Employees are not to direct personal correspondence or faxes to their
office location.
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Employees are prohibited from using County-owned equipment, materials, or
property for personal benefit or profit unless specifically authorized by the Board of
Supervisors as an element of compensation. (San Bernardino County Personnel
Rules, Rule 1, Section 7 - Use of Public Property)

Business equipment, including computers, cell phones, pagers, etc., is to be used
only for County-related business purposes, and all messages sent, received, or
stored are treated as business messages. The e-mail system shall not be used in
violation of any law, San Bernardino County policy, or Agency policy, nor shall it be
used to transmit defamatory, obscene, offensive, or harassing messages, or
messages that disclose personal or confidential information without authorization.
Access to the Internet shall be according to County and department guidelines.
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Smoking is prohibited in all County-owned or leased buildings and in County vehicles.
Outdoor smoking must be conducted a minimum of twenty (20) feet away from any
access (doors, windows) to a County-facility, in compliance with County codes.

It is the department's practice not to authorize use of Human Services (HS) facilities
for private organization meetings and other functions because of security and
housekeeping reasons. Exceptions must be authorized by the Deputy Director(s)
and Building Manager(s), and a staff person must attend and be responsible for
securing the building. Use of HS facilities must be related to the Agency’s functions.

County vehicles are not to be used for personal business. Employees shall know
and follow County and Agency policies regarding use of vehicles. (Refer to San
Bernardino Policy Manual “Travel and Transportation” section, and Human Services
Policy and Standard Practice (HSPSP) Manual, Section 4)

HS building, gate and/or door codes are provided to employees for security
purposes. These codes are not to be divulged to anyone, including family, friends,
acquaintances, vendors, or other employees. Employees issued badges with door
entry capabilities are prohibited from allowing any use by a third party.

V. WORK TIME and WORK HOURS

During the hours covered by active County employment, no official or employee shall
work for any other employer, nor shall the employee conduct or pursue any
unauthorized activity for remuneration, e.g., selling real estate, making mortgage
arrangements, etc.

Employees are permitted the use of County time and property to participate in
department-sanctioned resource gathering activities when such activities are in
support of the department's service delivery to clients. Employees soliciting fellow
employees to purchase items on behalf of outside organizations (i.e., Girl Scouts) or
for profit (i.e., Tupperware, Avon, insurance) shall limit the solicitation to employee
lounge areas on the employees’ own time. Employees shall not engage in such
solicitation of the public and/or departmental clientele.

Employees must adhere to all policies regarding working hours, including the
following sections in the Human Services Personnel Manual:

e Section 7 — Working Hours and Tardiness

e Section 14 — Cooperative Work Approach
e Section 15 — Flexible Working Hours

VI. PROFESSIONAL WORK ENVIRONMENT
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Human Services (HS) is committed to promoting a productive, safe and professional
work environment. As such, professional and courteous demeanor is required of all
employees, volunteers and visitors.
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Professional conduct includes maintaining appropriate client-employee boundaries.
Employees are required to refrain from involvement with gossip, rumors and/or
misinformation, including discussion regarding employee or client's work life,
personal issues, personnel and/or disciplinary matters, etc. Fostering or encouraging
the circulation of gossip, rumors and/or misinformation is prohibited.

Employees are expected to maintain and support a productive work environment that
is free from harassing or disruptive activities. Verbal or physical conduct by any
employee that disrupts, harasses, or interferes with another’'s work performance or
that creates an intimidating, offensive, or hostile environment as defined by law, is
prohibited.

Sexually harassing or offensive conduct in the workplace is prohibited. This conduct
includes:

A. Unwanted physical contact or conduct of any kind, including sexual flirtations,
touching, advances, leering or propositions.

B. Verbal abuse of a sexual nature.

C. Demeaning, insulting, intimidating or sexually suggestive comments about an
individual’s dress or body.

D. The display in the workplace of demeaning, insulting, intimidating or sexually
suggestive objects or pictures, including nude photographs.

E. Demeaning, insulting, intimidating, or sexually suggestive written, recorded or
electronically transmitted messages.

Any of the above conduct or other offensive conduct referring to or directed at any
individual or group of individuals including, but not limited to, employees, clients,
visitors, vendors, volunteers and other members of the public is prohibited.

Any employee who believes that another employee’s, or non-employee’s, actions or
words constitute harassment as defined herein has a responsibility to report the
situation as soon as possible to either his/her supervisor, the County Equal
Employment Opportunity Office, or the department Human Resources Officer, as per
San Bernardino County
Non-Discrimination/Harassment Policy 16-01.

No form of harassment will be tolerated. This includes harassment for race, color,
ancestry, religion, gender, age, national origin, medical condition, sexual orientation,
marital status, mental or physical disability, or because a person perceives that
another person has one or more of those characteristics, and/or retaliation in
the form of adverse employment actions, for reporting or threatening to report
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harassment, or for participating in related investigations, proceedings or hearings,
and /or any other status protected by law.

VIl.  VIOLENCE and THREATS IN THE WORKPLACE

San Bernardino County Policy 09-08 and Human Services Policy and Standard
Practice (HSPSP) Manual, Section 6-3, have a zero-tolerance standard concerning
threats and violent behavior in the workplace.
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No person shall engage, or be allowed to engage, in violent behavior or making
threats of violence, implied, actual, direct or indirect, at a County workplace or in
connection with the conduct of County business.

A. All threatening comments or behavior, implied, actual, direct or indirect, will
be taken seriously and will not be dismissed as “joking/kidding,” “harmless,”
or “just blowing off steam.”

B. Employees who engage in violent or threatening behavior against co-workers

or any other person in connection with County business will be subject upon
first occurrence to legal action by law enforcement authorities and disciplinary
action, up to and including termination.

C. Non-job-related offensive weapons of any type (e.g., firearms, knives, clubs,
etc.) are forbidden on County property and are forbidden from being
possessed during the course of County employment.

VIIl. APPEARANCE AND DRESS

The County-wide dress and grooming policy is described in Section 06-16 of the
County Policy Manual and in Section 14 of the Human Services Policy and Standard
Practice Manual (HSPSP). This policy became effective February 7, 2006, and
applies to all Human Services (HS) departments. The policy states:

“The County of San Bernardino is a professional agency. All employees will
present a professional appearance in order to promote a positive image to
customers. The general public frequently forms its initial impression of
professional credibility solely on employee appearance. The appropriateness
of appearance and attire as seen by the general public has a bearing on how
other agencies and departments view employee professionalism and
ultimately working relationships.”

This policy applies to all employees, regardless of classification, and is consistent
with community standards. A copy of this policy is provided to all HS employees at
the time of hire by HS Personnel. All employees are required to sign an
acknowledgement verifying that the policy has been read and understood.

Questions regarding the appearance of an individual employee can usually be
resolved between the employee and the immediate supervisor. Supervisors are
responsible for explaining and enforcing the dress and appearance policy. Issues or
disagreements arising out of the enforcement of this and departmental dress and
grooming policies shall be reviewed by the department head or designee, and/or the
department’s Human Resources Officer.
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As per the dress code, the department may allow a “casual dress” day. The
appointing authority for HS has approved staff to wear denim jeans and tennis shoes
on casual Fridays, as appropriate. However, clothing and shoes must be clean and
in good repair. Employees are still expected to present a neat appearance, and must
adhere to all other provisions of the Standards of Dress and Grooming Policy.
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IX. REPORTING REQUIREMENTS

A. Child Abuse and Neglect Reporting Requirements
In accordance with state law, all employees hired by Human Services (HS) on
or after January 1, 1985, are required to sign a statement indicating they will
comply with the provisions of Penal Code (PC) Section 11166.5(a), which
reads as follows:

On and after January 1, 1985, any mandated reporter (as specified
in Section 11165.7) with the exception of child visitation monitors,
prior to commencing his or her employment, and as a prerequisite to
that employment, shall sign a statement on a form provided to him or
her by his or her employer to the effect that he or she has knowledge
of the provisions of Section 11166 and will comply with those
provisions. The employer shall provide a copy of Sections 11165.7,
11166 and 11167 to the employee.

Penal Code Section 11166 requires mandated reporters who have knowledge
of or observe a child in their professional capacity, or who reasonably suspect
a child has been the victim of child abuse or neglect, to report the suspected
abuse or neglect. All employees of HS are mandated reporters who, with
signature of this document, acknowledge and pledge that they will comply with
the Penal Code provisions.

B. Elder and Adult Abuse Reporting Requirements

In accordance with state law and County policy, all employees of HS as of
January 1, 1986, and those hired after that date, are required to sign a
statement of compliance, attesting to their understanding of mandated
reporter responsibilities. Mandated reporters for elder and dependent adult
abuse are described in Welfare and Institutions Code (WIC) Sections
15630(a) and 15630.1(a). Definitions of elder and dependent adult abuse
types are found in WIC Sections 15610-15610.65.

WIC mandates all HS employees who, within the scope of their employment,
have knowledge of, observe, or suspect elder or dependent adult abuse to
report such incidents by phone immediately or when practically possible.
Reporters are then required to file a written report within 36 hours.

HS employees must comply with all reporting requirements. All employees must
inform their supervisor if they have not signed the required statements. Failure to
comply with all reporting requirements may result in disciplinary action, and civil
and/or criminal action.

Law enforcement should be contacted in the event of child abandonment or abuse
occurring in the lobby of a HS facility, such as in a Transitional Assistance
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X. CLIENT/STAFF INTERACTION

The employee's primary responsibility is to the clients we serve. Employees are to
respect the privacy of clients and to hold in confidence all information obtained in the
course of professional service. However, employees have a responsibility to report
information that affects clients’ eligibility for Human Services (HS) programs.
Employees are to maintain strictly professional relationships with clients and should
always remain mindful of situations that undermine those professional relationships.

If an employee and an adult client know each other socially, specific policies and
procedures must be followed with respect to case carrying responsibility and location
of the adult client's case.

Transitional Assistance Department (TAD) staff shall refer to the Operations and
Reference Handbook (ORHB), Employee, Employee Relative or Employee Friends
Application and Services section, for the specific policies that staff shall follow.

HS staff shall adhere to the following policies regarding social relationships with
clients: The employee shall not be the worker for the case, nor shall any employee,
such as a clerk, who has a social relationship with a client served by the employee's
unit of assignment, have any responsibility for the case. If feasible, the case shall be
transferred out of the employee's unit of assignment. In all instances where there is
a social relationship between an employee and a client, the employee must inform
his/her supervisor. The supervisor shall make a recommendation on the appropriate
handling of the case to the next level of supervision or management. The supervisor
or manager shall affirm the recommendation or direct another solution to the problem.
Failure by an employee to notify his/her supervisor of a social relationship with a
client may result in disciplinary action.

Protective Services cases involving employees or their families or relatives shall be
brought to the attention of the Deputy Director in the employee’s chain of command,
by any informed source.

All employees of Preschool Services Department (PSD) acknowledge and agree to
adhere to the State of California - Health and Human Services Agency, Department
of Social Services, Personal Rights Section 101223 requirements. All employees
shall report to their supervisor any situation during which a child may be endangered
or where any of the above standards have been violated or are suspected of being
violated.

RELATIONSHIPS and INTERACTIONS WITH MINORS

In their role as social worker and/or caregiver, employees must maintain a
professional relationship with minors. The employee is not to assume the role of
foster parent, adoptive parent or attempt to gain guardianship of any child while a
caseworker or supervisor in Children and Family Services (CFS) and/or Preschool
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Services
Department (PSD) .

To protect the rights of the employee, as well as this vulnerable population, the
following standards of conduct must be observed:

A. Employees shall not give their home address, home telephone number or
personal cell phone number to a minor or minor's family. Employees should
be aware that their personal cell phone number may show on a client’s caller
ID.
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B. Employees shall not use physical force or physical punishment against a
minor at any time, even if the minor is verbally abusive and/or is provoking the
employee. An exception to this standard is the use of physical restraint when
a minor is in danger of hurting himself or others.

C. Employees shall not engage in any sexual activity with minors. Employees
shall not allude to, elicit, or promise sexual favors.

D. Employees shall not discuss topics of a sexual nature with minors, unless it is
job-related. Employees shall not provide examples of their own sexual
experiences to minors. Any question as to appropriateness of topic should be
directed to the supervisor prior to engaging in such conversation.

E. Employees shall not deprive minors of food, clothing, sleep, or other basic
necessity, for any reason.

F. Employees shall not use language that could be construed as demeaning or
humiliating towards, or in the presence of, minors.

G. Employees shall not give minors any illegal or contraband items including, but
not limited to, drugs of any kind, alcohol, or weapons.

H. Employees shall not loan, give to, or borrow money from a minor.

l. Employees shall not photograph minors unless it is required to document child
abuse or neglect, or is approved by the court. This information is located in
the Children and Family Services (CFS) Handbook, Intake (Volume 2),
Chapter C, Section lll, Evidentiary Photos Policy. Staff is expected to use
these guidelines when dealing with the issue of photographing minors.

PHYSICAL EXAMINATIONS

There is no situation that justifies an employee of the department examining an adult
client. Personal care and paramedical services are provided under the In-Home
Supportive Services (IHSS) Program; however, providers are not employed by the
department and are not qualified or authorized to complete physical examinations.

Employees of the department are not authorized to perform physical examinations
of minors; however, it is recognized that in the course of investigating allegations of
maltreatment of minors, it may be necessary to undress a minor to determine the
extent of the injuries. Because of the need to safeguard the rights of employees, as
well as those of minors, Children and Family Services (CFS) employees in San
Bernardino County shall use the guidelines below concerning examining a minor.

When necessary to undress a minor for determination of injuries, as discussed
below, permission must be granted by the parent or other responsible adult. In
addition, the parent/other responsible adult must be given the opportunity to be
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present at the time of the determination. If the parent/other responsible adult refuses
to allow a determination of a minor’s injuries, a detention warrant must be obtained
and executed before attempting to determine the extent of injuries to the minor or
arranging for a physical examination by an appropriate medical practitioner. (Refer
to CFS Handbook, Volume 5, Chapter F — Search/Detention Warrant)
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A. In all assessments involving suspected abuse or neglect and maltreatment,
all minors in the family should be observed by the worker for injuries or other
signs of trauma that are readily apparent while they are dressed (i.e., on limbs,
face). This can be done in a casual manner in the course of home visits or
any other site of contact with the minor.

B. Undressing the minor for determination of the existence of physical injuries by
the social worker should not be undertaken routinely, and only with parental
consent or a court order. The basis for undressing a minor is determined by
information contained in the allegations, evidence, and physical abuse or
neglect that is in plain view, and statements from victims, parents and other
third parties.

C. Undressing a minor would generally be considered necessary when:

e There is evidence of injuries noted on the face and/or limbs and there is
concern about other parts of the body;

e A minor reports the abuse or maltreatment and there are no readily
apparent injuries;

e A minor reports the abuse or maltreatment and says the injuries are on
covered parts of his/her body; or

o There are allegations of maltreatment, the minor has no visible injuries,
but the minor is of potty training age.

D. When necessary, a social worker must conduct the undressing of a minor
for determination of injuries in the presence of a law enforcement officer,
school personnel, another social worker or support staff and, if requested,
in the presence of the minor's parent/other responsible adult. However,
parental consent or a court order are necessary any time a child is
undressed to view or document injuries allegedly caused by abuse or
neglect.

E. If the minor is three (3) years of age or older the worker should, in addition
to obtaining the parent’s approval:

¢ Obtain the minor’s approval and have the parent undress the minor or
allow the minor to undress himself, depending upon the age and
preference of the minor.

e Give the minor the option of being examined by a medical professional, if
available, in the event he/she is uncomfortable about being undressed in
the presence of the worker. The worker should accompany parent and
minor to the medical examination.

F. When a minor who is entering adolescence or is adolescent needs to be
undressed and the caseworker is of the opposite sex, the minor should be
seen at a medical facility or the worker should request that a Public Health
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Nurse (PHN) of the same sex as the minor respond to the scene to conduct
the physical examination. Again, a court order or parental consent is
required.

Under no circumstances should the sexual organs of the minor be touched,
photographed or examined closely while investigating the extent of injuries.
If this kind of examination is necessary, it must be referred to appropriate
medical personnel.
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G. Physical examinations and/or procedures conducted by medical personnel
may not be conducted for investigative purposes unless there is:

e Court ordered notice to the parent/s with an opportunity to be heard; or

e Reasonable concern that evidence of trauma/abuse may dissipate during the
time necessary to obtain a detention warrant or other court order or parental
consent.

If the parent/other responsible adult refuses to allow a determination of the minor's
injuries, a detention warrant must be obtained before attempting to determine the
extent and cause of injuries to the minor or arranging for a physical examination by
an appropriate medical practitioner.

H. Under urgent circumstances, when the parent/other responsible adult refuses to give
consent to an examination and there are physical injuries of sufficient severity so as
to place the minor in imminent danger of risk to life or limb if urgent medical care is
not received, the social worker will:

e Consult with his/her supervisor;

e Call 911 for assistance of law enforcement;

e Call 911 for emergency treatment of injuries requiring immediate medial
attention; and

e Take the minor into protective custody for medical treatment and care by
medical personnel, using the services of an ambulance/paramedic if
injuries are severe or potentially severe.

Under such urgent circumstances, a detention warrant is not required before initiating
examination of the minor’s injuries. However, the parent/other responsible adult must
be given the opportunity to be present during a physical examination of the minor.

TAKING CLIENTS HOME OR ON TRIPS

Employees are expected to maintain professional relationships with clients (minors
and adults) at all times. Employees are prohibited from taking clients to their (the
employee’s) homes. Any exception to this policy requires the prior written approval
of the Director of Children and Family Services (CFS) or Department of Aging and
Adult Services (DAAS).

Employees are prohibited from taking minors or adults on trips, unless the trip is
authorized in accordance with procedures of the department. An example of such
an authorized trip is transportation of a minor out of state for court-ordered placement,
visitation or necessary medical treatment.

XI. TRANSPORTING CLIENTS

Transportation of any client requires an awareness of the potential problems that may
arise. Judgment should be exercised in casework situations to determine whether
other means of transportation would be more appropriate (i.e., ambulance or police
vehicle). Employees transporting clients should use the "estimated time of arrival"
(ETA) process (i.e., indicating their ETA for arrival at time of departure and then
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notifying their supervisor by phone when they arrive at their destination). (Refer to
Human Services Policy and Standard Practice Manual (HSPSP), Section 4-2)
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Whenever possible, employees should also have a staff member of the opposite sex
accompany them when transporting a client of the opposite sex. Clients are to be
transported in a County vehicle. Children MUST be secured in an appropriate
passenger restraint (safety seat or booster seat) IN THE BACK SEAT OF THE
VEHICLE, per state law requirements (currently six (6) years old and at least 60
pounds).

Employees required to transport an adult client due to County business must have
the client complete a Release and Hold Harmless Agreement as required by the
Department of Risk Management. (Refer to HSPSP Manual, Section 4-2 SP for
procedure)

Xll.  EMPLOYMENT OF RELATIVES and PERSONAL RELATIONSHIPS

County policy prohibits the following:

A. The appointment to a position by, or working in a position under the direct or
indirect supervision of, a relative (except for those specifically approved by the
Board of Supervisors or the Civil Service Commission for the effective
operation of a department). Relatives should not work under the same
immediate supervisor, nor in such close work proximity that one checks or
completes work or financial operations performed by another.

B. Relative is defined by County policy and in these Standards as: Spouse as
defined by California Labor Code Section 233, domestic partner as defined
by California Family Code Section 297, child, parent, sibling, parent/sibling-in-
law, grandparents, grandchild, aunt, uncle, nephew, niece, foster child, ward
of the court, or any step relations.

Failure on the part of an employee to notify his/her supervisor that s/he has a
relative in the department is a violation of this policy. Violation of policy may
be cause for disciplinary action for any participating employee or supervisor.

In instances where there is a close social relationship, such as dating,
engagement, and/or cohabitation between two employees in the same unit, or in
circumstances where one employee supervises, may supervise, or has work
authority over the other employee (i.e., coverage or in the other employees chain
of command), the employee must inform his/her supervisor as soon as reasonably
possible. If the potential for conflict of interest exists, the supervisor may make a
recommendation to the next level of supervision or management. The supervisor
or manager shall take action to affirm the recommendation or direct another
solution to ensure minimal impact to the workplace.

In instances where staff reassignments take place, and an employee has a relative
in that prospective assignment or is in a social relationship as described above
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with another employee in the prospective assignment, the employee(s) is expected
to notify his/her chain of command as soon as possible and prior to any
reassignment taking place.
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Xlll.  ADOPTION BY DEPARTMENT EMPLOYEES

Under no circumstances will a Human Services (HS) employee assigned to the
Children and Family Services (CFS) program be allowed to adopt a child in his/her
caseload or any child supervised by San Bernardino County CFS.

Employees working in any HS CFS program who reside in San Bernardino County
will be referred by the Placement Resources Division Deputy Director to another
County or private adoption agency to apply.

The CFS programs are:

e Child Protective Services (CPS)

e County Adoption Services (CAS)

e Foster Care Services (includes Foster Home Licensing,
Recruiter/Trainers, Shelter Care, Specialized Care and Institutions
Coordinators, and Foster Home Abuse Investigators)

e Resources / System Resource Divisions

e Transitional Assistance Department (TAD) - Foster Care Unit

e Juvenile Court Supportive Services

If the HS employee is not involved in any of the CFS programs, the employee may
submit an adoption application to the San Bernardino CAS, provided the employee
has no access to confidential CFS information. Employees eligible to submit an
application are subject to the same requirements as any other prospective adoptive
parent. CFS reserves the right to refer the employee to another County or private
adoption agency if it perceives that accepting the application may cause a conflict of
interest, a breach of confidentiality, or if casework practice warrants the referral to
another agency.

A relative of a HS employee may file an application to adopt a child through San
Bernardino County if the employee is not involved in any of the CFS programs and
does not have access to any CFS child’s specific information. Relatives of
employees who are working in a CFS program will be considered on a case by case
situation and possibly referred to an adjacent County or private adoption agency for
the adoption process.

Acceptance of an application to adopt from a HS employee or a relative of a HS
employee must be approved by the Placement Resources Deputy Director prior to
the submission of the application. Any disagreement about the appropriateness of
acceptance or declining the application will be resolved by the CFS Director. Further
information regarding this policy can be found in the CFS Handbook, Volume 7,
Chapter J.

XIV. EOSTER HOME LICENSE APPLICATION BY DEPARTMENT EMPLOYEES
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A Human Services (HS) employee residing in San Bernardino County may apply for
a license to provide foster care in San Bernardino County, either through the County
or through a Foster Family Agency (FFA), and receive placements of San Bernardino
County clients, if the employee is not working in a Children and Family Services
(CFS) program and does not have access to confidential client information.

If an employee of HS wishes to provide foster care and is assigned to a CFS program,
he/she may file for and receive a foster home license or be certified through a FFA,
however, a “HOLD” would be placed on the employee’s home to preclude any San
Bernardino County social worker from placing a child in the employee’s home. The
employee may be eligible for placement of children from other counties. Further
information regarding this policy can be found in the CFS Handbook, Volume 7,
Chapter I.

Under no circumstances will an application for a license be accepted from any Foster
Home Services staff. Such staff will be referred to an adjacent County for licensing
ortoa

FFA or private social service agency for certification. Certification through a FFA or
other agency may still pose a conflict of interest, therefore, a HOLD may be placed
on any placement that CFS believes poses a conflict of interest.

A relative of a HS employee may file an application to obtain a foster care license
and have a San Bernardino County child placed in their home if the relative does not
work in any CFS program and does not have access to confidential child information.

If the relative works in a CFS unit, the applying relative may file for and receive a
foster home license. Placement of a San Bernardino County foster child would be
considered on an individual case basis prior to any such placement.

A San Bernardino County CFS social worker may not place any child in his/her
caseload in a relative’s home.

Acceptance of an application to provide foster care by a HS employee or a relative
of a HS employee must be approved by the Deputy Director of the Placement
Resources Division prior to the submission of the application. Any disagreement
about the appropriateness of acceptance or declining the application will be resolved
by the CFS Director. Further information regarding this policy can be found in the
CFS Handbook, Volume 7, Chapter .

XV. CONTACT WITH NEWS MEDIA

Information that does not violate any confidentiality laws, regulations or
departmental policies is considered to be public information. It is the desire of
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Generally, the Assistant County Administrator for Human Services (HS), department
Directors or Deputy Directors will carry out department contact with Board of
Supervisor (BOS) members, directly or by delegation.

When BOS office staff request information from an employee, the employee shall
convey the request to his/her supervisor. Confidentiality of client information applies
to contacts with the BOS and BOS staff. If the information affects the way programs
are carried out, the employee shall report the contact to the department Director or
Deputy Director, through the chain-of-command. Information concerning routine
business need not be reported. If the employee is unsure if the information should
be reported, the employee should report the BOS contact through the chain-of-
command.

XVIIl. CONTACT WITH GRAND JURY

Any staff member possessing accurate information on specific subject matter may
answer inquiries from the Grand Jury. However, employees who have been asked
to respond to such inquires should recommend to the Grand Jury member that the
appropriate Deputy Director also be consulted on the matter. The Deputy Director
shall be notified through the established chain-of-command of the inquiry and all
subsequent actions. The Deputy Director shall, in turn, provide this information to
the department Director.

Grand Jury members may review case records if the records are related to the work

being conducted. The Deputy Director or designee shall determine if a member of
the Grand Jury shall be permitted access to confidential case records.

XIX. DISCIPLINARY ACTION

All employees of Human Services (HS), whether in Classified or Unclassified
service, shall adhere to these Standards for Employee Conduct, in addition to all
applicable rules, policies, and regulations of their departments and San Bernardino
County. Violation of these Standards/policies will subject employees to disciplinary
action, as per the San Bernardino County Personnel Rules, Rule X and/or any
provision in an employee’s contract pertaining to discipline.

The Personnel Rules are available from the Department of Human Resources —
Employee Relations and can also be found electronically via the Countyline Intranet
page by navigating to the Human Resources/Employee Relations home page
located at: http://countyline/hr/employeerelations. Employees are expected to review
the Personnel Rules and to direct any questions to their supervisor. If an employee
does not have access to a computer and/or to the Internet, he/she should request a
hard copy of the Personnel Rules from his/her supervisor.
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Approved by: Diana Alexander, Director

SAN BERNARDINO

COUNTY

Preschool Services

XX. STATEMENT OF UNDERSTANDING

Human Services (HS) employees are required to read the Standards for Employee
Conduct and sign a statement attesting they have read and understand its contents.
Only the attached Statement of Understanding needs to be filed in the employee’s
Official Personnel File. A copy should also be maintained in the supervisor and or
department working file.

The Standards for Employee Conduct should be staffed at time of hire. Thereafter,
the Standards should be staffed annually, when the Standards are revised, and
additionally at the supervisor's/manager’s discretion.

Employees refusing to sign the Statement are not exempt from compliance with the
Standards for Employee Conduct. The employee's supervisor is available to answer
any questions the employee may have.
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SAN BERNARDINO

COUNTY

Preschool Services

Attachment

STATEMENT OF UNDERSTANDING

l, , have read and have
(Print Name Clearly)
received a copy of the Standards for Employee Conduct, understand its contents, and

acknowledge my responsibility to adhere to the County and department policies and
procedures described therein. Refusal to sign does not exempt your compliance with

these regulations.

Employee Signature

Employee ID

Date

D EMPLOYEE REFUSED TO SIGN — If employee refuses to sign, the supervisor must
sign and date below.

Supervisor signature Date
Routing: Original: Official Personnel File
Copy to: Employee
Copy to: Supervisor
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Updating the Classroom Matrix

Procedure
Purpose The Preschool Services Department tracks classrooms, funded enrollment,
transition classes, and staffing on the Classroom Matrix. Changes require
communication throughout management to track all items correctly.
Reference This procedure comes from the management staff of the Preschool Services
Department.
Matrix Every time there is a change or update the Classroom Matrix, inform all
Procedure management staff, i.e. Level 1 staff.
If changes/updates are made to the Head Start or Early Head Start programs,
include the appropriate Contract/Delegate Agencies in the communication if
the changes are final.
Who is For Classroom Matrix updates, the following positions are responsible for the
responsible? Matrix and other related changes.
Type of Change Who is responsible
Classroom slots (Matrix) ERSEA Manager
Classroom staffing (Matrix) Education Manager
ChildPlus site/classroom set up QA Supervising Program Specialist
(ChildPlus)
Updating State CDMIS Staff Analyst Il — Special Projects
Updating Head Start Enterprise Administrative Supervisor | Finance
System/Grant Application
Formulas and calculations (Matrix) Finance
Certified Days of Enrollment (CDE) Finance
(Matrix)
Pragsram Modules (Matrix) | FRSEAN q@amas,

/Program Policy/PDM Updating the Classroom Matrix- 1 Program Operations Meetin
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Overview

Purpose

Reference

Policy overview

Contents

Effective: 7/3/2019 Issued: 7/3/2019

Policy Council Expense Reimbursement

The purpose of this policy is to establish a process where Policy Council (PC)
members are reimbursed after participating in:

e Monthly PC meetings

e Monthly Committee meetings

e PC Orientation and training

e Approved out of area travel

e Personnel interview panels

The policies and regulations referenced are:
e Head Start Performance Standards: 1301.3(e)

Preschool Services Department is required to reimburse PC members for any
reasonable expenses incurred by their participation.

The following is a table of contents.

Topic See Page

The Expense Report 2




The Expense Report

Expenses All Policy Council (PC) members may request to be reimbursed for:
e Mileage
e Child care
e Meal expenses
e Hotels (Needles)

Report sections  The expense report is divided into five sections:

1. PC member’s information
2. Mileage/Travel
3. Childcare
4. Meals other than PC meeting meals
5. Office Use Only
Timeline The Expense report is completed, signed and submitted prior to the end of

the PC meeting.

The reimbursement envelopes are distributed at the end of the PC meeting.

Section 1: The PC member’s information section of the expense report must contain
Member the following:
information

e PC member’s full name and address
e Period covered (time of meeting)
e Site represented
e Type of activity
—Training
— Monthly PC meeting
— Committee meeting (all meetings attended)
—Interview panels

Continued on next page
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The Expense Report, Continued

Section 2:
Mileage/travel

Unallowable
mileage/travel
expense

Overnight travel

The Mileage/Travel section of the expense report must contain the following:
e Date of travel
e Left from and Went to (name of city)
s Travel Distance
—travel distance/time is calculated using Google Maps as well as miles
reported
e Total miles traveled roundtrip
e Carpooling information
—Passenger names
— Carpool pick up location

Mileage is reimbursed by multiplying the total miles traveled from home to
the meeting location by the County’s mileage reimbursement rate.

Mileage between home and the childcare provider’s location is not an
allowable expense.

If the period covered by the expense report is for overnight (conference), off-
site, or multi-day (training), the expenses incurred are reimbursed via check
within 14 days of receipt. The PC member may submit the expense report via
mail or in person.

Continued on next page
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The Expense Report, Continued

Section 3: The Childcare section of the expense report must contain the following:
Childcare e Indicate whether the childcare provider resides in the PC member’s home
e Child care provider information
—Name
—Phone number
— Address
e Hours the Head Start child attends school
e Number of total children for childcare
e Total childcare time
— Google Maps is used to determine the time claimed prior to and after the
meeting

Reimbursement Rate: Daily
Childcare is reimbursed at the rate of $5.00 per hour, up to 10 hours a day
per child for the daily rate.

Reimbursement Rate: Overnight
Overnight childcare is reimbursed at the flat rate of $60.00 per day/overnight
per child for out of town travel.

Section 4: Meals Meals are paid at the current County rate. The meals section of the expense
report must contain the amount spent, including tax and tip, and the original
itemized receipts.

Signature The PC Member signs the expense report in two places if being reimbursed
the same day.
e Once above “office use only”
e Once below “office use only”
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The Expense Report, Continued

lHo Section 5: The Fiscal Unit is responsible for completing the Office Use Only section of
HEN  CountyUseonly the report. Once received, the following process is used for a reimbursement

S HHERE : .
P (z‘vermght/mult: request for overnight or multi-day requests.
-day
Stage Who Does What
1 Fiscal Reviews the expense report for reasonableness
Assistant
When the expense | Then the FA...
report is...
Reasonable e Fills out a payment voucher
» Attaches all copies of the expense report
and any receipts
e Forwards all paperwork to the
Supervising Fiscal Specialist (SFS).
Not reasonable Returns expense to the PC member for
corrections.
srunSs eI L ap U T S BB 25 £ O Ve Gueanienauon - ot e AT RIS s
report on the Supervisor Signature line * Signs the
ind submits all paperwork to the Fiscal Supervisor (FS) : * Batches .
and approves the payment voucher 3 FS ® Reviews
‘the paperwork to a different FA from the FA who first * Forward:
the expense report reviewec
e payment voucher in the Money Log 4 2M FA Records th
he paperwork to the 1% FA who reviewed the expense Forwards t
report
he following originals via E-mail through the SAP > 11 FA * Submits:
system, to the Auditor Controller Record’s office (ACR) payment
ssing and payment. The original: for proce
e report (white copy) - — Expens
5 — Receip’
~opy for PSD files * Retain a
pink copy of the expense report and payment check to * Mail the
ember the PCm
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The Expense Reimbursement Form

Form The following is a sample of the Expense Reimbursement Form.

PRESCHOOL SERVICES DEPARTMENT
POLICY COUNCIL EXPENSE REPORT

SITE REPRESENTED

D: RAINING i FACHRTHLY #MEETING

WHLEAGEITRAVEL

DATE LEFT FROWM

fOviginel receipts musl be atlached]

{CERTIFY THAT ALL OF THE ABOVE INFORIATION |3 TRUE AND CORRECT TO THE BEST OF MY BROWLEDGE:

PC MEMBER SIGNATURE

OFFICE USE ONLY

$
&
3
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Establishing & Conducting Workgroups

Overview
Introduction This document maps out the steps and responsibilities for establishing and
conducting workgroups.
Contents
Topic See Page

Establishing a Workgroup 2
Conducting a Workgroup 4
Workgroup Responsibilities 5
Workgroup Reporting 6
Closing a Workgroup 7
Workgroup Report 8
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Establishing a Workgroup

When do you
need a
workgroup?

How is a
workgroup
defined?

Who should be
in a workgroup?

Who should not
beina
workgroup

Additional
considerations

A workgroup should be established when there is a:

e New program

e Change in business processes

e Change in program regulations

e Change in ChildPlus that affects business processes

e Exploring the impact of a new idea, program, software

The Management team will define the topic and parameters of a workgroup
and initiate the development of the workgroup.

A workgroup ideally consists of volunteers with a variety of stakeholder
expertise.

Consider choosing staff who are:

o Effected by the change

e Supervisors

o Managers

e Subject matter experts

e Training experts, if needed

e Policy experts

e Regional representatives if needed

The following people should not be considered for a workgroup.

Staff who:
e Are not affected by the change or not subject matter experts
e Have work performance issues or not meeting standards

When considering workgroup participants, consider those who:
e Are currently on another workgroup

e Have participated in workgroups within the last 3 months

e Are currently working on other significant projects

Continued on next page

Workgroups - 2
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Establishing a Workgroup, continued

How to
establish the
workgroup
team

Before the first
meeting

Use the following to establish the workgroup team.

Step

Action

1

Gain approval from the executive team for the workgroup.

Establish the job classifications needed for the workgroup.

Decide if this is a regional or agency-wide workgroup.

2
3
4

Determine the following:

e How many people should be in the workgroup

e What sites or units they should come from

o |s there a need for temps or substitutes to allow certain
positions to be able to attend meetings?

¢ Send out a survey to request volunteers

Notify the Supervisors vial email of the:

e Purpose of the workgroup including why the workgroup has
been requested

e Job classifications of volunteers needed

e Temps or substitutes that will be provided for certain positions

From the list of volunteers, establish who will be the:
e Lead of the workgroup
e Manager liaison

Before the first meeting, a lead should be appointed. This lead should consult
with the Management liaison to establish the following:

e The purpose

e The scope of the change, group’s influence

e Timelines

e Expectations

Workgroups - 3
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Conducting a Workgroup

Before the The workgroup lead will meet with the Management liaison to establish the
workgroup purpose, parameters, the change, and the composition of the workgroup.
starts
The first The first meeting should include:
meeting e A discussion of the purpose and objectives
e Establishing team members roles:
— Lead

— Documentation of minutes
—Sub committees if needed
e Timelines
e Milestones
e Project plan

Ongoing Ongoing, meetings should include discussions of:
meetings e Current accomplishments
e Future milestones
® Project measurement criteria
e Policy needs
e Training needs
e Introduction to the need for the change and needs for implementation
e Communication needs
e Objectives

Workgroups - 4
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10.01.2019.Ime



Workgroup Responsibilities

Workgroup lead

Workgroup
members

Management
liaison

The workgroup lead is responsible for the following:
e Establishing the agenda for all meetings
e Making sure that everyone is heard
e Keeping communication open with the Management liaison
e Ensuring that all documentation is completed:
— Meeting notes
— Executive summaries and presentations
—Training and Policy documents
e Keeping the workgroup focused on the established purpose

All workgroup members are responsible to:
e Attend all meetings
e Obtain information as needed:
— Current processes
— Desired processes
e Determine county issues on the subject if necessary
e Actively participate
¢ Plan for the change
e Plan policy updates
e Determine training needs

e Determine and take part in preparing staff for the change. Begin marketing

the change to staff and/or the public
e Review documentation and providing feedback

The Management liaison is responsible to:
e Explain the purpose and parameters of the workgroup

e Keep the communication open between the workgroup and management

e Advise on next steps as needed
e Review all presentations to management

Shared/Program Operations/Program Policy/PDM
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Workgroup Reporting

When to report

What to report

How to report

Although a report for every meeting is not necessary, it is suggested to
report to management when:

e Decisions are recommended

e Management needs to weigh in on a decision

e Obstacles are encountered that need discussion with management

e At the closing of the workgroup

When reporting to management, include:

e Group goals

e Expected deliverables

e Obstacles faced

e Considerations

e Decisions: changes made, new policies, processes or procedures designed
o Next Steps

Use the template at the end of this document to create your report.

Workgroups - 6
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Closing a Workgroup

How long A workgroup is not bound to a certain timeframe unless a task is given a due
should a date.
workgroup last?

A workgroup can last week or months depending on the impact of the
change and the implementation of all activities needed to incorporate the
change.

Whenisittime A workgroup is ready to close when:
to close a e All objectives are met
workgroup? e All policies are approved
e All training is completed
¢ All change management activities are complete

Workgroups - 7
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Workgroup Report

Goals The goal of this group is to:
Expected This section is for new policies, processes, procedures, flyers, events, pilot
Deliverables projects, or whatever your group will create and provide.

This group will provide the following:
[}

Obstacles Faced This section is for you to explain any obstacles and how you solved them.

Continued on next page

Workgroups - 8
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Workgroup Report, continued

Considerations  This section is to explain what items you included in the thought process.

Recommendation  Thijs section is for recommendations made.
S

Next Steps This section describes what will happen next. Is there a pilot project, new
policy, implementation steps, or changes in process or procedure?

Workgroups - 9
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Employee Health and Welfare Costs

Overview
Purpose The purpose of this policy is to determine what is allowable for the Preschool
Services Department to purchase with funds retained yearly in the interest
bearing account.
Reference The policies and regulations referenced are:

e 2 CFR 200.437

e 2 CFR 75.307(a)(9)

e 2 CFR75.437

e Head Start Performance Standard §1302.93

Policy overview  Non-profit sub-recipients must maintain advances of Federal funds in
interest-bearing accounts; the first $500 of interest earned per year may be
retained by the department for administrative expenses.

A program must make mental health and wellness information available to
staff regarding health issues that may affect their job performance, and must
provide regularly scheduled opportunities to learn about mental health,
wellness and health education.

The cost is equitably apportioned to all activities of the Non-Federal entity.

Income generated from any of these activates are credited to the cost unless
the income has been irrevocably sent to employee welfare organizations.

Contents The following is a table of contents.
Topic See Page
Employee Health and Welfare Costs 2
Approving Funds 3
Policy/PDM Employee Health & Welfare - 1
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Employee Health and Welfare Costs

Policy The Preschool Services Department (PSD) retains $500 from an interest
bearing account each year. These funds can be used for allowable
administrative expenses related to the health and welfare of PSD employees.
A program must make mental health and wellness information available to
staff regarding health issues that may affect their job performance, and must
provide regularly scheduled opportunities to learn about mental health,
wellness and health education.

The cost is equitably apportioned to all activities of the Non-Federal entity.
Income generated from any of these activates are credited to the cost unless
the income has been irrevocably sent to employee welfare organizations.

Allowable PSD can use $500 towards federal allowable expenses for the improvement of

Administrative  working conditions, employer to employee relations, employee health, and

Expenses employee performance.

Examples of Allowable administrative expenses can include:

Allowable Allowable Expense Examples

é\dmmlstratlve Employee e Awards/plaques for job performance,

Xpenses performance exceptional customer service

e Peer to Peer Recognition

Employee health and
wellness

e Health education classes

e Subscriptions to online resources
e Nutrition classes and support

e Stress management classes

e Emotional/social support groups
e Employee assistance programs

Employer - Employee
relations

e Thank you/Sympathy cards

e Plants/Flowers for illness or bereavement
(immediate family)

e Department recognition bulletin boards

e Employee Appreciation

Improvement of
working conditions

e Professional Development
e Health and Safety improvements

Policy/Nutrition
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Approving Funds

Employee input Employees may make suggestions for health and wellness expenditures;
these suggestions go through the approval process.

Expenditure Any expenditure must be relevant to one of the following categories:

criteria e Employee Performance

e Employee Health and Wellness
e Employer — Employee Relations
e Improvement of Working Conditions

Approval Use the following to approve funds.
process
Stage Who Does What
1 PSD Staff e |[dentifies a need and requests an

Member

expenditure.
e Sends request to be reviewed by their
manager.

Manager

e Determines if the expenditure is:
— Relevant to one of the four categories.
— Practical in expense and execution.

e Forwards the request to Level 1 when criteria
is met or denies the request for not meeting
the criteria.

Level 1
Management
Meeting

® Reviews the request.

e Approves or denies the request.

¢ Develops a plan for implementation of the
expenditure when approved.

Policy/Nutrition
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