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City and County of San Francisco  

Office of Contract Administration 
Purchasing Division 

 
Second Amendment 

 
THIS AMENDMENT (this “Amendment”) is made as of July 1, 2017, in San Francisco, 

California, by and between Richmond Area Multi-Services, Inc. (“Contractor”), and the City and 
County of San Francisco, a municipal corporation (“City”), acting by and through its Director of the 
Office of Contract Administration. 

 
Recitals 

 
WHEREAS, City and Contractor have entered into the Agreement (as defined below); 

and 
 

WHEREAS, City and Contractor desire to modify the Agreement on the terms and 
conditions set forth herein to extend the performance period, increase the contract amount; and 
 

WHEREAS, the Agreement was competitively procured as required by San Francisco 
Administrative Code Chapter 21.1 through RFQ11-2015 issued April 16, 2015 and this 
modification is consistent therewith; and 

 
WHEREAS, approval for this Amendment was obtained when the Civil Service 

Commission approved Contract number 41068-14/15 on December 21, 2015; 
 

NOW, THEREFORE, Contractor and the City agree as follows: 
 

 
1. Definitions.   The following definitions shall apply to this Amendment: 

 
           1a.      Agreement. The term “Agreement” shall mean the Agreement dated January 1, 
2016 between Contractor and City, as amended by: 

 
 
First Amendment dated July 1, 2016 and this second amendment 
 

              1b.     Other Terms. Terms used and not defined in this Amendment shall have the 
meanings assigned to such terms in the Agreement. 
 
 
 

2.   Modifications to the Agreement.  The Agreement is hereby modified as follows: 
 
 

2a. Section Article 2 - Term of the Agreement of the Agreement currently reads as 
follows: 
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Article 2 Term of the Agreement 
 

2.1   The term of this Agreement shall commence on the latter of: (i) January 1, 2016; or 
(ii) the Effective Date and expire on December 31, 2017, unless earlier terminated as otherwise 
provided herein. 

 
2.2 The City has three (4) options to renew the Agreement for a period of one year 

each. The City may extend this Agreement beyond the expiration date by exercising an option at 
the City’s sole and absolute discretion and by modifying this Agreement as provided in Section 
11.5, “Modification of this Agreement.” 

 
Option 1: 1/01/2017 – 12/31/2017 Exercised

Option 2: 1/01/2018 – 12/31/2018  

Option 3: 1/01/2019 – 12/31/2019          

Option 4: 1/01/2020 – 12/31/2020          

 

 
Such section is hereby amended in its entirety to read as follows: 

 
 

Article 2 Term of the Agreement 
 

2.3 The term of this Agreement shall commence on the latter of: (i) January 1, 2016; or 
(ii) the Effective Date and expire on October 31, 2020, unless earlier terminated as otherwise 
provided herein. 

 
2.4 The City has three (4) options to renew the Agreement for a period of one year 

each. The City may extend this Agreement beyond the expiration date by exercising an option at 
the City’s sole and absolute discretion and by modifying this Agreement as provided in Section 
11.5, “Modification of this Agreement.” 

 
Option 1: 1/01/2017 – 12/31/2017 Exercised

Option 2: 1/01/2018 – 12/31/2018     Exercised

Option 3: 1/01/2019 – 12/31/2019         Exercised 

Option 4: 1/01/2020 – 12/31/2020         Exercised 

 
 

2b. Article 3 Financial Matters, Section 3.3 Compensation, Section 3.3.1 of the 
Agreement currently reads as follows: 

 
 
Article 3 Financial Matters 
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3.3    Compensation. 
 

3.3.1 Payment. Contractor shall provide an invoice to the City on a monthly basis for Services 
completed in the immediate preceding month, unless a different schedule is set out in Appendix B, 
"Calculation of Charges." Compensation shall be made for Services identified in the invoice that the 
Director of Health, in his or her sole discretion, concludes has been satisfactorily performed. Payment  
shall be made within 30 calendar days of receipt of the invoice, unless the City notifies the Contractor 
that a dispute as to the invoice exists. In no event shall the amount of this Agreement exceed Nine 
Million Five Hundred Fifty-Eight Thousand Two Hundred Eighty Eight Dollars ($9,558,288).  The 
breakdown of charges associated with this Agreement appears in Appendix B, “Calculation of 
Charges,” attached hereto and incorporated by reference as though fully set forth herein. In no event 
shall City be liable for interest or late charges for any late payments. 

  
Such section is hereby amended in its entirety to read as follows: 

 
 

Article 3 Financial Matters 
 

3.3 Compensation. 
 

3.3.1 Payment. Contractor shall provide an invoice to the City on a monthly basis for Services 
completed in the immediate preceding month, unless a different schedule is set out in Appendix B, 
"Calculation of Charges." Compensation shall be made for Services identified in the invoice that the 
Director of Health, in his or her sole discretion, concludes has been satisfactorily performed. Payment 
shall be made within 30 calendar days of receipt of the invoice, unless the City notifies the Contractor 
that a dispute as to the invoice exists. In no event shall the amount of this Agreement exceed Twenty 
Two Million Six Hundred Three Thousand Nine Hundred Thirty Dollars ($22,603,930). The 
breakdown of charges associated with this Agreement appears in Appendix B, “Calculation of 
Charges,” attached hereto and incorporated by reference as though fully set forth herein. In no event 
shall City be liable for interest or late charges for any late payments. 

 
 

2c.  The Appendices listed below are amended as follows: 
 

1) Add Appendix A-1 through A-5 dated 7/1/2017 for FY 2017/2018 to Agreement as amended.  

2) Delete Appendix B - Calculation of Charges and replace in its entirety with Appendix B - 
Calculation of Charges dated 7/1/2017 to Agreement as amended.  

3) Add Appendix B-1 through B-5 dated 7/1/2017 for FY 2017/2018 to Agreement as amended.  

4) Delete Appendix E - HIPAA Business Associate Agreement and replace in its entirety with 
Appendix E - HIPAA Business Associate Agreement dated April 22, 2016 to Agreement as 
amended.  

 
 
 



Page 4 of 5 
P-650 (6-16:DPH 4-16)                                                                                                                           July 1, 2017 
RAMS-Vocation (CMS#7640) 

3.    Effective Date.  Each of the modifications set forth in Section 2 shall be effective on and after  
July 1, 2017. 

 
 
   4. Legal Effect.  Except as expressly modified by this Amendment, all of the terms and conditions of 
the Agreement shall remain unchanged and in full force and effect.  
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IN WITNESS WHEREOF, the parties hereto have executed this Agreement on the day first 
mentioned above. 
 

 CITY      CONTRACTOR      
             
 Recommended by:      Richmond Area Multi-Services, Inc. 

 
   

             
         
         
       

 Barbara A. Garcia, MPA  / Date      
 Director of Health         
 Department of Public Health         
  

Approved as to Form: 
        

           
 Dennis J. Herrera 

City Attorney 
 
 
 
 
 

         

By Kathy Murphy  / Date      
 Deputy City Attorney          
           
        /   
       Jorge Wong  Date 
       Chief  Executive Officer     
 Approved:      639 14th Avenue    
       San Francisco, CA 94118    
           
       City vendor number: 15706    
   /        
 Jaci Fong   Date      
 Director of the Office of 

Contract Administration, and 
Purchaser 
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Program Name: Hire-Ability Janitorial Services Contract Term: 07/01/17-06/30/18 

1. Identifiers: 
Program Name: Hire-Ability Janitorial Services 
Program Address: 1234 Indiana Street 

) 

City, State, ZIP: San Francisco, CA 94107 
Telephone/FAX: (415) 282-9675 (415) 920-6877 
Website Address: www.ramsinc.org I www.hire-ability.org 

Contractor Address (if different from above): RAMS Administration, 639 14t1i Avenue 
City, State, ZIP: San Francisco, CA 94118 
Person Completing this Narrative: Angela Tang, RAMS Director of Operations 
Telephone: ( 415) 800-0699 

.Email Address: angelatang@ramsinc.org · 

Program Code(s) (if applicable): Not Applicable 

2. Nature of Document: 

D New 0Renewal f2'.I Modification . 

3. Goal Statement: 
To provide employment and internship opportunities within the janitorial field for qualified and work 
ready consumers within the community behavioral health system. 

To improve the emotional/physical well-being and quality of life, positive community engagement, 
increase self-sufficiency, and to obtain & retain employment. 

4. Target Population: 
San Francisco residents age 18 and over, adults & older adults including transitional age youth, , , 
who are currently receiving behavioral health services through BHS. Particular outreach will be 
made to underserved populations and those interested in the janitorial industry. 

r . 

5. Modality(s)/Intervention(s): 

See CBHS Appendix B, CRDC pages. 

6. Methodology: 

A. Outreach, recruitment, promotion, and advertisement as necessary. 

RAMS' responsibility and commitment to mental health care quality and education extends beyond 
its own walls to reach people of all ages and backgrounds in its community through outreach and 
serving them in their own environments. This philosophy of care has always been central to the 
agency's approach. RAMS is uniquely well-positioned and has the expertise to outreach, engage, and 
retain diverse consumers, underrepresented constituents, and community organizations with regards 
to vocational services & resources and raising awareness about mental health and physical well­
being, As an established community services provider, RAMS comes into contact with significant 
numbers of consumers & families, annually serving about 18,000 adults, children, youth & families at 
over 90 sites, citywide. - · 

Specifically for Hire-Ability Janitorial Services, the program promotes open janitorial positions 
within the system of care by outreach and recruitment activities through linkages with BHS 
community agencies, Department of Rehabilitation (DOR), Co-Operative partners within the BHS 
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Vocational Services system, and to other employment linkages that directly outreach to consumers 
within BHS. Targeted recruitment for employment also includes participants who have completed the 
Hire-Ability Vocational Services 4-month long Occupational Skills Training Certificate program in 
janitorial, funded by Department of Rehabilitation which prepares graduates for competitive 
employment within the janitorial field. Outreach and recruitm~nt for this program includes 
community outreach presentations at BHS (and contract) clinics, part:icipating in group presentations 
with the DOR/BHS vocational co-op, and announcements (emails, flyers) through the DOR/BHS 
vocational co-op partners. Hire-Ability also holds an open house orientation once per month to 
introduce services to potential applicants. Graduates of this program are provided employment 
services assistance, working directly with employment consultants to prepare for competitive 
employment through a variety of activities such as interview preparation, resume development, and 
job development and coaching assistance. The employment services program follows the Individual 
Placement & Support Model, which is strengths- and evidenced-based supported employment model 
that has been successful for individuals with chronic behavioral health issues. Graduates of this 
program and applicants that meet qualifications for janitorial positions are provided opportunities and 
assistance to apply and interview for open positions. 

B. Admission, enrollment and/or intake criteria and process where applicable. 

Employment: 
The employment portion of Hire-Ability Janitorial Services works in conjunction with the Janitorial 
Services internship program, Department of Rehabilitation, BHS clinics, and Employment Services 
partners and linkages to refer qualified participants to open employment positions within this 
program. The process is equivalent to other competitive employment positions within RAMS which 
include screening of applicants which may result in face to face interviews and potential employment 
offers. 

Internship: 
The internship portion of Hire-Ability Janitorial Services accommodates referrals from BHS and 
other community agencies within the System of Care. All requests for services are directed to the 
Intake Coordinator, who then provides the individual with the necessary information to apply to the 
program. The program has an application process by which interested individuals are to submit their 
completed application packet within the indicated deadline. Application packets include basic 
demographic information (name, contact information), reference contact information, referral form, 
and resume. Individuals who qualify under the initial screening (a coordinated effort of review by 
staff including the Vocational Rehabilitation Services Coordinator, Associate Director of Vocational 
Services, and internship site manager) are invited for a face-to-face interview with the Vocational 
Rehabilitation Services Coordinator and Associate Director of Vocational Services. These initial 
assessments are aimed to determine program eligibility, vocational readiness/interest, suitability of 
program services, strengths & existing resources, level of functioning & needs in consultation with 
behavioral health services provider, primary care connection, substance use/abuse, and other services 
(e.g. residential). If an individual is not accepted into the program based on suitability for these 
program services, the Vocational Rehabilitation Services Coordinator makes a referral to one of Hire- · 
Ability Programs or to another service provider. 
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Program Name: Hire-Ability Janitorial Services ContractTerm: 07/01/17-06/30/18 

C. Service delivery model, including treatment modalities, phases of treatment, hours of 
operation, length of stay, locations of service delivery, frequency and duration of service, 
strategies for service delivery, wrap-around services, residential bed capacity, etc. Include 
any linkages/coordination with other agencies. -

Hire-Ability program hours are Monday to Friday (9:00 am - 5 :00 pm); however, on-the-job hours 
nray vary, depending on the job site's needs. 

Employment: 
Janitorial Services employment program provides on-the-job training and supervision to employees 
within this program. RAMS Management also coordinates coverage for vacancies or absences. 
Employees are provided with a robust and co1Ilpre]i~~s~yejqq retention support system with close 
coordination of superVisiori and support between the RAMS Janitorial Manager, Administrative · 
Coordinator, Associate Director, and BHS site managers. All employees receive an initial orientation 
by RAMS human resources department upon hire. The employee is then oriented to their individual 
positioij. through on-site supervision and time limited job coaching for employees receiving 
employment servfoes. Employees participate in regular, interactive individual and group supervision 
meetings. In addition, there are regular quarterly trainings in various areas such as health and safety, 
ergonomics, blood borne path<'> gen, and other pertinent trainings such as communication and 
professionalism, boundaries, and other pertinent work related traillings as well as RAMS sponsored 
health and wellness retreats. Site specific trainings usually take place on a monthly basis or as 
needed. Employees may also access ap.d/or be linked to the Employee Assistance Program (EAP) to 
assist with a variety of life building resources. fu addition, starting in 2015, RAMS secured funding 
(from another source) to operate a peer workforce support services program which offers 24/7 
telephone and online support as well as group and individual support (e.g. monthly drop-in groups, 
WRAP groups); the services are targeted towards peers and family members with an emphasis on 
issues relating to work. 

To gather information and feedback on janitorial services, RAMS continuously engages CBHS site 
managers in various methods such as in-person meetings and telephone calls, at least quarterly. The 
Hire-Ability Janitorial Services fosters a work environment that promotes healthy behaviors, a sense 
of hope and belonging, responsibility and strengthens roles of consumers through employment and 
professional development activities. 

Internship: 
The Janitorial Services internship program design includes providing culturally competent, consumer­
driven, strengths-based workforce development activities and vocational services including but not 
liniited to: vocational assessments, job skills training, on-site work experience, vocational counseling, 
and job coaching. The program improves, maintains, or restores personal independence and 
functioning, consistent with requirements for learning and development, which provides services to a 
distinct group of beneficiaries. . 

The internship duration is six to nine months with each intern receiving 10-20 hours per week of paid, 
on-the-job training with work hours varying, depending on the individual's availability & support 
needs. futernship components include general office cleaning; floor & carpet care; and restroom 
cleaning. Each intern is assigned a Vocational Rehabilitation Case Manager, and a Peer Jcib Coach as 
needed; and works with the Janitorial Manager and/or Site Supervisor for orientation to the tasks. The 
Vocational Rehabilitation Case Manager conducts vocational assessments, facilitates vocational 
orientation & exploration, performs vocational counseling (case management & linkages), supports 
and identifies strengths & areas of employment interest, and provides.job counseling & guidance. The 
Peer Job Coach and Janitorial Manager and/or Site Supervisor provides job training and coaching, 
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coordinate training and support needs with the Vocational Case Manager and BHS site manager, and 
provide feedback and vocational support to the intern. 

At the start of services and at regular intervals,· a vocational assessment is completed with each intern. 
The vocational assessment is a comprehensive process that ,systematically utilizes an interview to 
assist the intern in the identification of goals leading towards vocational development. These areas, 
as they relate to employment, include: work needs (e.g. reasonable accommodations), identifying 
community supports (therapists/case managers, support groups, family & friends), cultural and/or 
language issues, work-related issues ( conc¢ntration, stress, retention of instruction, safety habits, 
work behavior), psychiatric functioning (behavioral health condition), appearance & gr9oming, and 
external factors (financial concerns, living arrangement, medical care). A written report is developed 
summarizing the assessment, findings & recommendations, which informs the vocational plan and 
structure for job skills training. 

During the vocational services planning, the Vocational Rehabilitation Case Manager and intern 
discuss how strengths can be utilized to make changes on their current conditions, to promote & 
sustain healthy mental health, and obtain and retain employment. The Vocational Rehabilitation Case 
Manager also gathers relevant information from the intern and other service providers and/or family 
members, as it relates to employment. An integrated vocational plan for goals is formally developed 
within the first month of participation and on a quarterly basis thereafter, with ongoing monitoring of 
progress at each meeting/vocational activity, and formally reviewed at the third month. The 
assessment/evaluation and plan development includes the intern's input through self-evaluation 
sections as well as the Vocational Rehabilitation Case Manager's appraisal and feedback from the 
Peer Job Coach and BHS site manager. RAMS engages BHS site managers in various methods 
including in-person meetings and telephone calls, at least quarterly. The comprehensive vocational 
plan also considers the intern's environment and entire support structure as well as specific 
employment goals, and takes into account collateral information (e.g. behavioral health treatment plan 
incorporates vocational goals). Staff are also trained to identify signs of psychiatric relapse and, 
through collaboration with the intern's therapist, implements the appropriate interventions. Together, 
the Vocational Rehabilitation Case Manager and intern set goals and identify strategies that are 
attainable & measureable. RAMS also facilitates linkages for support services (e.g. transportation, 
child care). 

Vocational training and skills building is provided through various capacities. The Janitorial 
Manager and/or Site Supervisor serves as the primary trainer. The Peer Job Coach provides additional 
assistance as needed and in coordination with the Vocational Rehabilitation Case Manager maintains 
written evaluations and progress reports on interns' skills and vocational goals. These include, but 
are not limited to, productivity, work quality, attendance, punctuality, dress & grooming, 
communication with others, and work endurance. As the primary trainer, the Peer Job Coach is 
thoroughly familiar with the intern's daily progress anci can provide consistent feedback and support. 
The Vocational Rehabilit;ition Case Manager observes the intern at the internship site weekly and 
obtains feedback from the Peer Job Coach and BHS site manager so as to provide consistent feedback 
and support to the intern. 

RAMS is committed to client involvement and community input in all elements of program 
operations, including planning, implementation, and evaluation. This process ensures quality 
programming, increases effectiveness, and ensures cultural competency. The best informant for the 
culturally relevant curriculum and program development is the target population, themselves. 
Throughout the internship period, the Vocational Rehabilitation Case Manager meets individually 
with the intern to discuss progress and solicit feedback regarding their experience, and at the end of 
the internship period interns are given anonymous written satisfaction surveys regarding the intake & 
admission process, internship structure & activities, support services, and professional development. 
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A focus group is also conducted to solicit similar feedback regarding the structure of the program, 
recruitment process, accessibility, and effectiveness. All feedback is compiled.and reviewed (by 
Hire-Ability management and RAMS executive management), informs the program design 
(development & adjustments, implementation), and is incorporated, as appropriate. · 

RAMS recruits and employs staff with relevant educational & empioyment history and cultural 
competence for the target population we work with through thorough interviews and reference 
checks. The process of on-going education and training to ensl,lre staff are providing the standard of 
services required by RAMS are generally through regular attendance of staff meetings, individual 
supervisor- supervisee meetings, monthly internal/external trainings, annual cultural competency 
trainings, and other activities that are program specific. RAMS maintains a philosophy as well as a 
policy regarding qreating a welcoming environment to all, which in tum is displayed through positive 

··and healthy attitudes among ·staff. Measurement of how effective staff is in providing a high level of 
service is through client satisfaction surveys, client advisory councils, and feedback from other . 
providers. 

RAMS continuously engages with various systems to increase the program trainees' knowledge and 
networking possibilities regarding jobs/internships, further educational opportunities, etc. Such 
systems that Hire-Ability specifically works with includes, but is not limited to: BHS and BHS 
clinics (as these are the primary internship host sites); engaging in the Job Developers Huddle-One 
Stop Western Addition; Potrero /Dogpatch Merchants Associati~n and ~ngoing relationship/ 
collaboration with California State Department of Rehabilitation (for which Hire-Ability maintains a 
separate contract); and involvement in the BHS Co-Operative group (streamlined referral system 
amongst RAMS Hire-Ability, Caminar, Stat~ Department of Rehabilitation, Citywide Forensic 
Collaborative). Furthermore, the Vocational Rehabilitation Case Manager provides support and 
coaching into the workforce and connects participants to additional resources (e.g. Department of 
Rehabilitation, RAMS Hire-Ability Employment Services, educational/training resources, housing). 

D. Discharge Planning and exit criteria and process, i.e., a step-down to less intensive treatment 
programs, the criteria of a successful program completion, aftercare, transition to another · 
provider, etc. 

Employment: 
For consumers who are employees within this program, employment is at-will and on-going based on 
employee performance. If an employee resigns or is terminated for any reason, RAMS will take every 
effort, if applicable, to engage in a process of linkage to Employee Assistance or other helpful 
resources to ensure the employee is able transition appropriately from their position at RAMS. 

Internship: 
Janitorial Services interns successfully complete the program when: (1) 85% attendance rate, and (2) 
Vocational Development Plan goals are achieved. Upon discharge, interns will have more 
competitive skills for today's job market, and referral can be to competitive employment, volunteer 
internships, additional training, education, college enrollment, or salaried employment. In this 
pursuit, the Vocational Rehabilitation Case Manager may assist with linkage assistance to job 
placement programs, employment counseling and guidance, and coordination with other support 
services to ensure effective transition, as part of post internship case management support. As Hire.: 

. Ability offers a full spectrum of vocational services, interns may transition into the Employment 
Services Program, which is funded through a contract/agreement with the California State 
Department of Rehabilitation. This program provides a higher level of individualized job preparation 
using classroom and individual meetings, job development, individualized plans & job placement, 
and follow-along services to consumers. Hire-Ability also maintains a cooperative agreement with 

CMS#:7640 Page5 of9 7/1/17 



Contractor Name: Richmond Area Multi-Services, Inc. Appendix A-1 

Program Name: Hire-Ability Janitorial Services Contract Term: 07/01/17-06/30/18. 

California Department of Rehabilitation (since 1998) to connect employers with trained, individuals; 
thus, supporting job placements for program participants with employment. 

E. Program staffing (which staff will be involved in what aspects of the service development 
and delivery). Indicate if any staff position is not funded by DPH. 

See CBHS Appendix B. 

7. Objectives and Measurements: 

· A. Standardized Objectives 

All applicable objectives, and descriptions of how objectiveswilfoe measured, are contained in the 
BHS document entitled BHS AOA Performance Objectives FY 17-18. 

B. Individualized Objectives 

Employment: 
• By the end of the fiscal year, 80% of survey responses from janitorial sites will express 

satisfaction rating of "3" or above with services, as evidenced by program satisfaction survey 
. which are analyzed by the associate director and reviewed by the program director. Summary of 
results are shared with RAMS executive leadership and available to stakeholders upon request. 

• By the end of the fiscal year, 100% of janitorial employees will be provided with a staff 
satisfaction survey, as evidenced by distribution memos and announcements. 

• By the end of the fiscal year, 80% of janitorial employees will have participated in at least one 
wellness training and or received wellness training materials. (Topics include community 
resources, stress management/coping and problem solving). This will be evidenced by training 
attendance records and sign - off sheets to acknowledge receipt of wellness training materials. 

• By the end of the fiscal year, 100% of applicable janitorial employees will have an annual 
performance evaluation which measures the employee's competence and skills as well as capacity 
to problem solve and take responsibility and accountability for their own performance. This is 
evidenced by the annual performance evaluation, which includes the employee and 
supervisor/program director's ratings. 

Internship: 
• By the end of the fiscal year, 65% of program participants eligible to complete the internship 

cycle within the fiscal year will successfully complete the training or have exited the program 
early due to obtaining employment, transferring to another training/internship program to further 
increase readiness for employment, or enrolling in education to continue professional 
development. Inclusion criteria are only participants having received services for at least three 
months; the statuses of those who exit the program prior to three months are accounted 
separately. This will be evidenced by program case closure records and reasons for discharge; the 
Vocational Rehabilitation Case Manager's termination documents are reviewed and approved by 
the Associate Director. 

• By the end of the fiscal year, 75% of intern graduates will have reported an increased ability to 
manage symptoms in the workplace, as evidenced by focus group feedback and post-program 
survey responses. 
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• By the end of the fiscal year, 75% of intern graduates will have reported an increase in readiness 
for additional meaningful activities related to vocational services (e.g. educational program, 
advanced internship, advanced training program, employment, volunteer work, etc.), as evidenced 
by focus group feedback and post-program survey responses. 

8. Continuous Quality Improvement: 

A. Achievement of contract performance objectives and productivity. 

RAMS continuously monitors progress towards contract performance objectives and has established 
information dissemination and reporting mechanisms to support achievement. All direct service 
providers are informed about objectives and the required documentation related to the activities and 
service outcomes. With regards to management monitoring, the Program Director reports 
progress/status towards each contract objective in the monthly report to executive management 
(including Deputy Chief/Director of Clinical Services and Chief Executive Officer). If the projected 
progress has not been achieved for the given month, the Program Director identifies barriers and 
develops a pfan of action. The data reported in the monthly report is on-goingly collected, with its 
methodology depending on the type of information. The program director and associate director 
work directly with human resolirces to address employee performance needs as well as work 
collaboratively with BHS operations team to coordinate work flow and operational duties related to 
our janitorial services employees. Hire-Ability management team and BHS operations teams meet 
monthly. 

In addition, the Program Director monitors vocational service progress (engagement after intake, 
level of accomplishing vocational goals/objectives), service discharge reasons, and service utilization 
review. RAMS also conducts various random chart reviews to review adherence to objectives as well 
as treatment documentation requirements. 

B. · Quality of documentation; ill.eluding a description of the frequency and scope of internal chart 
audits. 

The program director and other members of the Hire-Ability management team meet regular with 
staff for supervision meetings. Documentation of meetings, trainings, performance evaluations is 
noted and, as appropriate, may be filed directly in the employees personnel file with human resources. 
Feedback through surveys from service sites are also analyzed and evaluated and reported to RAMS 
executive leadership. Information from the outcomes is used for program improvement purposes. 

RAMS utilizes various fuechanisms to review documentation quality. Chart reviews are conducted 
by supervisors; based on their review, determinations/recommendations are provided relating to 
frequen_cy and modality/type of services, and the match to client's progress & vocational/clinical 
needs. Feedback is provided to direct staff members. Furthermore, supervisors monitor the service 
documentation of their supervisees; staff meets weekly with their supervisors to review caseload with 
regard to service strategies, vocational plans & progress, documentation, productivity, etc. Within the 
first 30 days of admission and after every re-assessment period thereafter, the client's chart is 
reviewed by the Vocational Case Manager or Associate Director I Program Director, to monitor 
quality & timeliness. Feedback is provided directly to staff as well as general sunn,naries at staff 
meetings. 

Jn addition to the program's documentation review, the RAMS Quality Council formally conducts an 
annual review of randolnly selected charts to monitor adherence to documentation standards and 
protocols. The review committee includes the Council Chair (RAMS Director of Operations), Deputy 
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Chief/Director of Clinical Services, and another council member (or designee ). Feedback is provided 
directly to staff as well as general summaries at staff meetings. 

C. Cultural competency of staff and services. 

RAMS philosophy of care reflect values that recovery & rehabilitation are more likely to occur where 
the mental health systems, services, and providers have and utilize knowledge and skills that are 
culturally competent and compatible with the backgrounds of consumers and their families and 
communities, at large. The agency upholds the Culturally and Linguistically Appropriate Services 
(CLAS) standards. The following is how RAMS monitors, enhances, and improves service quality: 

• Ongoing professional development and enhancement of cultural competency practices are 
facilitated through a regular training schedule, which includes in-service trainings on various 
aspects of cultural competency/humility and service delivery (including holistic & 
complementary health practices, wellness and recovery principles). Trainings are from field 
experts on various topics. Professional development is further supported by individual 
supervision (mostly weekly); supervisors and their supervisees' caseload with regard to service 
strategies, vocational plans & progress, documentation, etc. Furthermore, RAMS annually holds 
an agency-wide cultural competency training. Training topics are identified through various 
methods, primarily from direct service staff suggestions and pertinent community issues. 

• Ongoing review of vocational services indicators is conducted by the Program Director (and 
reported to executive management) on monthly basis; data collection and analysis of service 
engagement (referral source; engagement after intake; number of admissions; service discharge 
reasons; and service utilization review) 

• Client's preferred language for services is noted at intake; during the case assignment process, the 
Program Director matches client with counselor by taking into consideration language, culture, 
and provider expertise. RAMS also maintains policies on Client Language Access to Services; 
Client Nondiscrimination and Equal Access; and Welcoming and Access. 

• At least annually, aggregated demographic data of clientele and staff/providers is collected and 
analyzed by management in order to continuously monitor and identify any enhancements needed 

• Development of annual objectives based on cultural competency principles; progress on 
objectives is reported by Program Director to executive management in monthly report. If the 
projected progress has not been achieved for the given month, the Program Director identifies 

. barriers and develops a plan of action. 

• Strengthening and empowering the roles of consumers and their families by soliciting feedback 
on service delivery and identifying areas for improvement (see Section D. Satisfaction with 
services); 

• RAMS maintains policies and procedures to recruit, retain, and promote at all levels a diverse 
staff and leadership (including Board of Directors) that reflect the multi-cultural, multi-lingual 
diversity of the community. Other retention strategies include soliciting staff feedback on 
agency/programmatic improvements (service delivery, staffing resources); this is continuously 
solicited by the Program Director and, at least annually, the CEO meets with each program to 
solicit feedback for this purpose. Human Resources also conduct exit interviews with departing 
staff. All information is gathered and management explores implementation, if deemed 
appropriate; this also informs the agency's strategic plan. 
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e RAMS Quality Council meets quarterly and is designed to advise on program quality assurance 
and improvement activities; chaired by the RAMS Director of Operations, the membership 
includes an administrator, director, clinical supervisor, peer counselor, and direct services staff. 
Programs may also present to this council to gain additional feedback on quality assurance 
activities and improvement. 

• To ensure accountability at all levels, the RAMS CEO submits a monthly written report to RAMS 
Board of Directors on agency and programs' activities and matters 

D. Satisfaction with services. 

Employment: . _ 
RAMS disseminates an annual employee satisfaction survey. RAMS further solicits feedback from 
other stakeholders including contracted service sites, business customers, and funders through 
satisfaction surveys as well as face to face meetings. Results of the survey are shared at staff 
meetings, reviewed by the RAMS Quality Council, and reported to executive management. All 
satisfaction survey methods and feedback results are compiled and reported to executive management 
along with assessment of suggestion implementation. 

Internship: 
For the Janitorial Service internship program, RAMS adheres to the BHS satisfaction survey 
protocols which may include dissemination annually or biannually. In addition, Hire-Ability 
administers its program-developed client satisfaction surveys at case closure or upon request of the 
client. Furthermore, client feedback is obtained during post-program evaluations, client focus groups, 
client advisory council meetings, community meetings open to all clients at the vocational services 
program, individual meetings between direct service staff and clients, and through a confidential 
telephone hotline. Results of the sur\rey methods are shared at staff meetings, reviewed by the RAMS 
Quality Council, and reported fo executive management. All satisfaction survey methods and 
feedback results are also compiled and reported to executive management along with assessment of 
suggestion implementation. 

E. Timely completion and use of outcome data, including CANS and/or ANSA data or CalOMS. 

Not Applicable. 

9. Required Language: 

Not Applicable. 
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1. Identifiers: 
Program Name: Hire-Ability Clerical & Mailroom Services 
Program Address: 1234 Indiana Street. 
City, State, ZIP: San Francisco, CA 94107 
Telephone: (415) 282-9675 _) 
Fax: (415) 920-6877 
Website Address: www.ramsinc.org I www.hir~-ab~lity.org 

Contractor Address: RAMS Administration, 639 14th Avenue 
City, State, Z:tP: -San Francisco, CA 94118 
Person Completing this Narrative: Angela Tang, RAMS Director of Operations 
Telephone: (415) 800-0699 · 
Fax: (415) 751-7336 
Email Address: angelatang@ramsinc.org 

Program Code(s): Not Applicable 

2: Nature·of Document: 

D New D Renewal 121 Modification 

3. Goal Statement: 
To provide employment and internship opportunities in the areas of business operations 
support such as clerical, mailroom, reception, messenger and driving positions for those with 
personal experience with the community behavioral health system. 

To increase work skills, improve emotional/physical well-being and quality of life, positive 
community engagement, increase self-sufficiency, and obtain & retain employment. 

4. Target Population: 
San Francisco residents who are adults 18 and over Including transitional age youth~ , who 
are .currently receiving behavioral health services through BHS. Particular o:µtreach will be 
made to underserved populations and those interested in an administrative field. 

5. Modality(s)/Intervention(s): , 
See BHS Appendix B, CRDC pages. 

6. Method9logy: 

A. Outreach, recruitment, promotion, and advertisement as necessary. 

RAMS' responsibility and commitment to mental health care quality and education extends 
beypnd its own walls to reach people of all ages and backgrounds in its community through 
outreach and serving them in their own environments. This philosophy of care has always 
been central to the agency's approach. RAMS is uniquely well-positioned and has the 
expertise to outreach, engage, and retain diverse consumers, underrepresented constituents, 
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and community organizations with regards to vocational services & resources and raising 
awareness about mental health and physical well-being. As an established community 
services provider, RAMS comes into contact with significant numbers of consumers & 
families, annually serving approximately 18,000 adults, children, youth & families at over 90 
sites, citywide. 

Specifically for Hire-Ability Clerical & Mailroom Services, the program promotes open 
positions within the system of care by outreach and recruitment activities through linkages 
with BHS community agencies, Department of Rehabilitation (DOR), Co-Operative partners 
within the BHS Vocational Services system, and to other employment linkages that directly 
outreach to consumers within BHS. Targeted recruitment/or employment also includes 
participants who have completed the Clerical & Mailroom Services internship in 
clerical/administrative support positions. Graduates of this program and applicants that meet 
qualifications for positions (DOR, Co-Op partners) are provided opportunities and assistance 
to apply and interview for open positions. 

B. Admission, enrollment and/or intake criteria and process where applicable. 

Employment: 
The employment portion of Hire-Ability Clerical & Mailroom Services works in conjunction 
with the Clerical & Mailroom Services internship program, and referrals for employment 
opportunities are through RAMS Employment Services Program, Department of 
Rehabilitation and our Co-Operative contract partners. Positions are competitive in nature 
and follows RAMS protocol for internal job announcements, recruitment, and hiring. 

Internship: 
The internship portion of Hire-Ability Clerical & Mailroom Services accommodates referrals 
from BHS and other community agencies within the System of Care. All requests for 
services are directed to the Intake Coordinator; who then provides the individual with the 
necessary information to apply to the program. The program has an application process by 
which interested individuals are to submit their completed application packet within the 
indicated deadline. Application packets include basic demographic information (name, 
contact information), reference contact information, referral form, and resume. Individuals 
who qualify under the initial screening (a coordinated effort of review by staff including the 
Vocational Rehabilitation Services Coordinator, Associate Director of Vocational Services, 
and internship site manager) are invited for a face-to-face interview with the Vocational 
Rehabilitation Services Coordinator and Associate Director of Vocational Services. These 
initial assessments are aimed to determine program eligibility, vocational readiness/interest, 
suitability of program services, strengths & existing resources, level of functioning & needs 
in consultation with behavioral health services provider, primary care connection, substance 
use/abuse, and other services (e.g. residential). A secondary assessment interview is held 
with the internship site to determine appropriate match for the site needs. If an individual is 
not accepted into the program based on suitability for these program services, the Vocational 
Rehabilitation Services Coordinator makes a referral to one of Hire-Ability Programs or to 

' another service provider. 
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C. Service delivery model, including treatment modalities, phases of treatment, hours of 
operation, length of stay, locations of service delivery, frequency and duration of 
service, strategies for service delivery; wrap-around services, residential bed capacity, 
etc. Include any linkages/coordination with other agencies. 

Hire-Ability program hours are Monday to Friday (9:00 am - 5:00 pm); however, on-the-job 
hours may vary, depending on the job site's needs. 

Employment: 
, Clerical & Mailroom Services employment program provides on-site- training and 

supervision to employees within this program. RAMS management also coordinates 
coverage for vacancies or absences. Employees are provided with a robust and 
comprehensive job retention support system with close coordination of supervision and 
support between the RAMS Vocational Rehabilitation Coordinator, Associate Director, and 
with BHS site managers. All employees receive an initial orientation by RAMS human 
resources department upon hire. The employee is then oriented to their individual position 
through on-site supervisiQn and time limited job coaching for employees receiving 
employment services. Regular group and individual supervision meetings are an integral part 
of the Clerical & Mailroom Services program, continuous engagement as well as 
professional development activities are provided in a structured manner. Monthly staff 
meetings as well as quarterly trainings address critical areas needed for successful and 
meaningful employment which can ip.clude topics such as professional communication and 
boundaries, ergonomics at the work place, handling stress on the job and work life balance, 
as well as RAMS sponsored health and wellness retreats. Employees may also access and/or 
be linked to the Employee Assistance Program (EAP) to assist with a variety oflife building 
resources. In addition, starting in 2015, ~S secured funding (from another source) to 
operate a peer workforce support services program which offers 2417 telephone and online 
support as well as group and individual support (e.g. monthly drop-in groups, WRAP 
groups); the services are targeted towards peers and family members with an emphasis on 
issues relating to work. · 

To gather information and feedback on Clerical & Mailroom Servfoes, RAMS continuously 
engages BHS site managers in various methods such as in-person meetings and telephone 
calls, at.least quarterly. The Hire-Ability Clerical &Mailroom Services fosters a work 
environment that promotes healthy behaviors, a sense of hope and belonging, responsibility 
and strengthens roles of consumers through employment and professional development 
activities. 

Internship: 
Clerical & Mailroom Services internship program design includes providing culturally 
competent, consumer-driven, strengths-based workforce development a-ctivities and 
vocational services including but not limited to: vocational assessments,job skills training, 
on-site work experience, vocational counseling, and job coaching. The program improves, 
maintains, or restores personal independence and functioning, consistent with requirements 
for learning and development, which provides services to a distinct group of beneficiaries. 
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The internship duration is six to nine months with each intern receiving 10-20 hours per 
week of paid, on-the-job training with work hours varying, depending on the individual's/ 
availability and support needs. Internship components include general office support; 
customer service; mailroom & distribution; reception functions (answering phones, greeting 
and assisting visitors); filing, copying/faxing; and light data entry (depending on internship 
site). Each intern is assigned a Vocational Rehabilitation Case Manag~r, and a Peer Job 
Coach as needed. The Vocational Rehabilitation Case Manager conducts vocational 
assessments, facilitates vocational orientation & exploration, performs vocational counseling 
(case ma..11agement & linkages), supports and identifies strengths & areas of employment 
interest, and provides job counseling & guidance. The Peer Job Coach provides job trall:ring 
and coaching, coordinates training and support needs with the Vocational Case Manager and 
BHS site manager, and provides feedback and vocational support to the intern. 

At the start of services and at regular intervals, a vocational assessment is completed with 
each intern. The vocational assessment is a comprehensive process that systematically 
utilizes an interview to assist the intern in the identification of goals leading towards 
vocational development. These areas, as they relate to employment, include: work needs 
(e.g. reasonable accommodations), identifying community supports (therapists/case 
managers, support groups, family & friends), cultural and/or language issues, work-related 
issues (concentration, stress, retention of instruction, safety habits, work behavior), 
psychiatric functioning (behavioral health condition), appearance & grooming, and external 
factors (financial concerns, living arrangement, medical care). A written report is developed 
summarizing the assessment, findings & recommendations, which informs the vocational 
plan and structure for job skills training. 

During the vocational services planning, the Vocational Rehabilitation Case Manager and 
intern discuss how strengths can be utilized to make changes on their current conditions, to 
promote & sustain healthy mental health, and obtain and retain employment. The Vocational 
Rehabilitation Case Manager also gathers relevant information from the intern and other 
service providers and/or family members, as it relates to employment. An integrated 
vocational plan for goals is formally developed within the first month of participation and on 
a quarterly basis thereafter, with ongoing monitoring of progress at each meeting/vocational 
activity, and formally reviewed at the third month. The assessment/evaluation and plan 
development includes the intern' s input through self-evaluation sections as well as the 
Vocational Rehabilitation Case Manager's appraisal and feedback from the Peer Job Coach 
and BHS site manager. RAMS engages BHS site managers in various methods including in­
person meetings and telephone calls, at least quarterly. The comprehensive vocational plan 
also considers the intern' s environment and entire support structure as well as specific 
employment goals, and takes into account collateral information (e.g. behavioral health 
treatment plan incorporates vocational goals). Staff are also trained to identify signs of 
psychiatric relapse and, through collaboration with the intern's therapist, implements the 
appropriate interventions. Together, the Vocational Rehabilitation Case Manager and intern 
set goals and identify strategies that are attainable & measureable. RAMS also facilitates 
linkages for support services (e.g. transportation, child care). 
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Vocational training and skills building is provided through various capacities. The Peer Job 
Coach serves as the primary trainer and in coordination with the Vocational Rehabilitation 
Case Manager maintains written evaluations and progress reports on interns' skills and 
vocational goals. These include, but are not limited to, productivity, work quality, 
attendance, punctuality, dress & grooming, communication with others, and work endurance. 
As the primary trainer, the Peer Job Coach is thoroughly familiar with the intern's daily· 
progress and can provide consistent feedback and support. The Vocational Rehabilitation 
Case Manager observes the intern at the internship site weekly and-0btains feedback from the 
Peer Job Coach and BHS site manager so as to provide consistent feedbacl(and support to 
the intern. · · 

RAMS is committed to client involvement and community input in all elements of program 
operations, including planning, implementation, and evaluation. This process ensures quality 
programming, increases effe,ctiveness, and ensures cultural competency. The best informant 
for the culturally relevant curriculum and program development is the target population, 
themselves. Throughout the internship period, the Vocational Rehabilitation Case Manager 
meets individually with the intern to discuss progress and solicit feedback regarding their 
experience, and at the end of the internship period interns are given anonymous written 
satisfaction surveys regarding the intake & admission process, internship structure & 

· activities, support services, and professional development. A focus group is also conducted 
to solicit similar feedback regarding the structure of the program, recruitment process, 
accessibility, and effectiveness. All feedback is compiled and reviewed (by Hire-Ability 
management and RAMS executive management), informs the progriµn design (development 
& adjustments, implementation), and is incorporated, as appropriate. 

RAMS recruits and employs staff with relevant educational & employment history and 
cultural competence for the target populatiQn we work with through thorough interviews and 
reference checks. The process of oil-going education and training to ensure staff are 
providing the standard of services required by RAMS are generally through regular 
attendance of staff meetings; individual supervisor- supervisee meetings, monthly 
internal/external trainings, annual cultural competency trainings, and other activities that are . 
program specific. RAMS maintains a philosophy as well as a policy regarding creating a 
welcoming environment to all, which in tum is displayed through positive and healthy 
attitudes among staff. Measurement of how effective staff is in providing a high level of 
service is through client satisfaction surveys, client advisory councils, and feedbi:tek from 
other providers. 

! . 

RAMS continuously engages with various systems to increase the program trainees' 
knowledge and networking possibilities regarding jobs/internships, further educational 
opportunities, etc. Such systems that Hire-Ability specifically works with includes, but is not 
limited to: BHS and BHS clinics (as these are the primary internship host sites); engaging in 
Job Developers Huddle - One Stop Western Addition; Potrero/Dogpatch Merchants 
Association and ongoing relationship/collaboration with California State Department of 
Rehabilitation (for which Hire-Ability maintains a separate contract); and involvement in the 
BHS Co-Operative group (streamlined referral system amongst RAMS Hire-Ability, 
Caminar, State Department of Rehabilitation, Citywide Forensic Collaborative). 
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Furthermore, the Vocational Rehabilitation Case Manager provides support and coaching 
into the workforce and connects participants to additional resources (e.g. Department of 
Rehabilitation, RAMS Hire-Ability Employment Services, educational/training resources, 
housing). 

D. Discharge Planning and exit criteria and process, i.e., a step-down to less intensive 
treatment programs, the criteria of a successful program completion, aftercare,·· 
transition to another provider, etc. 

" ................ _,, .... . 

As the Clerical & Mailroom Services employment program operates to train, support, and 
retain employment for consumer-filled positions in Clerical & Mailroom Services, there is 
not any exit criteria. If an employee resigns or is terminated for any reason, RAMS will take 
every effort, if applicable, to engage in a process oflinkage to Employee Assistance or other 
helpful resources to ensure the employee is able transition appropriately from their position 
at RAMS. , 

Clerical & Mailroom Services~interns successfully complete the program when: (1) 85% 
attendance rate, and (2) Vocational Development Plan goals are achieved. Upon discharge, 
interns will have more competitive skills for today's job market, and referral can be to 
competitive employment, volunteer internships, additional training, education, college 
enrollment, or salaried employment. In this pursuit, the Vocational Rehabilitation Case 
Manager may assist with linkage assistance to job placement programs, employment 
counseling and guidance, and coordination with other support services to ensure effective 
transition, as part of post internship case management support. As Hire-Ability offers a full 
spectrum of vocational services, interns may transition into the Employment Services 
Program, which is funded through a contract/agreement with the California State Department 
of Rehabilitation. This program provides a higher level of individualized job preparation 
using classroom and individual meetings, job development, individualized plans & job 
placement, and follow-along services to consumers. Hire-Ability also maintains a 
cooperative agreement with California Department of Rehabilitation (since 1998) to connect 
employers with trained individuals; thus, supporting job placements for program participants 
with employment. Interns may also enter other vocational trainings available through the 
system of care. 

E. Program staffing (whk;h staff will be involved in what aspects of the service 
development and delivery). Indicate if any staff position is not funded by DPH. 

See CBHS Appendix B. 

7. Objectives and Measurements: 

A. Standardized Objectives 

All objectives, and descriptions of how objectives will be measured, are contained in the 
BHS document entitled BHS AOA Performance Objectives FY 17-18. 
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B. Individualized Objectives 

Employment: 
• By the end of the fiscal year, 80% of survey responses from Clerical & Mailroom 

Services sites will express satisfaction rating of"3" or above with services, as evidenced 
by program satisfaction survey which are analyzed by the Associate Director and 
reviewed by the Program Director. Summary of results are shared with RAMS executive 
leadership and available to stakeholders upon request. 

· •· · By the· end of the fiscal year, 100% of Clerical & Mailroom Services employees will be 
provided with a staff satisfaction survey, as evidenced by distribution memos and 
announcements. 

• By the end of the fiscal year, 80% of Clerical & Mailroom Services employees will have 
partiCipated in at least one wellness training and or received wellness training materials. 
(Topics such as community resources, stress management/coping, problem solving) .. 
This will be evidenced by training attendance records and sign-off sheets to acknowledge 
receipt of wellness training materials received. 

• By tlie end of the fiscal year, 100% of applicable Clerical & Mailroom Services 
employees will have an annual performance evaluation which measures the employee's 
competence and skills as well as capacity to problem solve and take responsibility and 
accountability for their own performance. This is evidenced by the annual performance 
evaluation, which includes the employee and supervisor/program director's ratings. 

Internship: 
• By the end of the fiscal year, ~5% of program participants eligible to complete the 

internship cycle within the fiscal year will successfully complete the training or have 
exited the program early d:ue to obtaining employment, transferring to another 
training/internship program to further increase readiness for employment, or enrolling in 
education to continue professional development. Inclusion criteria are only participants 
having received services for at least three months; the statuses of those who exit the 
program prior to three months are accounted separately. This will be evidenced by 
program case closure records and reasons for discharge; the Vocational Rehabilitation 
Case Manager's termination documents are reviewed and approved by the Associate 
Director. 

• By the end of the fiscal year, 75% of intern graduates will have reported an increased 
ability to manage symptoms in the workplace; as evidenced by focus group feedback and 
post-program survey responses. 

· • By the end of the fiscal year, 7 5% of intern graduates will have reported an increase in 
readiness for additional meaningful activities related to vocational services (e.g. 
educational program, advanced internship, advanced training program, employment, 
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volunteer work, etc,), as evidenced by focus group feedback and post-program survey 
responses. 

8. Continuous Quality Improvement: 

A. Achievement of contract performance objectives and productivity. 

RAMS continuously monitors progress towards c.ontract performance objectives and has 
established information dissemination and reporting mechanisms to support achievement. 
All direct service providers are informed about objectives and the required documentation 
related to the activities and service outcomes. With regards to management monitoring, the 
Program Director reports progress/status towards each contract objective in the monthly 
report to executive management (including Deputy Chief/Director of Clinical Services and 
Chief Executive Officer). If the projected progress has not been achieved for the given 
month, the Program Director identifies barriers and develops a plan of action. The data 
reported in the monthly report is on-goingly collected, with its methodology depending on 
the type of information. The Program Director and Associate Director work directly with 
human resources to address employee performance needs as well as work collaboratively 
with BHS operations team to coordinate work flow and operational duties related to our 
Clerical & Mailroom Services employees. Hire-Ability management team and BHS 
operations teams meet monthly. 

In addition, the Program Director monitors vocational service progress (engagement after 
intake, level of accomplishing vocational goals/objectives), service discharge reasons, and 
service utilization review. RAMS also conducts various random chart reviews to review 
adherence to objectives as well as treatment documentation requirements. 

B. Quality of documentation, including a description of the frequency and scope of 
internal chart audits. 

The Program Director and other members of the Hire-Ability management team meet regular 
with staff for supervision meetings. Documentation of meetings, trainings,. performance 
evaluations is noted and, as appropriate, maybe filed directly in the employees personnel file 
with human resources. Feedback through surveys from service sites are also analyzed and 
evaluated and reported to RAMS executive leadership. Information from the outcomes is 
used for program improvement purposes. 

RAMS utilizes various mechanisms to review documentation quality. Chart reviews are 
conducted by supervisors; based on their review, determinations/recommendations are 
provided relating to frequency and modality/type of serviees, and the match to client's 
progress & vocational/clinical ,:ieeds. Feedback is provided to direct staff members. 
Furthermore, supervisors monitor the service documentation of their supervisees; staff meets 
weekly with their supervisors to review caseload with regard to service strategies, vocational 
plans & progress, documentation, productivity, etc. Within the first 30 days of admission 
and after every re-assessment period thereafter, the client's chart is reviewed by the 
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Vocational Case Manager or Associate Director/Program Director, to monitor quality & 
timeliness. Feedback is provided directly to staff as well as general summaries at staff 
meetings. 

In addition to the program's documentation review, the RAMS Quality Council formally 
conducts an annual review of randomly selected charts to monitor adherence to 
documentation standards,and protocols. The review committee includes the Council Chair 
(RAMS Director of Operations), Deputy Chief/Director of Clinical Services, and another 
council member (or designee ). Feedback is provided directly to staff as well as general 
summaries at staff meetings. · · · 

C. Cultural competency of staff and services. 

RAMS philosophy of care reflect values that recovery & rehabilitation are more likely to 
occur where the mental health systems, services, and providers have and utilize knowledge 
and skills that are culturally competent and compatible with the backgrounds of consumers 
and their families and communities, at large. The agency upholds the Culturally and 
Linguistically Appropriate Services (CLAS) standards. The following Is how RAMS 
monitors, enhances, and improves service quality: 

• Ongoing professional development and enhancement of cultural competency practices 
are facilitated through a regular training schedule, which includes in-service trainings on 
various aspects of cultural competency/humility and service delivery (including holistic 
& complementary health practices, wellness and recovery principles). Trainings are from 
field experts on various topics. Professional development is further supported by 
individual supervision (mostly weekly); supervisors and their supervisees' caseload with 
regard to service strategies, vocational plans & progress, documentation, etc. 
Furthermore, RAMS annually holds an agency-wide cultural competency training. 
Training topics are identified through various methods, primarily from direct service staff 
suggestions and pertinent commUnity issues. 

• Ongoing review of vocational services indicators is conducted by the Pro gr~ Director 
-(and reported to executive management) on monthly basis; data collection and analysis of 
service engagement (referral source; engagement after intake; number of admissions; 
service discharge reasons; and service utilization review) 

• Client's preferred language for services is noted at intake; during the case assignment 
process, the Program Director matches client with counselor by taking into consideration 
language, culture, and provider expertise. RAMS also maintains policies on Client 
Language AGcess to Services; Client Nondiscrimination and Equal Access; and 
Welcoming and Access. 

• .A:t least annually, aggregated demographic data of clientele and staff/providers is 
collected and analyzed by management in order to continuously monitor and identify any 
enhancements needed 

• Development of annual objectives based on cultural competency principles; as 
applicable, progress towards objectives is reported by Program Director to executive 
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management in monthly report. If the projected progress has not been achieved for the 
given month, the Program Director identifies barriers and develops a plan of action. 
Strengthening and empowering the roles of consumers and their families by soliciting 
feedback on service delivery and identifying areas for improvement (see Section D. 
Satisfaction with services); 

• RAMS maintains policies and procedures to recruit, retain, and promote at all levels a 
diverse staff and leadership (including Board of Directors) that reflect the multi-cultural, 
multi-lingual diversity of the community. Other retention strategies include soliciting 
staff feedback on agency /programmatic improvements (service delivery;· staffing 
resources); this is continuously solicited by the Program Director and, at least annually, 
the CEO meets with each program to solicit feedback for this purpose. Human Resources 
also conduct exit interviews with departing staff. All information is gathered and 
management explores implementation, if deemed appropriate; this also informs the 
agency's strategic plan. 

• RAMS Quality Council meets quarterly and is designed to advise on program quality 
assurance and improvement activities; chaired by the RAMS Director of Operations, the 
membership includes an administrator, director, clinical supervisor, peer counselor, and 
direct services staff. Programs may also present to this council to gain additional 
feedback on quality assurance activities and improvement. 

• To ensure accountability at all levels, the RAMS CEO submits a monthly written report 
to RAMS Board o.fDirectors on agency and programs' activities and matters. 

D. Satisfaction with services. 

Employment: 
RAMS disseminates an annual employee satisfaction survey. RAMS further solicits 
feedback from other stakeholders including contracted service sites, business customers, and 
funders through satisfaction surveys as well as face to face meetings. Results of the survey 
are shared at staff meetings, reviewed by the RAMS Quality Council, and reported to 
executive management. All satisfaction survey methods and feedback results are compiled 
and reported to executive management along with assessment of suggestion implementation. 

Internship: 
For the Staffing Servi_ye internship program, RAMS adheres to the BHS satisfaction survey 
protocols which may include dissemination annually or biannually. In addition, Hire-Ability 
administers its program-developed client satisfaction surveys at case closure or upon request 
of the client. Furthermore, client feedback is obtained during post-program evaluations, 
client focus groups, client advisory council meetings, community meetings open to all clients 
at the vocational services program, individual meetings between direct service staff and 
clients, and through a confidential telephone hotline. Results of the survey methods are 
shared at staff meetings, reviewed by the RAMS Quality Council, and reported to executive 
management. All satisfaction survey methods and feedback results are also compiled and 
reported to executive management along with assessment of suggesti?n implementation. 
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Program Name: Hire-Ability Clerical & Mailroom Services Contract Term: 07/01/17 -06/30/18 

E. Timely completion and use of outcome data, including CANS and/or ANSA data. 

Not Applicable. 

9. Required Language: 

Not Applicable. 

\ 
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Contract Term: 7/01/17 through 06/30/18 

1. Identifiers: 
Program Name: Peer-to-Peer Vocational Linkage 
Program Address: 639 14th Avenue (administrative address) 
City, State, Zip: San Francisco, CA 94121 
Telephone: (415) 689-5662 Fax: (415}668-6388 
Website Address: www.ramsinc.org 

Contractor Address: RAMS Administration, 639 14th Avenue 
City, State, Zip: San Francisco, CA 94118 
Person Completing this Narrative: Angela Tang, RAMS Director ~fOperations 
Telephone:· ( 415) 800-0699 
Email Address: angelatang@ramsi,nc.org 

Program Code: Not Applicable 

2. Nature of Document (check one) 

D New 0Renewal 1:8:1 Modification 

3. Goal Statement 

To support clients at SFDPH BHS sites and assist clinicians by connecting their clients with 
community services by utilizing peer providers who have identified themselves as consumers (or 
foimer consumers) of behavioral health services. 

4. Target Population 

The target population for this program is the adult/older adult clients served by selected SFDPH 
Behavioral Health Services clinics. 

5. Modality(ies )/Interventions 

See BHS Appendix B, CRDC pages. 

RAMS' Peer-to-Peer Vocational Linkage program, which is integrated into the RAMS Division 
of Peer-Based Services, enhances treatment services by providing supportive case management 
and resource linkage to clients at contracted SF DPH behavioral health clinics. Services, 
delivered by SerVice Coordinators, aim to improve the level of engagement with clients, foster 
feelings of hope, and to promote the possibility of wellness and recovery. 

During the fiscal year, RAMS will conduct th~ following activities: 
• RAMS' Peer-to-Peer Vocational Linkage Program will provide at least 1,000 hours of 

non-clinical case management, service coordination, referral services and successful 
linkages to health and social services agencies 
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• At least 200 unduplicated individuals will receive services through the Peer-to-Peer 
Vocational Linkage Program 

6. Methodology 

A. Outreach, recruitment, promotion, and advertisement as necessary. · 

RAMS' responsibility and commitment to mental health care quality and education extends 
beyond its own walls to reach people of all ages and backgrounds in its community through 
outreach and serving them in their own environments. This philosophy of care has always been 
central to the agency's approach. RAMS is uniquely well-positioned and has the expertise to 
outreach, engage, and retain diverse consumers, underrepresented constituents, and community 
organizations with regards to vocational services & resources and raising awareness about 
mental health and physical well-being. As an established community services provider, RAMS 
comes into contact with significant numbers of consumers & families, annually serving 
approximately 18,000 adults, children, youth & families at over 90 sites, citywide. 

Specifically for Peer-to-Peer Vocational Linkage, the program promotes open positions 
("Service Coordinators") within the system of care by outreach and recruitment activities 
through linkages to workforce development programs (e.g. RAMS Peer Specialist Mental Health 
Certificate; City College of SF Mental Health Certificate). 

Each Service Coordinator is assigned to a speeific SFDPH BHS clinic; they work closely with 
BHS staff and attend staff meetings at their clinics to maintain visibility of the program. 

B. Admission, enrollment and/or intake criteria and process where applicable 

This program provides for Service Coordinators who work at designated BHS clinics/program 
providing support to clinicians and their clients on identifying community resources, and 
providing assistance on successfully accessing, utilizing and maximizing these resources. 
Clients are referred by direct service providers at various BHS clinics, who indicate the service 
or assistance needed. The Service Coordinator then meets with the referred client to introduce 
Peer-to-Peer Vocational Linkage, discuss the details of the providers' referral, assess any 
additional service needs, and provide assistance to address needs; treatment plan of care may be 
adjusted, as appropriate. 

C. Service delivery model, including treatment modalities, phases of treatment, hours of 
operation, length of stay, locations of service delivery, frequency and duration of service, 
strategies for service delivery, wrap-around services, residential bed capacity, etc. 
Include any linkages/coordination with other agencies. 

The Service Coordinator works with the client to support them in the access and utilization of 
available resources, including advocating for clients' needs in the provision of services and 
resources. Assistance and services may include but are not limited to: 

• Transportation and Mobility • Language Interpretation 
• Affordable Housing • Government Services and 
• Assistive Technology Programs 
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• Immigration Services 
• Food Assistance 

• Women's Services 
• Medical Assistance 
• Mental Health Services 

Appendix A-3 

Contract Term: 07/01/17 through 06/30/18 

• Training and Education Programs 
• Independent Living Skills 
• Vocational Service 
• Substance Use services 

The Service Coordinators focus onprovidingtheclients with assistance in: acknowledging the 
available services; understanding the implications of the services; making an informed decision 
on selecting services;-successfully navigating eligibility and accessing systems; maximizing 
utilization of resources; following up on service progress, remaining on track with recovery 
goals, and achieving individual and vocational goals. 

Service· Coordinators may work with the same client several times regarding different needs and 
- issues; the frequency of service may also vary depending on the service needed and the resources 

available. 

D. Discharge Planning and ex,it criteria and process, i.e., a step-down to less intensive 
treatment programs, the criteria ofa successful program completion, aftercare, 
transition to another provider, etc. 

Clients may be discharged from this 'program when their initial referral and/or other identified 
needs for service coordination have been met or if clients make the decision that their needs have 
changed and services are no longer desired or necessary. 

E. Progratn. staffing (which st~ffwill be involved in what aspects of the service 
development and delivery). Indicate if any staff position is not funded by DPH. 

See BHS Appendix B. 

7. Objectives and Meas~rements 

A. Standardized Objeetives 

All applicable obj~ctives, and descriptions of how objectives will be measured, are contained in 
the BHS Performance Objectives FYl 7-18. 

B. Individualized Program Objectives 

• During the fiscal year, the Division's Director/Manager will conduct at least quarterly site 
visitS to meet with Service Coordinator and Site Supervisors to receive updates regarding 
Peer-to-Peer Vocational Linkage staff, assess whether Service Coordinators are meeting the 
needs of the clinic (satisfaction), and address any concerns with the program. Should there be 
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significant findings as a result of these meetings, a plan of action will be developed and 
implemented to address any program concerns. 

• During the fiscal year, 75% of site/clinic/program satisfaction survey responses will express 
satisfaction with services. This will be evidenced by program satisfaction surveys. 

• During the fiscal year, 75% of the clients receiving Peer-to-Peer Vocational Linkage will 
express overall satisfaction with services. This will be evidenced by client satisfaction 

. sur:veys.'. The Division management will compile, review, and analyze results from the 
satisfaction survey. · · 

• During the fiscal year, 80% of client satisfaction survey responses will indicate an increased 
knowledge about the community, health and cultural resources available to them. This will 
be evidenced by client satisfaction surveys. 

• During the fiscal year, 75% of clients receiving Peer-to-Peer Vocational Linkage will report 
increased ability to manage symptoms and/or achieve desired quality-of-life goals as set by 
program participants. This will be evidenced by documentation/reports that summarize the 
service plan outcomes. 

8. Continuous Quality Improvement 

a. Achievement of contract performance objectives and. productivity 

RAMS continuously monitors progress towards contract performance objectives and has 
established information dissemination and reporting mechanisms to support achievement. All 
direct service providers are informed about objectives and the required documentation related to 
the activities and service outcomes. The Division's Director/Manager monitors service progress 
by collecting information during regular group supervision meetings, data submission by Service 
Coordinators, chart reviews, and agency site visits. Furthermore, each Service Coordinator 
receives regular individual supervision from an on-site supervisor at their assigned clinic. On­
site supervisors meet with staff weekly or on an as-needed basis to review caseload with regard 
to service strategies, service plans & progress, productivity, etc. On a regular basis, the 
Division's Director/Manager conducts a joint supervision with on-site supervisor to discuss each 
Service Coordinator's overall performance and their progress in meeting contract objections. 
Should there be concerns regarding Service Coordinator(s)' ability to fulfill contract requirement 
based on information gathered from the various sources. mentioned above, the Division's · 
Director/Manager will work directly with Service Coordinator(s) and on-site supervisor to 
develop a plan of action to address concerns. 

With regards to management monitoring, the Division Director meets with executive 
management (including Deputy Chief/Diredor of Clinical Services and Chief Executive Officer) 
each month to report progress/status towards each contract objective. 

b. Quality of documentation, including frequency and scope of internal chart audits. 
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RAMS utilizes various mechanisms to review documentation quality. Chart reviews are 
conducted by Division Director/Manager on a quarterly basis; based on these reviews, 
determinations/ recommendations are provided relating to frequency and modality/type of 
services, and the match to client's progress & clinical needs. Feedback is provided to direct staff 
members. 

In addition to the program's documentation review, the RAMS Quality Councilfonnally 
conducts an annual review of randomly selected charts to monitor adherence to documentation 
stl}.lldards and protocols. The review committee includes the Council Chair (RAMS Director of 
Operations), Deputy Chief/Director of Clinical Services, and another council member (or 
designee). Feedback is provided directly to staff as well as general summaries at staff meetings. 

c. Cultural competency of staff and services 

RAMS philosophy of care reflect values that n:~covery & rehabilitation are more likely to occur 
where the menfal health systems, services, and providers have and utilize knowledge and skills 
that are culturally competent and compatible with the backgrounds of consumers and their 
families and communities, at large. The agency upholds the Culturally and Linguistically 
Appropriate Services (CLAS) standards. The following is how RAMS monitors, enhances, and 
improves service quality: 

• Ongoing professional development and enhancement of cultural competency practices 
are facilitated through a regular training schedule, which includes in-service trainings on 
various aspects of cultural competency/humility and service delivery (including holistic 
& complementary health practices, wellness and recovery principles). Trainings are :froin 
field experts on various topics. Professional development is further supported by regular 
group supervision. Furthermore, RAMS annually holds agency-wide cultural 
competenc.y training. Training topics are identified through various methods, primarily 
from direct service staff suggestions and pertinent community issues. 

• Ongoing review of services indicators is conducted by the Division Director (and 
reported to executive management) on monthly basis 

• Client's culture, preferred language for services, arid provider's expertise are strongly 
considered during the case assignment process. RAMS also maintains policies on Client 
Language Access to Services; Client Nondiscrimination and Equal Access; and 
Welcoming and Access. 

• Development of annual objectives based on cultural competency principles; as 
applicable, progress on objectives is reported by Division Director to executive 
management in monthly report. If the projeGted progress has not been achieved for the 
given month, the Division Director identifies barriers and develops a plan of action. 

• Strengthening and empowering the roles of consumers and their families by solieiting 
feedback on service delivery and identifying areas for improvement (see Section D. 
Client Satisfaction); 

• RAMS maintains policies and procedures to recruit, retain, and promote at all levels a 
diverse staff and leadership (including Board of Directors) that reflect the multi-cultural, 
multi-lingual diversity of the cqmmunity. Other retention strategies include soliciting 
staff feedback on agency/programmatic improvements (service delivery, staffing 
resources); this is continuously solicited by the Division Director and, at least annually, 

CMS#: 7640 Page5 of6 7/1/17 



Contractor: Richmond Area Multi-Services, Inc. 

Program Name: Peer-to-Peer Vocational Linkage 

Appendix A-3 

Contract Term: 07/01/17 through 06/30/18 

the CEO meets with each program to solicit feedback for this purpose. Human Resources 
also conduct exit interviews with departing staff. All information is gathered and 
management explores implementation, if deemed appropriate; this also informs the 
agency's strategic plan. 

• RAMS Quality Council meets quarterly and is designed to advise on program quality 
assurance and improvement activities; chaired by the RAMS Director of Operations, the 
membership includes an administrator, director, clinical supervisor, peer counselor, and 
direct services staff. Programs may also present to this council to gain additional 
feedback on quality assurance activities and improvement. 

• To ensure accountability at all levels, the RAMS CEO submits a monthly written report 
to RAMS Board of Directors on agency and programs' activities and matters 

d. Satisfaction with services 

The Peer-to-Peer Vocational Linkage Program conducts an annual client satisfaction survey at 
each clinic-site to solicit program feedback_. The Division management compiles, analyzes, and 
presents the results of surveys to staff, each program site-s:upervisor, RAMS Executive 
Management, and the RAMS Quality Council. The Division Director also collaborates with 
RAMS Executive Management, Quality Council, and clinics to develop and implement plans to 
address issues related to client satisfaction as appropriate. 

-
e. Timely completion and use of outcome data, including CANS and/or ANSA data 

ANSA data is not applicable for this specific contract; however, as described in previous CQI 
sections, RAMS continuously utilizes available data to inform service delivery to support 
positive outcomes. As staff are providing services to BHS clients, they work in collaboration 
with the primary counselors to support positive outcomes and achievable of treatment goals. 

9. Required Language 

Not applicable. 
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1. ·Identifiers: 
Program Name: Hire-Ability Information Technology (i-Ability) 
Program Address: 1234 Indiana Street 
City, State, Zip Code: SanFra~cisco, CA 94107 
Telephone/Fax: (415) 282-9675 I (415) 920-6877 
Website Address: www.ramsinc.org I www.hire-ability.org 

Contractor Address: RAMS Administration, ·639 14th Avenue 
City, State, ZIP: San Francisco, CA 94118 

-Person Completing this Narrative: Angela Tang, RAMS Director of Operatiomi- · -
Telephone: (415) 800-0699 
Email Address: angelatang@ramsinc.org 

Program Code(s) (if applicable): Not Applicable 

2. Nature of Document (check one) 

D New 0Renewal !ZI Modification 

3. Goal Statement 

To (1) provide high quality designated IT support services to CBHS (Avatar Helpdesk; Desktop; 
Advanced Avatar Helpdesk; Advanced Desktop) and (2) engage consumers for improved 
emotional/physi9al well-being and quality of life, positive engagement in the community, increase self­
sufficiency, and obtain & retain competitive employment. 

4. Target Population 

San Francisco residents who are adults and older adults 18 and over including transitional age , receiving 
behavioral health services through BHS. Particular outreach is to consumers who have interest in 
computer technical support services but minimal work skills and/ or work exposure, and may benefit from 
a structured,..vocational trainiµg program. There is a special focus on APIA communities (Chinese and · 
Tagalog), both immigrants and US-born, a group that is traditionally underserved. , 

5. Modality(ies )/Interventions 
This fiscal year represents the continued operations of i-Ability components: 

(a) Avatar Helpdesk (entry): Continued operation · 
(b) Desktop (entry): Continued operation 
( c) Advanced Avatar Helpdesk: Continued operation 
( d) Advanced Desktop: Continued operation 
( e) Consumer Portal Help Desk: Initial roll out 

Workforce Development (MHSA Modality) 
• For the Avatar Helpdesk (entry), this contract term includes two cohorts with each cohort enrolling at 

least eight trainees after the two week visitation period (total 16 trainees) 
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• For the Desktop Training (entry), this contract term includes two cohorts with each cohort enrolling at 
.least seven trainees after the two week visitation period (total 14 trainees) 

• For the Advanced Avatar Helpdesk Training, this contract term includes two cohorts with each 
enrolling at least five trainees after the two week visitation period (total 10 trainees) 

• For the Advanced Desktop, this contract term includes one cohort with two trainees 
• For Avatar Helpdesk, Desktop, and Advanced Avatar Helpdesk components, a full cohort's training 

duration is nine months; for Advanced Desktop component, a full cohort's training duration is one 
year. 

• Trainees/interns engage in workforce development activities (classroom and on-the-job training) 
intended to develop a diverse and competent workforce; outreach to under-represented communities; 
provide career exploration opportunities or to develop work readiness skills; or increase the number 
of consumers and family mem9ers in the healthcare information technology workforce. 

• Each Avatar Helpdesk, Desktop & Advanced Avatar Helpdesk trainee/intern receives at least 7-16 
hours/week of paid, on-the-job workforce development training; work hours vary, according to the 
individual's availability & support needs. 

• There are additional activity hours for program planning, providing individualized and/or group 
trainee support (Vocational Rehabilitation Counselor and/or IT Trainer), preparing & 
reviewing/adjusting training materials (per Avatar system updates), etc. 

During this fiscal year, there will be the initial implementation of the Consumer Portal Help Desk. The 
Consumer Portal is provides clients of SFDPH-BHS access to selected portions of their clinical record. 
This help desk will specifically support end users of the Consumer Portal. 

6. Methodology 

a. Outreach, recruitment, promotion, and advertisement as necessary. 

RAMS' responsibility and commitment to mental health care quality and education extends beyond our 
own walls to reach people of all ages and backgrounds in our community through outreach and serving 
them in their own environments. This philosophy of care has always been central to the agency's 
approach. RAMS is uniquely well-positioned and has the expertise to outreach, engage, ahd retain 
diverse consumers, underrepresented constituents, and community organizations with regards to Hire­
Ability services & resources and raising awareness about mental health and physical well-being. As an 
established community services provider, RAMS comes into contact with significant numbers of . 
consumers & families with each year serving approximately 18,000 adults, children, youth & families at 
over 90 sites, citywide. Hire-Ability's primary referral sources are SFDPH outpatient behavioral health 
services; as such, the program's staff regularly performs outreach activities and coordinates within RAMS 
programs and other agencies' management. 

Hire-Ability also operates Employee Development which primarily includes Production & Fulfillment 
Services, a workshop setting and on-the-job training in the fulfillment services industry with paid work 
experience. Hire-Ability is also a partnering program with the State Department of Rehabilitation to 
provide Employment Services (employment preparation, placement and retention services) to individuals 
with mental illnesses. Outreach and promotion is routinely conducted to these groups. The program also 
performs monthly outreach activities independently as well as in coordination with the BHS Vocational 
Coordinator, to various SFDPH BHS providers (e.g. outpatient clinics & residential facilities within the 
system-of-care). Outreach is also conducted at system of care provider meetings, Avatar bulletins, BHS 
Vocational Summit, etc. · 
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b. Admission, enrollment and/or intake criteria and process where applicable. 

The program has an application process by which interested individuals are to submit their completed 
application packet within the indicated deadline. Application packets are distributed to the community, 
along with inforniational flyers about the program curriculum and content. Application packets include 
basic demographic information (name, address, and contact information), reference contact information, 
and a personal statement. Program orientations/Open Houses are also held,' prior to application deadlines 
and serve as an opportunity for interested individuals and/or community organizations to obtain assistance 
with application completion and/or mquire more about the program. All completed applications are 
reviewed by an admission review committee, :with all applicants receiving notification about the 
decision/outcome. Interviews may also be scheduled, as part of the admission review process. Once the 
cohort begins, there is a more detailed orientation to the program such as completion/graduation 
guidelines, discussion of expectations (by trainees and program), etc. 

C. Service delivery model, including treatment modalities, phases of treatment, hours of 
operation, length of stay, locations of service delivery, frequency and duration of service, 
strategies for service delivery, wrap-around services, residential bed capacity, etc. Include 
any linkages/coordination with other agencies. 

The i-Ability, Vocational IT program has the following components: 
1) Avatar Helpdesk, a single point of contact for end users of the -BHS electronic health record 

system ("Avatar") to receive support. The initial unpaid classroom training varies from 2-4 
weeks in which after, trainees engage in paid, on-the-job training where they gain skills regarding 
troubleshooting basic user, issues, engaging & interacting with end users (customer service), 
logging & triaging more complicated jssues, healthcare. confidentiality policies & practices, etc. 
Each cohort cycle is nine months; cohorts overlap to maintain continuity of helpdesk support. 

2) Desktop, a single point of contact for end users ofBHS computers/hardware to receive support 
and maintenance within BHS computing environment. The initial unpaid classroom training 
varies from 2-4 weeks in which after, trainees engage in paid, on-the-job training where trainees 
gain skills regarding hardware repair and support (break-fix), technical troubleshooting, 
healthcare confidentiality policies & practices, etc. Each cohort cycle is nine months with no 
~~. . 

3) Advanced Avatar Helpdesk, a single point of contact for end users of the BHS electronic health 
record system ("Avatar") to receive support. Additionally, interns will provide additionalsupport 
to the Avatar Super User Community. The initial unpaid classroom training varies from 2-4 
weeks in which after, trainees engage in paid, on-the-job training where interns increase their 
skills regarding troubleshooting basic and super user issues,--engaging & interacting with end 
users (customer service), logging & triaging more complicated issues, healthcare confidentiality 
policies & practices, etc. The interns.will assist with mentoring the Helpdesk trainees by 
shadowing frontline activities and providing structured peer support as facilitated by the trainer of 
the program. Each cohort cycle is nine months; cohorts overlap to maintain continuity of 
helpdesk support. 

4) Advanced Desktop, a single point of contact for end users ofBHS computers/hardware to receive 
support and maintenance within BHS computing environment. Trainees engage in paid, on-the­
job training to gain advanced skills regarding hardware repair and support (break-fix), technical 
troubleshooting, healthcare confidentiality policies & practices, etc. Each cohort cycle is one 
year with no overlap. 
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Program operation hours are Monday to Friday (8:00 am- 5:00 pm). Classroom and on-the-job training 
is primarily provided on-site at BHS (1380 Howard Street, SF, CA 94103) and/or RAMS Hire-Ability 
V?cational Services (94107). 

The program design includes providing culturally competent, consumer-driven, strengths-based 
vocational services including but not limited to: vocational assessments, job skills training, oh-site work 
experience, vocational counseling & job coaching, and classes/workshops aimed at skills development 
and building strengths towards employment readiness. The program improves, maintains, or restores 

. persoµaJ in.d~pendence and functioning, consistent with requirements for learning and development, 
which provides services to a distinct group of beneficiaries. · -

The IT Trainers (Avatar Helpdesk, Desktop/ Advanced Desktop, Advanced Avatar Helpdesk) are the 
primary staff persons responsible for classroom and on-the-job training, providing direct support and 
supervision (individual, group) to trainees/interns. The classroom training is primarily provided during 
the first two to four weeks of the cohort; thereafter, training and support is provided on a regular, ongoing 
basis (weekly). The IT Trainers may also serve as additional frontline coverage; the IT Manager, along 
with the Director of Vocational Services/Program Director, provides as needed coverage and oversees 
quality control & management for the i-Ability program. Furthermore, all trainees/interns are assigned a 
Vocational Rehabilitation Counselor. The Counselor conducts a comprehensive vocational assessment 
(job readiness/interest, skills development, other work-related issues), vocational counseling (case 
management & linkages), supports and identifies strengths & areas of employment interest, job searches, 
and placement assistance, as well as job coaching, counseling & guidance. 

Within the first three months of participation, an integrated vocational plan with specific goals is 
collaboratively (counselor, trainers, and trainees/interns) and formally developed. There is ongoing 
monitoring of progress (by trainers and counselor), in relation to the goals; the vocational plan is formally 
reviewed at the third month of participation. Areas of vocational assessment include, but are not limited 
to: productivity, work quality, attendance, punctuality, dress & grooming, communication with others, 
group participation, and work endurance. The comprehensive vocational plan considers the client's 
environment and entire support structure and takes into account collateral information (e.g. behavioral 
health plan of care incorporates vocational goals). The plan development and reassessment periods 
include trainee input through self-evaluation sections as well as the counselor's appraisal. RAMS also 
facilitates linkages for support services (e.g. childcare, transportation), as needed. 

i-Ability also offers structured training/groups (e.g. vocational counseling, training, psycho-education) as 
a core component of services to clients. Facilitated by the IT Trainers and/or Vocational Rehabilitation 
Counselors, the trainings/groups provide positive peer support, focus on interpersonal relationships, 
support network for specific challenges, and can assist individuals to learn about themselves and relate 
better with other people. Trainings/groups can be jointly run with collaborative partners (e.g. behavioral 
health counselors, BHS), taking place at RAMS and/ or the vendor (BHS, if possible) or partner's site, 
depending on feedback and offered at various days and times. 

Furthermore, this fiscal year includes the initial implementation of the Consumer Portal Help Desk. The 
Consumer Portal is provides clients of SFDPH-BHS access to selected portions of their clinical record. 
This help desk will specifically support end users of the Consumer Portal. This Portal will consist of 
Supervisors and Frontline staff, all of which are employee positions. 

D. Describe your program's exit criteria and process, e.g. successful completion. 
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Trainees successfully complete the program when: (1) 85% attendance rate, (2) Vocational Development . 
Plan goals are achieved, and score of 7 5% or higher on the certificated exams is accomplished or early 
·completion/discharge of the program (at least three months after program start due to gaining employment 
related to participating in the program Upon successful completion/discharge, referral can be to 
competitive employment, volunteer internships, education, college enrollment, or salaried employment 
including higher wage and skilled jobs in industries which are experiencing shortages such as the 
healthcare field. In this pursuit, the Vocational Rehabilitation Counselor may assist with job search & 
placement assistance and provide job coaching, counseling, and guidance. i-Ability is a program of 
RAMS Hire-Ability Vocational Services which offers a full spectrum of vocational services; as such, 
trainee graduates may also transition into the Employment Services, which is funded through a-· 
contract/l}greement with the California State Department of Rehabilitation. This program provides a 
higher level of individualized job preparation using classroom and individual meetings, job development, 
individualized plans & job placement, and follow-along services to consumers. Hire-Ability also 
maintains a cooperative agreement with California Department of Rehabilitation (since 1998) to connect 
employers with trained individuals; thus, supporting job placements for program participants with 
employment. 

E. Program staffing (which staff will be involved in what aspects Of the service development 
and delivery). Indicate if any staff position is not funded by DPH. 

See CBHS Appendix B. 

F. Mental Health Services Act Programs 

1. One of the primary MR.SA tenets is consumer participation/engagement. Programs must identify how 
participants and/or families are engaged in the development, implementation and/or evaluation of 
programs. This can inclµde peer-employees, advisory committees, etc. 

RAMS is committed to consumer involvement and community input in all elements of program 
operations, including planning, implementation, and evaluation. This process ensures quality 
programming, increases effectiveness, and ensure culturally competency. The best informant for the 
culturally relevant curriculum & program development is the target population, themselves. Potential 
applicants/trainees and interested organizations are invited to the program Orientations/Open Houses as 
well as contact the i-Ability Vocational IT Manager directly. As the cohort is in operation, the IT Trainer 
regularly meets (approximately weekly) with trainees to solicit feedback; the i-Ability Manag~r and 
Vocational Rehabilitation Counselor also regularly solicit feedback from trainees. Furthermore, at the 
end of each cohort, trainees are given anonymous written program evaluations and satisfaction surveys 
regarding curriculum, course structure & activities, support services, and professional development. A 
post-cohort focus group is also conducted to solicit similar feedback regarding the curriculum of the 
program, recruitment process, accessibility, and effectiveness; All feedback is compiled and reviewed 
(by Hire-Ability management and RAMS executive management), informs the program design 
(development & adjustments, implementation), and is incorporated, as appropriate. 

During the cohort on-the~job training, all trainees are paid. Furthermore, i-Ability Vocational IT 
maintains an advisory committee that is multi-disciplinary and reflects the diversity of the commUnity. 
Memb~rship includes consumer representation, CBHS, and RAMS with involvement from program 
participants (graduates). This committee schedules to meet quarterly and evaluates program components 
while advising on its further development and implementation. 
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2. MHSA Vision: Providers have the attitudes, knowledge and skills needed to understand, 
communicate with and effectively serve people across cultures. 

RAMS recruits employs staff with relevant educational, employment history and cultural competence for 
the target population we ~work with through thorough interviews and reference checks. Furthermore, 
RAMS believes in the principles of Wellness and Recovery in which promotes the engagement of peers 
through various activities which include employmen,t of peers at all levels of positions. The process of on­
going education and training to ensure staff are providing the standard of services required by RAMS are 
generally through regular attendance of staff meetings, individual supervisor supervisee meetings, 
monthly intemaVextemal trainings, annual cultural coinpetencyfraiiiings, and other activities that are 
program specific. RAMS maintains a philosophy as well as a policy regarding creating a welcoming 
environment to all, which in turn is displayed through positive and healthy attitudes among staff. 
Measurement of how effective staff is in providing a high level of service is through client satisfaction 
surveys, client advisory councils, and feedback from other providers. 

3. MHSA Vision: Collaboration with different systems increases opportunities for jobs, education, 
housing, etc. 

RAMS continuously engages with various systems to increase the program trainees' knowledge and 
networking possibilities regarding jobs/internships, further educational opportunities, etc. Such systems 
that Hire-Ability specifically works with includes, but is not limited to: BHS (as the program is primarily 
providing classroom and on-the-job training, on-site at BHS' location using the BHS system); engaging in 
the San Francisco's Mayor's Committee on Disabilities (monthly meeting that involves various systems 
serving/providing vocational services); Job Developers Huddle-One Stop Western Addition, Potrero 
/Dogpatch Merchants Association and ongoing relationship/ collaboration with California State 
Department of Rehabilitation (for which Hire-Ability maintains a separate contract); and involvement in 
the CBHS Co-Operative group (streamlined referral system amongst RAMS Hire-Ability, Caminar, State 
Department of Rehabilitation, Citywide Forensic Collaborative). Furthermore, the Ability Vocational 
Rehabilitation Counselor provides support & coaching into the workforce and connects participants to 
additional resources (e.g. Department of Rehabilitation, RAMS Hire-Ability Employment Services, 
educationaVtraining resources, housing). 

7. Objectives and Measurements 

a. Standardized Objectives 

All applicable objectives, and descriptions of how objectives will be measured, are contained in the BHS 
document entitled BHS Performance Objectives FYl 7-18. 

b. Individualized Objectives 

• At program completion, 75% of trainee graduates will indicate improvements to their coping abilities; 
this will be evidenced by post-program evaluations and satisfaction surveys, collected by RAMS staff 
and analyzed by the Program Director 

• For each component, 75% of enrolled trainees will successfully complete (i.e. graduate) the training 
or have exited the program early due to obtaining employment.related to this field, thus increasing 
readiness for entry-level employment/intemship/volunteerism in the information 
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technology/behavioral health field; this will be evidenced by program conipletion records that is 
documented by the Vocational Rehabilitation Counselor 

• At program completion, 75% of trainees will express overall satisfaction with the program; this will 
be evidenced by the post-program satisfaction surveys, collected by RAMS staff and analyzed by the 
Program Director 

• At program completion, at least 75% of trainees will participate in exit interviews through focus 
groups or one-on-one interview to solicit feedback regarding the curriculum of the program, 

· · . recruitment process, accessibility, and effectiveness; this will be· evidenced by feedback summary 
notes, collected by BHS IT management and RAMS staff. 

• At least 75% of trainee graduates will respond/ participate in the three-month post-program survey to 
assess the program's impact on work and/or education placements 

8. Continuous Quality Improvement 

a. Achievement of contract performance objectives and productivity 

RAMS monitors contract performance objectives through several methods such as daily data analysis and 
monthly review of consumer individual vocational goals/objectives, regular weekly meetings between the 
Vocational Rehabilitation Counselor and consumer served, regular individual supervision between 
supervisors and supervisee's to discuss consumer caseload wit\l regard to intervention strategies, 
vocational plans & progress, documentation, productivity and overall contract objectives. Other 
significant activities to ensure achievement of contract performance objectives include regular weekly 
program staff meetings and program management meetings where issues related to overcoming any 
barriers to achieving performance objectives are discussed. 

Monthly reports from each program coordinator to the program director and in turn to the Deputy Chief 
of RAMS address the ongoing progreiis and/or barriers towards contract objectives. Corrective action 
activities are documented which includes the identification of the issue, plan of action and steps and 
timelines for completfon of the plan. RAMS Quality Council which represents a small group of RAMS 
supervisors, supervisees, consumers and executive leadership staff meet quarterly, is designed to advise 
on program quality assurance and improvement activities. 

RAMS continuously monitors progress towards contract performance objectives and has established 
information dissemination and reporting mechanisms to support achievement. All staff are informed 
about objectives and the_ required documentation related to the activities and program outcomes; majority 
of program objectives are measured by participant scores, program evaluations, and/or post-program 
surveys. With regards to management monitoring, the Program Director reports progres·s/ status towards 
each contract objective to executive management (Deputy Chief/Director of Clinical Services and Chief 
Executive Officer) in a written monthly report. If the projected progress has not been achieved for the 
month, the Program Director identifies barriers and develops a plan of action. ill addition, the Program 
Director monitors programming/service progress (level of engagement by participants, level of 
accomplishing program goals/objectives), program exit reasons, and service/resource utilization. RAMS 
also conducts various random file/chart reviews to review adherence to objectives all well as service 
documentation requirements. 
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b. Quality of documentation, including a description of the frequency and scope of internal chart . 
audits 

The program utilizes various mechanisms to review documentation quality. Chart review by supervisors, 
at the very minimal, is reviewed after the 10 day visitation period and, if enrollment continues, a 
minimum of every 30 days thereafter and within a week of case closure. Active charts are reviewed 
quarterly after the vocational re-assessments and plans are conducted. Based on their review, 
determinations/recommendations are provided relating to service authorizations including frequency and 
modality/fype of. s.~rvic;es, and the match to client's progress & vocational/clinical needs; feedback is 
provided to direct staff members. Furthermore, clinical supervisors monitor the service docufueritatioli of 
their supervisees; staffs meet weekly with their supervisors to review caseload with regard tO service 
strategies, vocational plans & progress, documentation, productivity, etc. On a quarterly basis, the 
Program Director or Manager/ 
Coordinator conducts a review ofrandomly selected charts (up to 10 charts, program-wide) to monitor 
quality & timeliness and provide feedback directly to staff as well as general summaries at staff meetings. 
The selection is such that each individual provider is reviewed at least annually. 

In addition to the program's documentation review, the agency's Quality Council conducts an annual 
review of randomly selected charts to monitor adherence to documentation standards and protocols. The 
review committee includes the Council Chair (RAMS Director of Operations), Deputy Chief/Director of 
Clinical Services, and another council member (or designee ). Feedback will be provided directly to staff 
as well as general summaries at staff meetings. 

c. Cultural ~ompetency of staff and services 

RAMS philosophy of care reflect values that recovery & rehabilitation are more likely to occur where the 
mental health systems, services, and providers have and utilize knowledge and skills that are culturally 
competent and compatible with the backgrounds of consumers and their families and communities, at 
large. The agency upholds the Culturally and Linguistically Appropriate Services (CLAS) standards. 
The following is how RAMS monitors, enhances, and improves service quality: 

• Ongoing professional development and enhancement of cultural competency practices are 
facilitated through a regular training schedule, which includes in-service trainings on various 
aspects of cultural competency/humility and service delivery (including holistic & 
complementary health practices, wellness and recovery principles). Trainings are from field 
experts on various topics. Professional development is further supported by individual 
supervision (mostly weekly); supervisors and their supervisees' caseload with regard to service 
strategies, vocational plans & progress, documentation, etc. Furthermore, RAMS annually holds 
an agency-wide cultural competency training. Training topics are identified through various 
methods, primarily from direct service staff suggestions and pertinent community issues. 

• Ongoing review of vocational services indicators is conducted by the Program Director (and 
reported to executive management) on monthly basis; data collection and analysis of service 
engagement (referral source; engagement after intake; number of admissions; service discharge 
reasons; and service utilization review) 

• · Client's preferred language for services is noted at intake; during the case assignment process, the 
Program Director matches client with counselor by taking into consideration language, culture, 
and provider expertise. RAMS also maintains policies on Client Language Access to Services; 
Client Nondiscrimination and Equal Access; and Welcoming and Access. 

• At least annually, aggregated demographic data of clientele and staff/providers is collected and 
. analyzed by management in order to continuously monitor and identify any enhancements needed 
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• Development of annual objectives based on cuitural competency principles; progress on 
objectives are reported by Program Director to executive management in monthly report. If the 
projected progress has not been achieved for the given month, the Program Director identifies 
barriers and develops a plan of action. 

• Strengthening and empowering the roles of consumers and their families by soliciting feedback 
on service delivery and identifying areas for improvement (see Section .D. Client Satisfaction); 

• RAMS maintains policies and procedures to recruit, retain, and promote at all levels a diverse 
staff and leadership (including Board of Directors) that reflect the multi-cultural, multi-lingual 
diversity of the community. Other retention strategies inciude soliciting staff feedback on 
agency/programmatic improvements (service--delivery, staffing resources); this is continuously 
solicited by the Program Director and, at least annually, the CEO meets with each program to 
solicit feedback for this purpose. Human Resources also conduct exit interviews with departing 
staff. All information is gathered and management explores implementation, if deemed 
appropriate; this also informs the agency's strategic plan. 

• RAMS Qm1Jity Council meets quarterly and is designed to advise on program quality assurance 
and improvement activities; chaired by the RAMS Director of Operations, the membership 
includes an administrator, director, clinical supervisor, peer counselor, and direct services staff. 
Programs may also presefit to this council to gain additional feedback on quality assurance 
activities and improvement. 

• To ensure accountability at all levels, the RAMS CEO submits a monthly written report to RAMS 
Board of Directors on agency and programs' activities and matters 

d. Satisfaction of services 

RAMS adheres to the CBHS satisfaction survey protocols which include dissemination annually or 
biannually. In addition, the Hire-Ability administered its program-developed client satisfaction surveys at 
case closure or upon request of the client. Furthermore, client feedback in obtained during post- program 
evaluations, quarterly client advisory council meetings, daily community meetings at the vocational 
services program, individual meetings between drrect service staff and clients, and through a confidential 
telephone hotline. Results of the survey methods are shared at staff meetings, reviewed by the RAMS 
Quality Council, and reported to executive management. Furthermore, the progrm.n facilitates focus · 
groups with clients. All satisfaction survey methods and feedback results are also compiled and reported 

·to executive management along with assessment of suggestion implementation. On an annual to biepnial 
basis, clients attend RAMS Board of Directors meetings to share their experiences and provide feedback. 

e. Timely completion and use of outcome data 

Not applicable. 

9.. Required Language 

Not applicable. 
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Program Namei TAY Y 9cational Services - Contract Term: 07/01/17 - 06/30/18 

1. Identifiers: 
Program Name: TAY Vocational Services 
Program Address: 1234 Indiana Street 
City, State, ZIP: San Francisco, CA 94107 
Telephone/FAX: Tel: (415) 282-9675 Fax: (415) 920-6877 
Website Address: www;ramsinc.org 

Contractor Address: RAMS Administration, 639 14th Avenue 
City, State, ZIP: San Francisco, CA 94118 
_!'~~son Completing this Narrative: Angela Tang, RAMS Director of Operations - -
Telephone: (415).800-0699 
Fax: (415) 751-7336 
Email Address: angelatang@ramsinc.org 

-Program Code(s) (if applicable): Not Applicable 

2. Nature of Document: 

D New 0Renewal ~ Modification 

3. Goal Statement: 
To provide vocational/occupational assessment, time-limited paid internships in order to 
provide healthy activities, provide entry-level work exploration and experience, and support 
TAY who are receiving services in the SF:OPH-BHS system of care achieve resiliency and 

· maximize recovery. 

4. Target Population: 
San 'Francisco residents that are transitional age youth, ages 15-18 and TAY young adults, ages 
18-25, currently receiving behavioral health services at SFDPH-BHS system of care. Outreach 
will be made to underserved populations and those who are involved in multiple systems 

_ includillg behavioral health, juvenile justice, human services and the educational system. 
Particular outreach will be made to all BHS Adult Providers, CYF SOC Providers, 
organizations that serve transitional aged youth which may include Larkin Street, Huckleberry 
House, SFUSD Wellness Center, etc. 

5. Modality(s)/Intervention(s) 
See BHS Appendix B, CRDC pages. _ 

6. Methodology: 

The Hire-Abilit)f TAY Vocational Services Program contains four main components: 
• Assessment - Vocational/occupational and interest assessment. The program will 

provide a developmentally appropriate interactive assessment in order to engage youth in 
full participation. 
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• Case Management - The program will provide ongoing case management, including 
linkage and referral when needed, to support participants in minimizing barriers and 
maximizing participation and recovery. 

• Group Training - Three month initial group training which may include soft skills, 
fieldtrip to potential internship sites, inspirational and career related speakers, group 
cohesion and learning, etc.; and ongoing group learning activities throughout the program 
year for each cohort. 

• Internship/Work Experience - Each participant will be placed at an internship site that 
best fits his/her interest, ability, availability, and experience, for nine months. Site may 
be within RAMS and in the cohllilunity. Internship may range from 4-20 hours/week 
depending on site availability, participant's school and other schedule, and program 
design. 

All participants will receive San Francisco minimum wage pay/stipend during program duration. 
As this is the first cohort and a pilot program, outreach started during FY 2015-16 with focus 
groups which also served as outreach to the TAY community and their families. Outreach for 
2016-17 will take place in July through September; notice of acceptance and program start in 
October 2016 for the first cohort. 

This is a 12-month program with an additional 2-month retention follow-up, which will roll over 
to the following fiscal year. The second cohort will start in spring 2017. With two cohorts 
staggered to allow smaller cohorts, yet ability to serve more youth, and be more flexible for 
youth to start at two different time span. 

A mid- and end-program survey will be administered. The mid-program survey is an 
opportunity to provide more timely feedback to be considered for program improvement. 

7. Objectives and Measurements: 

A. Standardized Objectives 

Any applicable objectives, and descriptions of how objectives will be measured, are contained in 
the BHS document entitled BHS AOA Performance Objectives FY 17-18. 

B. Individualized Objectives 

RAMS TAY Vocational Services has established the following objectives for FY 2017-18: 
• At least 15 TAY youth will be enrolled in the program 
• At least 75% of participants will complete the program (e.g. graduate) 
• To complete the program, participants must meet a 75% participation rate 
• At least 75% of program graduates will indicate, on an exit survey, an increase of readiness 

for additional meaningful activities related to vocational services. This may be collected in 
fiscal year 2017-18; however, a mid-program survey will be administered to elicit feedback. 

• At least 75% of program graduates will indicate, on an exit survey, overall program 
satisfaction. This may be collected in fiscal year 2017-18; however, a mid-program survey 
will be administered to elicit feedback for program improvement. 
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8. Continuous Quality Improvement: 

A. Achievement of contract performance objectives and productivity. 

RAMS continuously monitors progress towards contract performance objectives and has 
established infotmation dissemination and reporting mechanisms to support achievement. All 
staff are informed about objectives and the required documentation related to the activities and 
program outcomes; majority of program objectives are measured by participant scores, program 
evaluations~ and/or post-program surveys. With regards to management monitoring, the Progr@ll 
Director reports progress/status towards each contract.objective.to executive m~ageinent 
(Deputy Chief/Director of Clinical Services and Chief Executive Officer) in a written monthly 
report. If the projected progress has not been achieved for the month, the Program Director 
identifies barriers and develops a plan of action. In addition, the Program Director monitors 
programming/service progress (level of engagement by participants, level of accomplishing 
progr~m goals/objectives), program exit reasons, and service/resource utilization. RAMS also 
conducts various random file/chart reviews to review adherenc¥ to objectives as well as service 
documentation requirements. 

B. Quality of documentation, including a description of the frequency and scope of 
internal chart audits. 

The program director and other members of the Hire-Ability Vocational Services management 
team meet regular with staff for supervision meetings. Documentation of meetings, trainings, 
performance evaluatio.ns is noted and, as appropriate, may be filed directly in the employees 
personnel file with human resources. Feedback through surveys are also analyzed and evaluated 
and reported to RAMS executive leadership. information from the outcomes is used for program 
. improvement purposes. 

RAMS utilizes various mechanisms to review documentation quality. Chart reviews are 
conducted by supervisors; based on their review, determinations/recommendations are provided 
relating to frequency and modality/type of services, and the match to client's progress & 
vocational/clinical needs. Feedback is provided to direct staff members. Furthermore, 
supervisors monitor the service documentation of their supervisees; ·staff meets weekly with their 
supervisors to review caseload with regard to service strategies, vocational plans & progress, 
documentation, productivity, etc. Charts are reViewed at regular intervals, to monitor quality & 
timeliness. Feedback is provided directly to staff as well as general summaries at staff meetings. 

In addition to the program's d.ocumentation review, the RAMS Quality Council formally 
conducts a of randomly selected charts to monitor adherence to documentation standards and 
protocols. The review committee includes the Council Chair (RAMS Director of Operations), 
D~puty Chi~f/Director of Clinical Services, and another council member (or designee ). 
Feedback is provided directly to staff as well as general summaries at staff meetings. 

C. Cultural competency of staff and services. 
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RAMS philosophy of care reflect values that recovery & rehabilitation are more likely to occur 
where the mental health systems, services, and providers have and utilize knowledge and skills 
that are culturally competent and compatible with the backgrounds of consumers and their 
families and communities, at large. The agency upholds the Culturally and Linguistically 
Appropriate Services (CLAS) standards. The following is how RAMS monitors, enhances, and 
improves servi9e quality: 

• Ongoing professional development and enhancement of cultural competency practices 
are facilitated through a regular training schedule, which includes in-service trainings on 
various aspects ofcultural competency/humility and service delivery (including·holistic 
& complementary health practices, wellness and recovery principles). Trainings are from 
field experts on various topics. Professional development is further supported by 
individual supervision (mostly weekly); supervisors and their supervisees' caseload with 
regard to service strategies, vocational plans & progress, documentation, etc. 
Furthermore, RAMS annually holds an agency-wide cultural competency training. 
Training topics are identified through various methods, primarily from direct service staff 
suggestions and pertinent community issues. 

• Ongoing review of vocational services indicators is conducted by the Program Director 
(and reported to executive management) on monthly basis; data collection and analysis of 
service engagement (referral source; engagement after intake; number of admissions; 
service discharge reasons; and service utilization review) 

• Client's preferred language for services is noted at intake; during the case assignment 
process, the Program Director matches client with counselor by taking into consideration 
language, culture, and provider expertise. RAMS also maintains policies on Client 
Language Access to Services; Client Nondiscrimination and Equal Access; and 
Welcoming and Access. 

• At least annually, aggregated demographic data of clientele and staff/providers is 
collected and analyzed by management in order to continuously monitor and identify any 
enhancements needed 

• Development of annual objectives based on cultural competency principles; as 
applicable, progress on objectives are reported by Program Director to executive 
management in monthly report. If the projected progress has not been achieved for the 
given month, the Program Director identifies barriers and develops a plan of action. 

• Strengthening and empowering the roles of consumers and their families by soliciting 
feedback on service delivery and identifying areas for improvement (see Section D. 
Satisfaction with services); 

• RAMS maintains policies and procedures to recruit, retain, and promote at all levels a 
diverse staff and leadership (including Board of Directors) that reflect the multi-cultural, 
multi-lingual diversity of the community. Other retention strategies include soliciting 
staff feedback on agency/programmatic improvements (service delivery, staffing 
resources); this is continuously solicited by the Program Director and, at least annually, 
the CEO meets with each program to solicit feedback for this purpose. Human Resources 
also conduct exit interviews with departing staff. All information is gathered and 
management explores implementation, if deemed appropriate; this also informs the 
agency's strategic plan. 
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• RAMS Quality Council meets quarterly and is designed to advise on program quality 
assurance and improvement activities; chaired by the RAMS Director of Operations, the 
membership includes an administrator, director, clinical supervisor, peer counselor, and 
direct services staff. Programs may also present to this council to gain additional 
feedback on: quality assurance activities and improvement. 

• To ensure accountability at all levels, the RAMS CEO submits a monthly written report 
to RAMS Board of Directors on agency and programs~ activities and matters 

D. Satisfaction with services. 

RAMS adheres to the BHS satisfaction survey protocols which include dissemination annually or 
biannually, as applicable. In addition, the Hire-Ability administered its program-developed 
client satisfaction surveys. Furthermore, client feedback in obtained during post-program 
evaluations, client advisory council meetings, community meetings at the vocational services 
prograni, individual meetings between direct service staff and clients, and through a confidential 
telephone hotline. Results of the survey methods are shared at staff meetings, reviewed by the 
RAMS Quality Council, and reported to executive management. Furthermore, the program 
facilitates focus groups with clients. All satisfaction survey methods and feedback results are 
also compiled and reported to executive management along with assessment of suggestion 
implementation. On an annual to biennial basis, clients attend RAMS Board of Directors 
meetings to share their experiences and provide feedback. 

E. Timely completion and use of outcome data, including CANS and/or ANSA data. 

Not Applicable. 

9. Required Language: 

Not Applicable. 

\ .. 
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1. Method of Payment 

AppendixB 
Calculation of Charges 

AppendixB 
7/1117 

A. Invoices funiished by CONTRACTOR under this Agreement must be in a form acceptable to the Contract 
Administrator and the CONTROLLER and must include the Contract Progress Payment Authorization.number or Contract 
.Purchase Number.· All amounts paid by CITY to CONTRACTOR,shall be subject to audit by CITY. The CITY shall make 
monthly payments as described below. Such payments shall not exceed those amounts stated in and shall be in accordance 
with the provisions of Section 5, COMPENSATION, of this Agreement. 

Compensation for all SERVICES provided by CONTRACTOR shall be paid in the following manner. For the purposes 
of this Section, "General Fund" shall mean all those funds which are not Work Order or Grant funds. "General Fund 
Appendices" shall mean all those appe11dices which include General Fund monies. . 

(1) Fee For ServiceO (Monthly Reimbursement by Certified Units at Budgeted Unit Rates) 

CONTRACTOR shall submit monthly invoices in the format attached, Appendix F, and in a form 
acceptable to the Contract Administrator, by the fifteenth (15111) calendar day of each month, based upon the number of 
units of service that were delivered in the preceding month. All deliverables associated with the SER VICES defined in 
Appendix A times the unit rate as shown in the appendices cited in this paragraph shall be reported on the invoice(s) 
each month. All charges incurred under this Agreement shall be due and payable only after SERVICES have been 
rendered and in no case in advance of such SER VICES. 

(2) Cost Reimbursement (Monthly Reimbursement for Actual Expenditures within Budget): 

CONTRACTOR shall submit monthly invoices in the format attached, Appendix F, and in a form 
acceptable to the Contract Administrator, by the fifteenth (l 5tll) calendar day of each month for reimbursement of the 
actual costs for SERVICES of the preceding month. All costs associated with the SERVICES shall be reported on the 
invoice each month. All costs incurred under this Agreement shall be due and payable only after SERVICES have been 
rendered and in no case in advance of such SERVICES. 

B. Final Closing Invoice 

(1) Fee For Service Reimbursement: 

A final closing invoice, clearly marked "FINAL," shall be submitted no later than forty-five ( 45) 
calendar days following the Closing date of each fiscal year of the Agreement, and shall include only those SERVICES 
rendered during the referenced period of performance. If SERVICES are not invoiced during this period, all unexpended 
funding set aside for this Agreement will revert to CITY. CITY'S final reimbursement to the CONTRACTOR at the 
close of the Agreement period shall be adjusted to conform to actual units certified multiplied by the unit rates identified 
in Appendix B attached hereto, and shall not exceed the total amount authorized and certified for this Agreement. 

(2) Cost Reimbursement: 

A final closing invoice, clearly marked "FINAL," shall be submitted no later than forty-five (45) 
calendar days following the closing date of each fiscal year of the Agreement, and shall include only those costs 
incurred during the referenced period of performance. If costs are not invoiced during this period, all unexpended 
funding set aside for this Agreement will revert to CITY. 

C. Payment shall be made by the CITY to CONTRACTOR at the address specified in the section entitled 
"Notices to Parties." 

-· 
D. Upon the effective date of this Agreement, contingent upon prior approval by the CITY'S Department of 

Public Health of an invoice or claim submitted by Contractor, and of each year's revised Appendix A (Description of 
Services) and each year's revised Appendix B (Program Budget and Cost Reporting Data Collection Form), and within each 
fiscal year, the CITY agrees to make an initial payment to CONTRACTOR not to exceed twenty-five per cent (25%) of the 
General Fund and MHSA Fund of the CONTRACTOR'S allocation for the applicable fiscal year. 
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CONTRACTOR agrees that within that fiscal year, this initial payment shall be recovered by the CITY through a 
reduction to monthly payments to CONTRACTOR during the period of October 1 through March 31 of the applicable fiscal 
year, unless and until CONTRACTOR chooses to return to the CITY all or part of the initial payment for that fiscal year. The 
amount of the initial payment recovered each month shall be calculated by dividing the total initial payment for the fiscal year 
by the total number of months for recovery. Any termination of this Agreement, whether for cause or for convenience, will 
result in the total outstanding amount of the initial payment for that fiscal year being due and payable to the· CITY within thirty 
(30) calendar days following written notice of termination from the CITY. 

2. Program Budgets and Final Invoice 

A. Program Budgets are listed below and are attached hereto. 

Budget Summary 

Appendix B-1 Hire - Ability Janitorial Services 

Appendix B-2 Hire - Ability Clerical & Mailroom Services 

Appendix B-3 Peer-to-Peer Vocational Linkage 

Appendix B-4 Hire-Ability Information Technology 

Appendix B-5 TAY Vocational Services 

B. COMPENSATION 

Compensation shall be made in monthly payments on or before the 30th day after the DIRECTOR, in his or her sole 
discretion, has approved the invoice submitted by CONTRACTOR. The breakdown of costs and sources of revenue associated 
with this Agreement appears in Appendix B, Cost Reporting/Data Collection (CR/DC) and Program Budget, attached hereto 
and incorporated by reference as though fully set forth herein. The maximum dollar obligation of the CITY under the terms of 
this Agreement shall not exceed Twenty Two Million Six Hundred Three Thousand Nine Hundred Thirty Dollars 
($22,603,930) for the period of January 1, 2016 through October 31, 2020. 

CONTRACTOR understands that, of this maximum dollar obligation $1,739,102 is included as a contingency amount 
and is neither to be used in Appendix B, Budget, or available to CONTRACTOR without a modification to this Agreement 
executed in the same manner as this Agreement or a revision to Appendix B, Budget, which has been approved by the Director 
of Health. CONTRACTOR further understands that no payment of any portion of this contingency amount will be made 
unless and until such modification or budget revision has been fully approved and executed in accordance with applicable 
CITY and Department of Public Health laws, regulations and policies/procedures and certification as to the availability of 
funds by the Controller. CONTRACTOR agrees to fully comply with these laws, regulations, and policies/procedures. 

(1) For each fiscal year of the term of this Agreement, CONTRACTOR shall submit for approval of the CITY's 
Department of Public Bealth a revised Appendix A, Description of Services, and a revised Appendix B, Program Budget 
and Cost Reporting Data Collection form, based on the CITY's allocation of funding for SERVICES for the appropriate 
fiscal year. CONTRACTOR shall create these Appendices in compliance with the instructions of the Department of 
Public Health. These Appendices shall apply only to the fiscal year for which they were created. These Appendices 
shall become part of this Agreement only upon approval by the CITY. 

(2) CONTRACTOR understands that, of the maximum dollar obligation stated above, the total amount to be 
used in Appendix B, Budget and available to CONTRACTOR for the entire term of the contract is as follows, not 
withstanding that for each fiscal year, the amount to be used in Appendix B, Budget ancl available to CONTRACTOR 
for that fiscal year shall conform with the Appendix A, Description of Services, and a Appendix B, Program Budget and 
Cost Reporting Data Collection form, as approved by the CITY's Department of Public Health based on the CITY's 
allocation of funding for SERVICES for that fiscal year. 
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01/01/16 - 06/30/16 

07/01/16 - 06/30/17 

07/01/17 - 06/30/18 

07/01/18 - 06/30/19 

07/01/19 - 06130120 

07/01/20 - 10/31/20 

Sub. Total of January 2016 through October 31, 2020 

Contingency Available 

Total of January 2016 through October 31, 2020 

Richmond Area Multi Services, Inc. 

Amount 

2,024,552 

4,347,756 

4,347,756 

4,347,756 

4,347,756 

1,449,252 

20,864,828 

1,739,102 

22,603,930 

AppendixB 
7/1/17 

(3) CONTRACTOR understands that the CITY may need to adjust sources of revenue and agrees that these 
needed adjustments will become part of this Agreement by written modification to CONTRACTOR. In event that such 
reimbursement is terminated or reduced, this Agreement shall be terminated or proportionately reduced accordingly. In 
no event will CONTRACTOR be entitled to compensation in excess of these amounts for these periods without there 
first being a modification of the Agreement or a revision to Appendix B, Budget, as provided for in this section of this 
Agreement. 

C. CONTRACTOR agrees to comply with its Budget as shown in Appendix Bin the provision of SERVICES. 
Changes to the budget that do not increase or reduce the maximum dollar obligation of the CITY are subject to the provisions 
of the Department of Public Health Policy/Procedure Regarding Contract Budget Changes. CONTRACTOR agrees to comply 
fully with that policy/procedure. 

D. No costs or charges shall be incurred under this Agreement nor shall any payments become due to 
CONTRACTOR until reports, SERVICES, or both, required under this Agreement are received from CONTRACTOR and 
approved by the DIRECTOR as being in accordance with this Agreement. CITY may withhold payment to CONTRACTOR in 
any instance in which CONTRACTOR has failed or refused to satisfy any material obligation provided for under this 
Agreement. 

E In no event shall the CITY be liable for interest or late charges for any late payments. 

F. CONTRACTOR understands and agrees that should the CITY'S maximum dollar obligation under this 
Agreement include State or Federal Medi-Cal revenues, CONTRACTOR shall expend such revenues in the provision of 
SERVICES to Medi-Cal eligible clients in accordance with CITY, State, and Federal Medi-Cal regulations. Should 
CONTRACTOR fail to expend budgeted Medi-Cal revenues herein, the CITY'S maximum dollar obligation to 
CONTRACTOR shall be proportionally reduced in the amount of such unexpended revenues. In no event shall State/Federal 
Medi-Cal revenues be used for clients who do not qualify for Medi-Cal reimbursement. 

G. CONTRACTOR further understands and agrees that any State or Federal Medi-Cal funding in this 
Agreement subject to authorized Federal Financial Participation (FFP) is an estimate, and actual amounts will be determined 
based on actual services and actual costs, subject to the total compensation amount shown in this Agreement." 
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CBHS BUDGET DOCUMENT 

Appendix B -DPH 1_:Departmen!of Pll_blic H~alth 9ontrac! Budget Summary 
DHCS Legal Entity Number (MH) 00343 Sur:nmarv Paae # 1of1 

DHCS Legal Entity Name (MH)/Contractor/Name (SA) Richmond Area Multi-Services, Inc. Fiscal Year 2017-18 
Contract CMS # 7640 Funding Notification Date 07/01/17 

Contract Appendix Number B-1 s~2 B-3 B-4 B-5 B-# 
Provider Number 3894 3894 3894 3894 3894 

1.,;1enca1 ana 
Janitorial Mail room Peer to Peer Voe Information TAY Vocational 

Program Name(s) Services Services Linkage Technology Se1vices 
Program Code(s) N/A N/A N/A N/A N/A 

Funding Term (mm/dd/yy- mm/dd/yy) 07/01/17-06/30/18 07/01/17-06/30/18 07/01/17-06/30/18 07/01/17-06/30/18 07/01/17-06/30/18 IVfAL 

FUNDING USES 
Salaries $ 622,871 .$ 641,927 $ 185,750 $ 825,241 $ 83,217 $ 2,359,006 

Employee Benefits $ 330,122 $ 288,867 $ •. 77,086 $ 313,592 $ 32,039 $ 1,041,706 
Subtotal Salaries & Employee Benefits $ 952,993 $ 930,794 $ 262,836 $ 1,138,833 $ 115,256 $ - $ 3,400,712 

Operating Expenses $ 177,989 $ 1:32,478 $ 26,845 $ 55,585 $ 81,173 $ 474,07Q 
Capital Expenses ' $ -

Subtotal.Direct Expenses $ 1,130,982 $ 1,063,272 $ 289,681 $ 1,194,418 $ 196,429 $ - $ 3,874,782 
Indirect EXPenses $ 135,718 $ 1.27,593 $ 34,762 $ 143,330 $ 23,571 $ 464,974 

Indirect% 12.0% 12.0% 12.0% 12.0% 12.0% 0.0% 12.0% 
TOTAL FUNDING USES $ 1,266,700 $ 1,1190,865 $ .324,443 $ 1,337,748 $ 220,000 $ - $ 4,339,756 

Employee Fringe Benefits % 4.ol!: • .:170 

BHS MENTAL H..EAL TH FUNDING SOURCES 
MH COUNTY Adult - General Fund $ 715,430 $ 581,346 $ 1,296,776 
MH CYF COUNTY General Fund $ 2,383 $ 7,918- $ 10,301 
MH STATE Adult 1991 MH Realianment $ 121,669 $ 344,570 . $ 466,239 
MH STATE CYF 1991 Realianment $ 3,653 $ 10,347 $ 14,000 
MH GRANT SAMSHA Adult SOC, CFDA #93.958 $ 324,443 $ 324,443 
MH MHSA (CSS) ,. $ 423,565 $ 246,684 $ 220,000 $ 890,249 
MH MHSA (IT) Information Technoloav . 

.. 
$ 1,337,748 $ 1,337,748 

TOTAL BHS MENTAL HEALTH FUNDING SOURCES $ 1,266,700 $ 1,1~0,865 $ 324,443 $ 1,337,748 $ 220,000 $ - $ 4,339,756 
BHS SUBSTANCE ABUSE FUNDING SOURCES. 

$ -
$ -

- $ -
$ -

\ $ -
$ -

TOTAL BHS SUBSTANCE ABUSE FUNDING SOURCES $ - $ - $ - $ - $ - $ - $ -
OTHER DPH FUNDING SOURCES -

.. $ -
$ -
$ -
$ -

TOTAL OTHER DPH FUNDING S.OURCES $ - $ - $ - $ - $ - $ - $ -
TOTAL DPH FUNDING SOURCES $ 1,266,700 $ 1,190,865 $ 324,443 $ 1,337,748 $ 220,000 $ - $ 4,339,756 
NON-DPH FUNDING SOURCES / 

. $ -
TOTAL NON-DPH FUNDING SOURCES $ - $ - $ - $ - $ - $ - $ -
TOTAL FUNDING SOURCES (DPH AND NON-DPH) $ 1,266,700 $ 1,190,865 $ 324,443 $ 1,337,748 $ 220,000 $ - $ 4,339,756 

. Prepared By Ken Choi, Chief Financial Officer Phone Number 415-800-0699 x205 

Document Date: 7/1/17 



Document Date: 7/1/17 

CBHS BUDGET DOCUMENT 

Appendix B -DPH 6: Contract-Wide Indirect Detail 
Contractor Name: Richmond Area Multi-Services, Inc. Indirect Detail Page: 1 of 1 
Contract CMS#:: 7640 Fiscal Year: 2017-18 

1. SALARIES & BENEFITS 
Position Title 

Chief Executive Officer 
Chief Financial Officer 
Deputy Chief 
Director of Operations 
IT Analyst/Coordinator/Manai:ier 
Director of Human Resources 
Accountina/Finance Manager/Specialist 
HR Benefit Specialist/HR Assistant 
Operations Coordinator 
Director of Training 
Janitor/Custodian 
Driver 

2. OPERATING COSTS - - ·-

Expense line item: 
Rent 
Utilities 
Building Repair/Maintenance 
Office Suoolies 
Printina & Reproduction 
Training/Staff Development 
Insurance 
Professional License Fee 
Eauipment Rental 
Local Travel 
Audit Fees 
Bank Fees 
Recruitment/Indirect Staff Expenses 

Funding Notification Date: 7/1/17 

Subtotal: 
Employee Fringe Benefits: 

Total Salaries and Benefits: 

FTE 
0.19 $ 
0.19 $ 
0.19 $ 
0.19 $ 
0.78 $ 
0.19 $ 
0.97 $ 
0.78 $ 
0.19 $ 
0.16 $ 
0.01 $ 
0.19 $ 

-~ 

4Jl5 $ 
28.0% $ 

$ 

$ 
$ 
$ 
$ 
$ 
$ 
$ 
$ 
$ 
$ 
$ 
$ 
$ 

Total Operating Costs $ 

Amount 
38,377 
35,506 
25,867 
20,019 
38,542 
17,756 
56,716 
40,351 

9,183 
15,213 

303 
7,827 

305,660 
85,585 

391,245 

Amount 
;16,082 

1,722 
5,368 

10,248 
489 

5,814 
10,501 

9,770 
1,063 
1,424 
7,134 
1,264 
2,850 

73,729 

C--- Total Indirect Costs (Salaries & Benefits+ Operating Costs) I$ 464ffi!l 



CBHS BUDGET DOCUMENT 

- --- - - - - ----- -- -· 
DHGS Legal Entity Name (MH)IContractor Name (SA) 00343 Appendix#: B-1 

Provider Name· RAMS Page# 1 
Provider Number 3894 Fiscal Year 2017-18 

Funilin~ Notification Date 07101117 

' 
Jamtonal Janitonal 

Proaram Name Services Serviees 
., Proaram Code NIA NIA 

ModelSFC !MHl or Modalitv !SA 10130-39 10130-39 
Service Description u<:>-~oca11ona1 u<:>-vocat1ona1 

f=undina Term lmm/ddtw - mmlddlwl 07/01/17-06/30/18 07/01/17-06/30/18 TOTAL 
FUNDING USES 

Salaries & Emolovee Benefits 634,328 318,665 952,993 
Ooeratina -Expenses 118,471 59,518 177,989 

CaoitalExoenses -
Subtotal Direct Expenses 752799 378183 - - . 1130,982 

Indirect Exoense.s 90,336 45,382 135,718 
TOTAL FUNDING USES 843,135 423,565 . . . 1,266,700 

Accounting Code 
(Index Code or 

BHS MENTAL HEALTH FUNDING SOURCES , 
n ... ft"' 

MH COUNTY Adult ·General Fund . HMHMCC730515 715,430 715,430 
MH CYF COUNTY General Fund HMHMCP751594 2,383 2,383 
MH STATE Adult 1991 MH Realianment HMHMCC730515 12.1,669 121,669 

. MH STATE CYF 1991 Realianment HMHMCP751594 3,653 3,653 
MH MHSA !CSSJ PMHS63-1705 423,565 423,565 
This row left blank for fundina sources not in droo-down list 

. ., -
TOTAL BHS MENTAL HEAL TH FUNDING SOURCES 843,135 423.565 . . . 1,266,700 

Accounting Code 
, . (Index Code or 

BHS SUBSTANCE ABUSE FUNDING SOURCES n ... ,,m 

-
~ . 

' -
This row left blank for fundina sources not in droP-down list -

TOTAL BHS SUBSTANCE ABUSE FUNDING SOURCES . . . . . . 
Accounting Code 
(Index Code or 

OTHER DPH FUNDING SOURCES nft+ftm 
' 
' . . 

This row left blank for fundina sources not in droP-down list ' -
TOTAL OTHER DPH FUNDING SOURCES . . . :. . . 
' TuTAL Dt'H r:u,,.ulN\:i <>uURi;E::; . 843,135 423,565 . .. . 1,266,700 

NON·DPH FUNDING SOURCES I ; 

I 
This row left blank for fundina sources not in droo-down list -

TOTAL NON·DPH FUNDING SOURCES . . . 1 . . 
TOTAL FUNDING SOURCES IDPH AND NL N·DPHll 843,135 423,565 . • . 1,266,700 

BHS UNITS OF SERVICE AND UNIT COST 
· Number of Beds Purchased (if applicable 

SA Onlv- Non-Res 33 • ODF #of Group Sessions (classes 
SA Onlv - Licensed Capacitv for Medi-Cal Provider with Narcotic Tx Proaram ' 

uost \JO St \JO St \JO St \Jost 
Reimbursement Reimbursement Reimbursement Reimbursement Reimbursement 

Pavment Method (CRJ (CRJ (CRJ (CR) ICRl 
DPH Units of Service 1,886 948 

Unit Type vuent i-un uay 1,;uent i-un uay u u u 
Cost Per Unit - DPH Rate IDPH FUNDING SOURCES Onlvl $ 447.00 $ 447.00 $ - $ - $ . 

Cost Per Unit - Contract Rate (DPH & Non-DPH FUNDING SOURCES) $ 447.00 $ 447.00 $ - $ - $ -
Published Rate (Medi-Cal Providers Onlvl Total UDC 

Unduolicated Clients !UDCJ NIA '"" "'" 
Document Date : 711117 



Program Name: Janitorial Services 
Program Code: -'-N"'/A-'---------

·-· 

Term (mm/dd/yy-mm/dd/yy): 
Position Title 

Janitor 
Janitorial Site Coordinator 
Janitorial Site Supervisor 
Janitorial Specialist 
Peer Job Coach 
Trainee 
Administrative Coordinator 
Environmental Services Manaaer 
Associate Director of Vocational Services 
Director of Vocational Services 

Totals: 

TOTAL 

FTE Salaries 
11.00 $ 295,276 
1.25 $ 39,975 
1;31 $ 41,974 
0.78 $ 27,646 
1.08' $ 42,834 
0.70 $ 18,928 
1.25 $ 55,402 
1.00 $ 50,036 
0.49 $ 34,300 
0.17 $ 16,500 
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $" -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -

19.03 $ 622,871 

CBHS BUDGET DOCUMENT 

Appendix B - DPH 3: Salaries & Benefits Detail 

Appendix#: B-1 
Page# 2 

Fiscal Year: 2017-18 

General Fund 
(HMHMCC730515, 

MH MHSA (CSS) Accounting Code 3 Accounting Code 4 Accounting Code 5 Accounting Code 6 
HMHMCP751594, 

(PMHS63-1705) (Index Code or Detail) (Index Code or Detail) (Index Code or Detail) (Index Code or Detail) 
HMHMCC730515, 
HMHMCP751594) 

07/01/17-06/30/18 07/01/17-06/30/18 
FTE Salaries FTE Salaries FTE Salaries FTE Salaries FTE Salaries FTE Salaries 

7.32 $ 196,540 3.68 $ 98,736 
0.83 $ 26,608 0.42 $ 13,367 
0.87 $ 27,939 0.44 $ 14,035 
0.52 $ 18,402 0.26 $ 9,244 
0.72 $ 28,511 0.36 $ 14,323 
0.47 $ 12,599 0.23 $ 6,329 
0.83 $ 36,876 0.42 $ 18,526 
0.67 $ 33,305 0.33 $ 16,731 
0.33 $ 22,831 0.16 $ 11,469 
0.11 $ 10,983 0.06 $ 5,517 

. 

12.67 $ 414,594 6.36 $ 208,277 0.00 $ - 0.00 $ - 0.00 $ - 0.00 $ -

!Employee Fringe Benefits: 53.0%1 $ 330,122 I 53.00%1 $· 219,734 I 53.00%1 $ 110,388 I 0.00%1 _ I 0.00%1 I 0.00%1 I 0.00%1 

TOTAL SALARIES & BENEFITS rr - 9s2;mi r $- - 634,328 I r$ 318.66sJ I $ .:--1 I$ - l I$ - HJ [$ 

Document Date: 7/1/17 



CBHS BUDGET DOCUMENT 

Appendix B - DPH 4: Operating Expenses Detail 

Program Name: Janitorial-Services Appendix#: B-1 
Program Code: _N_/_A ________ _ Page# 3 

Fiscal Year: 2017-18 
Fundina Notification Date: 07/01/17 

1.:1enera1 i-una 
(HMHMCC730515, 

MH MHSA (CSS) : 
Accounting Code 3 Accounting.Code 4 Accounting Code 5 Accounting Code 6 

Expense Categories & Line Items TOTAL HMHMCP751594, · (Index Code or (Index Code or (Index Cpde or (Index Code or 
HMHMCC730515, 

(PMHS63-1705) 
Detail) Detail) Detajl) Detail) 

UMU-• 5g4\ 
.. 

Term (mm/dd/yy-mm/dd/vv): 07/01/17-06/30/18 07/01/17-06/30/18 

Rent $ - $ - $ -
Utilities<teleohone, electricitv, water, aas) $ - $ - $ -
Building Repair/Maintenance $ - $ - $ -

Occupancv Total: $ - $ - $ - $ - $ - $ - $ -
Office/Proaram Suoolies $ 158,166 $ 105,278 $ 52,888 

$ - $ - $ -
$ - $ - $ -
$ $ $ ' - - - ' 

Materials & Supplies Total: $ 158,166 $ 105,278 $ 52,888 $ $. i 
$ $ - i - - -

Trainina/Staff Develooment $ 1,000 $ 666 $ 334 ' 
Insurance $ 5,500 $ 3,661 $ 1,839 

Eauiomerit Lease & Maintenance $ - $ - $ - j 

$ - $ - $ -
- $ - $ - - $ -
General Operating Total: $ 6,500 $ 4,327 $ 2,173 $ - $ - $ - $ -

Local Travel $ 5,000 $ 3,328 $ 1,672 

Out-of-Town Travel $ - $ ' - $ -
Field Expenses $ - $ - $ -

Staff Travel Total: $ 5,000 $ 3,328 $ 1,672 $ - $ - $ - $ -
Consultant/Subcontractor (Provide -
Consultant/Subcontracting Agency Name, 
Service Detail w/Dates, Hourly Rate and $ - $ - $ -
(add more Consultant/Subcontractor lines as 
necessary) $ - $ - $ -

C~:>nsultant/Subcontractor Total: $ - $ - $ - $ - $ - $ -
Other (provide detail): 

Recruitment & Direct Staff Exoenses $ 3,500 $ 2,330 $ 1,170 

Client-Related Food $ 4,000 $ 2,662 $ 1,338 
Client-Related Other Activities $ 823 $ 546 $ 277 

Other Total: $ 8,323 $ 5,538 $ 2,785 $ - $ - $ - $ -

L_ .. _IC>TAL OPERATING EXPE~ 177,989 I $ 118,471 l $ 59,518 I $ - I $ - I $ ::::::::::_] $ 

Document Date: 7/1/17 



CBHS BUDGET DOCUMENT 

. ________ ,.. - -· .. -· --... -·-···-··- -·. ---·- ------· ---- .,---·-···""'·---- --··---·-·· -·-- -
DHCS Legal Entity Name (MH)/Contractor Name (SA) 00343 Appendix#: B-2 

Provider Name RAMS Page# 1 
Provider Number 3894 Fiscal Year 2017-18 

Fundinc ·Notification Date 07/01/17 
v1enca1 ana v1enca1ana 

Mailroom Mailroom 
Proaram Name Services Services 
Proaram Code N/A N/A 

Mode/SFC IMHl or Modality (SA 10/30-39 10/30-39 
Service Description u:s-vocat1ona1 u;:.-Vocat1ona1 

Fundina Term rmm/dd/w • mm/dd/vvl 07/01/17-06/30/1~ 07/01/17-06/30/18 TOTAL 
FUNDING USES 

Salaries & Emplovee Benefits 737,983 192,811 930,794 
Operatina Exoenses 105,035 27,443 132,478 

Caoital Exoenses -
Subtotal Direct Exoenses 843,018 220,254 . . . 1,063,272 

Indirect Exoenses 101,163 26,430 127,593 
TOTAL FUNDING USES 944,181 246,684 . . . 1,190,865 

Accounting Code 
(Index Code or 

BHS MENTAL HEALTH FUNDING SOURCES n-+-m 
MH COUNTY Adult - General Fund HMHMCC730515 581,346 581,346 
MH CYF COUNTY General Fund HMHMCP751594 7,918 7,918 
MH STATE Adult 1991 MH Realignment HMHMCC730515 344,570 344,570 
MH STATE CYF 1991 Realignment HMHMCP751594 10,347 
MH MHSA (CSSl PMHS63-1705 246,684 246,684 
This row left blank for fundin1:1 sources not in drop-down list -

TOTAL BHS MENTAL HEALTH FUNDING SOURCES 944,181 246 684 - . . 1,190,865 
Accounting Code 

BHS SUBSTANCE ABUSE FUNDING SOURCES 
(Index Code or 

n-+-m 

-
-
-

This row left blank for fundin!l sources not in drop-down list -
TOTAL BHS SUBSTANCE ABUSE FUNDING SOURCES . . . . . . 

Accounting Code 
-· (Index Code or 

OTHER DPH FUNDING SOURCES n-t.•11\ 
- -

This row leflblank for funding sources not in drop-down list -
TOTAL OTHER DPH FUNDING SOURCES . . . . . . 

TOTAL DPH FUNDING SOURCES 944,181 246,684 . . . 1,190,865 
NON·DPH FUNDING SOURCES I 

This row left blank for fundin1:1 sources not in drop-down list -
TOTAL NON·DPH FUNDING SOURCES - . - . . -

TOTAL FUNDING SOURCES !DPH AND NON·DPHll 944,181 246,684 - . - 1,190,865 
BHS UNITS OF SERVICE AND UNIT COST 

Number of Beds Purchased !if aoolicable 
SA OnlV- Non-Res 33 - ODF #of Grouo Sessions !classes 

SA OnlV- Licensed Caoacitv for Medi-Cal Provider with Narcotic Tx Program 
L;OSt {.;Ost L;OSt L;OSt L;OSt 

Reimbursement Reimbursement Reimbursement Reimbursement Reimbursement 
Pavment Method (CR) (CR) (CR) (CR) (CR) 

DPH Units of Service 2,675 699 
UnitTvoe vnemr-un uay vnem r-unuay v v. 0 

Cost Per Unit - DPH Rate CDPH FUNDING SOURCES OnlV: $ 353.00 $ 353.00 $ - $ - $ -
Cost Per Unit - Contract Rate (DPH & Non-DPH FUNDING SOURCES) $ 353.00 $ 353.00 $ - $ - $ -

Published Rate !Medi-Cal Providers Onlv: Total UDC 
Unduplicated Clients IUDC N/A '~"' "'" 

Document Date: 7/1/17 



CBHS BUDGET DOCUMENT 

Appendix B - DPH 3: Salaries & Benefits Detail 

Program. Name: Clerical and Mailroom Services 
Program Code: _,_N.::;IA:..:_ _______ _ 

Appendix#: B-2 
Page# 2 

Fiscal Year: 2017-18 
. -· ...... ·- . ,,,_ ........ ~ .. ·-·. _ ....... _.. "'''"'"'' 

General Fund 
(HMHMCC730515, 

MH MHSA (CSS) Accounting Code 3 Account\ng Code 4 Accounting Code 5 Accounting Code 6 TOTAL HMHMCP751594, 
HMHMCC730515, 

(PMHS63:1705) (Index Code or Detail) (Index Code or Detail) (Index Code or Detail) (Index Code or Detail] 

HMHMCP751594) ' 

Term (mm/dd/w-mm/dd/wl: 07/01117-06/30/18 07/01117-06/30/18 
Position Title FTE Salaries FTE Salaries Fl!E Salaries FTE Salaries FTE 'Salaries FTE Salaries FTE Salaries 

Administrative Assistant/Receptionist 6.00 $ 174,855 4.76 $ 138,634 1.24 $ 36,221 
Messenaer/Driver 3.00 $ 81,120 2.38 $ 64,316 0.62 $ 16,804 

' Operations Assistant 1.00 $ 36,000 0.79 $ 28,543 0.21 $ 7,457 
Proiect Team Leader 1.00 $ 38,376 0.79 $ 30,427"· 0.21 $ 7,949 
Job-Related Trainina Position (Clients) 6;00 $ 162,240 4.76 $ 128,632 1.24 $ 33,608 
Vocational Rehabilitation Services Coordinator 1.20 $ 59,945 0.95 $ 47,528 0.25 $ 12,417 
Peer Job Coach 1.00 $ 38,591 . 0.79 $ 30,597 0.21 $ 7,994 
Associate Director of Vocational Services 0.49 $ 34,300 0:39 $ 27,195 0.10 $. 7,105 
Director of Vocational Services 0.17 $ 16,500 0.13 $ 13;082 0.04 $ 3,418 

.. 0.00 $ -
o:oo $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ - / 

0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -

Totals: 1R86 $ 641,927 15.75 $ 508,954 4.11 $ 132,973 .0.00 $ - 0.00 $ - 0.00 $ - 0.00 $ -
!Employee Fringe Benefits: 45.0%1 $ 288,867 I 45.00%1 $ 229,029 I 45.00%1 $ . 59,838 I 0.00%1 I 0.00%1 I 0.00%1 I 0.00%1 

TOTAL SALARIES & BENEFITS r,- H--93o/ffi ! $ --737}98!! [$ -192ff!D [$-~;::] !$ --:- I I $ - I !J - I 

Docunient Date: 7/1/17 



CBHS BUDGET DOCUMENT 

Appendix B - DPH 4: Operating Expenses Detail 

Program Name: Clerical and Mailroom Services Appendix#: B-2 
Program Code: _N_/A ________ _ Page# 3 

Fiscal Year: 2017-18 
Fundina Notification Date: 07/01/17 

General Fund 
(HMHMCC730515, 

MH MHSA (CSS) 
Accounting Code 3 Accounting Code 4 Accounting Code 5 ·Accounting Code 6 

Expense Categories & Line Items TOTAL HMHMCP751594, (Index Code or (Index Code or (Index Code or (Index Code or 
HMHMCC730515, 

(PMHS63-1705) 
Detail) Detail) Detail) Detail) 

HMHMCP751594) 

Term (mm/dd/yy-mm/dd/yy): 07/01/17-06/30/18 07/01/17-06/30/18 

Rent $ 9,500 $ 7,532 $ 1,968 

Utilities<telephone, electricity, water, Qas) $ 12,000 $ 9,514 $ 2,486 
Buildina Reoair/Maintenance $ 5,000 $ 3,964 $ 1,036 

Occupancy Total: $ 26,500 $ 21,010 $ 5,490 $ - $ - $ - $ -
Office/ProQram Supplies $ 69,078 $ 54,769 $ 14,309 

$ - $ - $ -
$ - $ - $ -
$ - $ - $ -

Mater.ials & Supplies Total: $ 69,078 $ 54,769 $ 14,309 $ . $ ! . $ . $ -
TraininQ/Staff Development $ 5,000 $ 3,964 $ 1,036 ! 
Insurance $ 4,800 $ 3,806 $ 994 
Equipment Lease & Maintenance $ . $ - $ -

$ - $ - $ -
$ - $ - $ -

General Operating Total: $ 9,800 $ 7,770 $ 2,030 $ - $ - $ - $ -
Local Travel · $ 3,600 $ 2,854 $ 746 
Out-of-Town Travel $ - $ - $ -
Field Expenses $ - $ - $ -

Staff Travel Total: $ 3,600 $ 2,854 $ 746 $ . $ - $ . $ . 
Consultant/Subcontractor (Provide 
Consultant/Subcontracting Agency Name, 
Service Detail w/Dates, Hourly Rate and $ - $ - $ -
(add more Consultant/Subcontractor lines as 
necessary) $ - $ - $ -

Consultant/Subcontractor Total: $ . $ . $ . $ . $ - $ -
Other (orovide detail): 

Recruitment & Direct Staff Exoenses $ 5,500 $ 4,361 $ 1,139 
Client~Related Food $ 12,000 $ 9,514 $ 2,486 
Client-Related Other Activities $ 6,000 $ 4,757 $ 1,243 

Other Total: $ 23,500 $ 18,632 $ 4,868 $ . $ . $ - $ -

I -TOTAL OPERATING EXPENSE I$ 132,478 I$ 105,035 I$ 27,443 I$ • I$ • I$ - I$ -

Document Date: 7/1/17 



CBHS BUDGET DOCUMENT 

DHCS Legal Entity Name (MH}IContractor Name (SA) 00343 : Appendix#: B-3 
Provider Name RAMS ' Page# 1 

Provider Number 3894 ' Fiscal Year 2017-18 
Fundin~ Notification Date 07/01/1.7 

~eer to ~eer voe 
Proaram Name Linklaae , 
Prooram Code NIA 

ModelSFC CMHI or Modalitv fSAl 10130-39 
Service Descriotion u~-l(ocat1ona1 

Funding Term 1mm1dd1vv - mm1ddlvv1 07101117-06130118 TOTAL 
FUNDING USES I 

Salaries & Emolovee Benefits 262,836 262,836 
Ooerating Exoenses 26,845 26,845 

Caoital Exoenses -
Subtotal Direct Expenses 289,681 - - - - 289,681 

Indirect i-xr enses 34,762 34,762 
TOTAL FUNDING USES 324,443 - - . - - 324,443 

Accounting Code 
(Index Code or 

BHS MENTAL HEALTH FUNDING SOURCES n .. .,.;n 
MH GRANT SAMSHA Adult SOC, CFDA #93.958 HMM007-1701 324,443 324,443 

-
-
-

This row left blank for funding sources not in droo-down list -
TOTAL BHS MENTAL HEALTH FUNDING SOURCES 324,443 - - - - 324,443 

" 
Accounting Code 
(Index Code or 

BHS SUBSTANCE ABUSE FUNDING SOURCES O..talll 
-
-
-

This row left blank for fundina sources not in droo-down list -
TOTAL BHS SUBSTANCE ABUSE FUNDING SOURCES - - - - - -

Accounting Code 
(Index Code··or 

OTHER DPH FUNDING SOURCES n ... ,.m 
i - -

This row left blank forfundina sources not in droo-down list ' -
TOTAL OTHER DPH FUNDING SOURCES - - - ~ - -

TUTALu.-H FUNDING "'uuru .. E::; 324,443 - - ' - - 324,443 
NON-DPH FUNDING SOURCES ' ' I : 
This row left blank for fundina sources not in droo-down list i -

TOTAL NON-DPH FUNDING SOURCES - - - . - -
TOTAL FUNDING "'uuru..E::> !DPH AND NUN-DPHll 324,443 - - :. - 324,443 

BHS UNITS OF SERVICE AND UNIT COST 
Number of Beds Purchased (if aoolicable 

SA Onlv - Non-Res 33 - ODF #of Grouo Sessions !classes 
SA Only - Licensed Caoacitv for Medi-Cal Provider with Narcotic Tx Program 

(.;Ost 
Reimbursement 

Pavment Method (CR) 
DPH Units of Service 758 

Unit Type vnent r-un uay u u u u 
Cost Per Unit - DPH Rate IDPH FUNDING SOURCES Onlvl :i; 428.00 $ - $ - $ - $ -

Cost Per Unit - Contract Rate (DPH & Non-DPH FUNDING SOURCES) :i; 428.00 :i; - $ - :i;. - $ -
Published Rate fMedi-Cal Providers Only] Total UDC 

Unduolicated Clients CUDC NIA '~"' 

Document Date: 711117 



CBHS BUDGET DOCUMENT 

Appendix B - DPH 3: Salaries & Benefits Detail 

Program Name: Peer to Peer Voe Linkage Appendix #: B-3 
Program Code: _N_/_A _______ _ Page# 2 

Fiscal Year: 2017-18 
--/01/17 

MH GRANT SAMSHA 
Accounting Code 2 Accounting Code 3 Accounting Code 4 · Accounting Code 5 Accounting Code 6 

TOTAL ADULT (HMM007-
1701) 

{Index Code or Detail) (Index Code .or Detail) (Index Code or Detail) (Index Code or Detail) {Index Code or Detail) 

Term (mm/dd/yy-mm/dd/yy): 07/01/17-06/30/18 07/01/17-06/30/18 
· Position Title FTE Salaries FTE Salaries FTE Salaries FTE Salaries FTE Salaries FTE Salaries FTE Salaries 

Director/Manaaer 0.05 $ 4,613 0.05 $ 4,613 
Service Coordinator 5.00 $ 178,329 5.00 $ 178,329 

Proaram/Ooerations Assistant 0.08 $ 2,808 0.08 $ 2,808 
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -

' 0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -

Totals: 5.13 $ 185,750 5.13 $ 185,750 0.00 $ - 0.00 $ - 0.00 $ - 0.00 $ - 0.00 $ -

IErripfoyee Fringe Benefits: 41.5%1 $ 77,086 141.50%1 $ 77,086 I o.ooo;.I I o.00%1 I o.ooo;.I I 0.00%1 I o.ooo;.I 

TOTAL SALARIES & BENEFITS I $ -262!!36] [!- -- -262~836 ] I$ - I er: - I I $ -- I I$ - I !$ 

Document Date : 7/1/17 



CBHS BUDGET DOCUMENT 

Appendix B - DPH 4: Operating Expenses Detail 

Program Name: Peer to Peer Voe Linkage Appendix#: B-3 
Program Code: _N_/A ________ _ Page# 3 

Fiscal Year: 2017-18 
Funding Notification Date: 07/01117 -

MHGRANT Accounting Code 2 Accounting Code 3 Accounting Code 4 Accounting Code 5 Accounting Code 6 
Expense Categories & Line Items TOTAL SAMSHA ADULT (Index Code or {Index Code or (Index Code or /. {Index Code or (Index Code or 

(HMM007-1701) Detail) Detail) .Detail) Detail) Detail) 

Term (mm/dd/yy-mm/dd/yy): -07/01/17-06/30/18 

Rent $ 6,000 $ 6,000' 
Utilities(telephone, electricitv, water, gas) $ 6,000 $ 6,000 

Building Repair/Maintenance $ , 1,000 $ 1,000 
Occupancy Total: $ 13,000 $ 13,000 $ - $ - $ - $ - $ -

Office/Proaram Suoolies $ 1,527 $ - 1,527 

$ - $ -
$ - $ - : 

$ - $ -
Materials & Supplies Total: $ 1,527 $ 1,527 $ . $ .• $ ' - $ - $ -

Trainina/Staff Develooment $ ' 1,500 $ 1,500 I 

Insurance $ 870 $ 870 
Equipment-Lease & Maintenance $ - $ - ' 

$ I - $ - ' 
$ ' -

General Operating Total: $ 2,370 $ 2,370 $ - $ - $ - $ - $ -
Local Travel $ 5,000 $ 5,000 -
Out-of-Town Travel $ - $ -
Field Exoenses ·- $ - $ -

Staff Travel Total: $ 5,000 $ 5,000 $ - $ - ' $ - $ - $ -
\JOnsultanv;:,ut>contractor {Provtoe ·, 

Consultant/Subcontracting Agency Name, 
Service Detail w/Dates, Hourly Rate and $ -
(add more Consultant/Subcontractor lines as 
necessarv) $ -

Consultant/Subcontractor Total: $ - $ - $ - $ - $ - $ -
Other (provide detail): "-

Recruitment & Direct Staff Expenses $ 2,000 $ 2,000 
Client-Related Food $ 2,448 $ 2,448 
Client-Related Other Activities $ 500 $ 500 

Other Total: $ 4,948 $ 4,948 $ - $ - $. - $ - $ -

I TOTAL OPERATING EXPEN§E I $_ . 26,845 I $ 26,845 I $ - I $ - J $ '-·· -i$ ____ ==_:__] $ 

Document Date: 7/1/17 



CBHSBUDGETDOCUMENT 

-- -- -

DHCS Legal Entity Name (MH)/Contractor Name (SA) 00343 Appendix#: B-4 
Provider Name RAMS Page# 1 

Provider Number 3894 . Fiscal Year 2017-18 
Fundin! Notification Date 07/01/17 

mrormanon 
Information Information Technology 
Technology Technology Advanced 

Proaram Name Helodesk Desktoo Helodesk/Desktoo 
Proaram Code N/A N/A N/A 

Mode/SFC IMHl or Modalitv !SA 10/30-39 10/30-39 10/30-39 
Service Descriotion u;:;-vocationa1 u;:;-vocati0na1 u;:;-vocat1ona1 

Fundina Term lmm/dd/yy • mm/dd/wl 07/01/17-06/30/18 07/01/17-06/30118 07101117-06130/18 TOTAL 
FUNDING USES 

Salaries & Emolovee Benefits 402,622 374,636 361,575 1,138,833 
Ooeratina Exoenses 18,528 18,528 18,529 55,585 

Caoital Exoenses -
Subtotal Direct Expenses 421150 393164 380104 - . 1,194,418 

Indirect Exoenses 50,538 47,180 45 612 143 330 
TOTAL FUNDING USES '471,688 440,344 425,716 - . 1,337,748 

Accounting Code 
(Index Code or 

BHS MENTAL HEAL TH FUNDING SOURCES n-•-:n 
MH MHSA llTl Information Technoloav PMHS63-1712 471,688 440,344 425,716 1,337,748 

-· 
-
-

This row left blank for fundina sources not in dron-rlown list -
TOTAL BHS MENTAL HEALTH FUNDING SOURCES 471,688 440344 425,716 - . 1,337,748 

Accounting Code 

BHS SUBSTANCE ABUSE FUNDING SOURCES 
(Index Code or 

n-o-:n 

-
-
-

This row left blank for fundina sources not in droo-down list -
TOTAL BHS SUBSTANCE ABUSE FUNDING SOURCES . - - . . . 

Accounting Code 

OTHER DPH FUNDING SOURCES 
(Index Code or 

n-•-:n 

- -

This row left blank for fundina sources not in droo-down list -
TOTAL OTHER DPH FUNDING SOURCES - - - . . . 

TOTAL DPH FUNDING SOURCES 471,688 440,344 425,716 . . 1,337,748 
NON·DPH FUNDING SOURCES I 

This row left blank for fundina sources not in droo-down list -
TOTAL NON-DPH FUNDING SOURCES - . . . . . 

TOTAL FUNDING SOURCES 1DPH AND NON·DPHll 471,688 440,344 425,716 . - 1,337,748 
BHS UNITS OF SERVICE AND UNIT COST I 

Number of Beds Purchased !if aoolicable I 

SA Onlv- Non-Res 33 - ODF #of Gtouo Sessions !classes 
SA Onlv - Licensed Caoacitv for Medi-Cal Provider with Narcotic Tx Proaram 

(.;OSt \;OSt L;ost 
Reimbursement Reimbursement Reimbursement 

Pavment Method ICRl (CR\ (CR\ 
DPH Units of Service 640 460 380 

UnitTvoe L;l!ent i-u11 uay L;l1ent t-un uay L;l!ent i-un uay u u 
Cost Per Unit- DPH Rate (DPH FUNDING SOURCES Onlvl $ 737.01 $ 957.27 $ 1,120.31 $ - $ -

Cost Per Unit - Contract Rate (DPH & Nan-DPH FUNDING SOURCES) $ 737.01 $ 957.27 $ 1,120.31 $ - $ -
Published Rate !Medi-Cal Providers Oniv1 TotalUDC 

Unduolicated Clients IUDC 16 14 10 4U 

Document Date: 7/1/17 



CBHS BUDGET DOCUMENT 

Appendix B • DPH 3: Salaries & Benefits Detail 

Program Name: Information Technology Appendix #: 8-4 
Program Code: _N_/_A _______ _ Page# 2 

Fiscal Year: 2017-18 
. -· ·-·· .,... . ---··--.. ·-·. --.. -· -·. - .... 

Helpdesk Desktop 
Advanced 

TOTAL MH MHSA(IT) MHMHSA(IT) 
Helpdesk/Desktop Accoun~ing Code 4 Accounting Code 5 Accounting Code 6 

(PMHS63-1712) (PMHS63-1712) 
MH MHSA(IT) (Index Code or Detail) (Index Code or Detail) (Index Code or Detail 

(PMHS63-1712) . 

Term (mm/dd/yy-mm/dd/yy): 07/01117 -06/30/18 07[01/17-06/30/18 07/01117-06/30/18 
Position Title FTE Salaries FTE Salaries FTE Salaries FTE Salaries FTE Salaries FTE Salaries FTE Salaries 

Director of Vocational Services 0.15 $ 16,750 0.05 $ 5,583 0.05 $ 5,583 0.05 $ 5,584 
Manaaer of Vocational IT Services 1.00 $ 67,000 0.33 $ 22,333 0.33 $ 22,333 0.33 $ 22,334 
'locational Rehab Counselor/IT Trainer 1.00 $ 41,000 0.33 $ 13,667 0.33 $ 13,667 0.33 $ 13,666 
IT Trainer 3.00 $ 150,260 1.00 $ 50,087 1.00 $ 50,087 1.00 $ 50,086 
Helpdesk/DesktoP/Advanced HelPdesk/Des .6.25 $ 169,000 2.70 $ 73,008 1.95 $ 52,728 1.60 $ 43,264 
Application/Desktop Suooort/Admin Assistan 6.00 $ 224,640 2.00 $ 74,880 2.0CJ. $ 74,880 2.00 $ 74,880 
Admin Coordinator/Assistant 0.24 $ 9;582 0.08 $ 3,194 0.08 $ 3,194 0.08 $ 3,194 
Consumer Portal IT Trainer 1.17 $ 59,675 0.39 $ 19,892 0.39 $ 19,892 0.39 $ 19,891 
Consumer Portal Technician 2.33 $ 87,334 0.78 $ 29,111 0.78 $ 29,111 0.78 $ 29,112 

0.00 $ -
0.00 $ -
0.00· $ -
0.00 $ -
0.00 $ -
0.00 $ - . 

- 0.00 $ -
0.00 $ -
0.00 $ - . 
0.00 $ -
0.00 $ -
o.oo $ -
0.00 $ -
0.00 $ - .. 

. 0.00 $ -
0.00 $ -
o.oo· $ -
0.00 $ -
o.oo $ . -
0.00 $ -
0.00 $ -

/ 0.00 $ -
0.00 $ -
0.00 $ -

Totals: 21.14 $ 825;241 7.66 $ 291,755 6.91: $ 271,475 6.56 $ ·262,011 0.00 $. - 0.00 :ti - 0.00 $ -
[Employee Fringe Benefits: 38.0%[ $ 313,592 I 38.00%[ $ · 110,867 I 38.00%[ $ 103,161 I 38.00%[ $ 99,564 [ 0.00%[ I 0.00%[ I 0.00%[ 

TOTAL SALARIES & BENEFITS [$-- ''''f,138;833] [$ 402,622 [ [ $ -~4.636-J [_$ __ . 361,575 [ [ $. - • ·1 cr=---=-:i [-$ 

Document Date: 7/1/17 



CBHS BUDGET DOCUMENT 

Appendix B - DPH 4: Operating Expenses Detail 

Program Name: Information Technology Appendix #: B-4 
Program Code: _N_/A ________ _ Page# 3 

Fiscal Year: 2017-18 
Funding Notification Date: 07 /01 /17 -

Helpdesk Desktop 
Advanced . 

Accounting Code 4 Accounting Code 5 Accounting Code 6 
Expense Categories & Line Items TOTAL MH MHSA(IT) MH MHSA(IT) 

Helpdesk/Desktop 
(Index Code or (Index Code or (Index Code or 

(PMHS63-1712) (PMHS63-1712) 
MH MHSA(IT) 

Detail) Detail) Detail) 
(PMHS63-1712) 

Term (mm/dd/yy-mm/dd/YY): 07/01/17-06/30/18 07/01/17-06/30/18 07/01/17-06/30/18 

Rent $ 7,600 $ 2,533 $ 2,533 $ 2,534 
Utilities(telephone, electricity, water, aas) $ 5,500 $ 1,833 $ 1,833 $ 1,834 
Buildina Repair/Maintenance $ 750 $ 250 $ 250 $ 250 

Occupancy Total: $ 13,850 $ 4,616 $ 4,616 $ 4,618 $ - $ - $ -
Office/Proaram Suoolies $ 25,635 $ 8,545 $ 8,545 $ 8,545 

$ - $ - $ - $ -

$ - $ - $ - $ - ' 

$ - $ - $ - $ - ' Materials & Supplies Total: $ 25,635 $ 8,545 $ 8,545 $ 8,545 $ ; - $ - $ -
Trainino/Staff Development· $ 3,500 $ 1,167 $ 1,167 $ 1,166 
Insurance $ 4,100 $ 1,367 $ 1,367 $ 1,366 ' 

Eouipment Lease & Maintenance $ $ $ $ 
I - - - -

$ - $ - $ - $ -
$ - $ - $ - $ -

General Operating Total: $ 7,600 $ 2,534 $ 2,534 $ 2,532 $ - $ - $ -
Local Travel $ 1,000 $ 333 $ 333 $ 334 
Out-of-Town Travel $ - $ - $ - $ -

Field Expenses $ - $ - $ - $ -
Staff Travel Total: $ 1,000 $ 333 $ 333 $ 334 $ - $ - $ -

1consultant1Subcontractor {Provide 
Consultant/Subcontracting Agency Name, 
Service Detail w/Dates, Hourly Rate and $ - $ - $ - $ -
(add more Consultant/Subcontractor lines as 
necessary) $ - $ - $ - $ -

Consultant/Subcontractor Total: $ - $ - $ - $ - $ - $ -
Other (orovide detail): 

Recruitment & Direct Staff Expenses $ 3,500 $ 1,167 $ 1,167 $ 1,166 
Client-Related Food $ 3,000 $ 1,000 $ 1,000 $ 1,000 
Client-Related Other Activities $ 1,000 $ 333 $ 333 $ 334 

Other Total: $ 7,500 $ 2,500 $ 2,500 $ 2,500 $ - $ - $ -

I . TOTAL OPERATING EXPENSE I$ 55,585 I$ 18,528 I$ 18,528 I$ 18,529 I $ - I$ - I$ -

Document Date: 7/1/17 



cBHSBUDGETDOCUMENT 

-

DHCS Legal Entity Name (MH)/Contractor Name (SA) 00343 ' Appendix#: B-5 
Provider Name RAMS Page# 1 

Provi~er Number 3894 Fiscal Year 2017-18 
Fundin~ Notification Date 07/01/17 

1 "r vocational 
Proaram Name Services 
Proaram Code N/A 

Mode/SFC (MH) or Modality (SA 10/30-39 
Service Description u<>-v.ocauona1 

Funding 1 erm (mm/ddtyy- mmtdd1yy1 07/01117-06/30118 TOTAL 
FUNDING USES 

Salaries & Emolovee Benefits 115,256 115,256 
Ooeratina Exoenses 81,173 81,173 

Caoital Exoenses .. -
Subtotal Dlreet Exnenses 196,429 - - - - 196,429 

Indirect Exoenses 23,571 23,571 
TOTAL FUNDING USES 220,000 - - - ~ 220,000 

Accounting Code 
(Index Code or 

BHS MENTAL HEALTH FUNDING SOURCES n ... ,,m 
MH MHSA (CSSl - PMHS63-1704 220,000 220,000 

-
' -

-
This row left blank for fundina sources not in droo-down list -

TOTAL BHS MENTAL HEALTH FUNDING SOURCES 220,000 - - - - 220,000 
Accounting Code 

BHS SUBSTANCE ABUSE FUNDING SOURCES 
(Index Code or 

n .. +,,m 
-
-
-

This row left blank for fundina sources not in droo-down list -
TOTAL BHS SUBSTANCE ABUSE FUNDING SOURCES - - - ·- - -

Accounting Code 
(Index Code or 

OTHER DPH FUNDING SOURCES D..t:111\ 
- -

This row left blank for fundina sources not in drop-down list -
TOTAL OTHER DPH FUNDING SOURCES - - - " - -

TOTAL DPH FUNDING "'uUR<-"'" 220,000 - - " - 220,000 
NON-DPH FUNDING SOURCES I 

I 
This row· left blank for fundina sources not in droo-down list I -

TOTAL NON-DPH FUNDING SOURCES - - - - - -
TOTAL FUNDING (DP11 Al'!D NUN-DPH)I 220,000 - - - - 220,000 

BHS UNITS OF SERVICE AND UNIT COST I 
Number of Beds Purchased (if applicable 

SA Onlv - Non-Res 33 - ODF #of Group Sessions (classes 
SA Onlv - Licensed Caoacitv for Medi-Cal Provider with Narcotic Tx Proaram 

\...OSl 

Reimbursement 
Pavment Method (CR) 

DPH Units of Service 594 
Unit Type 1,.;11ent tun uay u u u u 

Cost Per Unit - DPH Rate IDPH FUNDING SOURCES Onlvl $ 370.37 $ - $ - $ - $ -
Cost Per Unit - Contract Rate (DPH & Non-DPH FUNDING SOURCES) :r; 370.37 $ - :r; - $ - $ -

Published Rate (Medi-Cal Providers Only) Total UDC 
Unduplicated Clients (UDC) ,15 1!:> 

Document.Date: 7/1/17 



CBHS BUDGET DOCUMENT 

Appendix B - DPH 3: Salaries & Benefits Detail 

Program Name: TAY Vocational Services Appendix #: B-5 
Program Code: _N_/A _________ _ Page# 2 

Fiscal Year: 2017-18 
--1011r 

TOTAL 
MH MHSA (CSS) (PMHS63- Accounting Code 2 Accounting Code 3 Accounting Code 4 Accounting Code 5 Accounting Code 6 

1604) (Index Code or Detail) (Index Code or Detail) {Index Code or Detail) (Index Code or Detail) (Index Code or Detail) 

Term (mm/dd/yy-mm/dd/yy): 07/01/17-06/30/18 
Position Title FTE Salaries FTE Salaries FTE Salaries FTE Salaries FTE Salaries FTE Salaries FTE Salaries 

TAY Vocational Services Manaaer/Coordinator 1.00 $ 60,717 1.00 $ 60,717 
ProQram Assistant 0.50 $ 22,500 0.50 $ 22,500 

0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ - ' 
0.00 $ -
0.00 .$ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -

- 0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ - -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -
0.00 $ -

Totals: 1.50 $ 83,217 1.50 $ 83,217 0.00 $ - 0.00 $ - 0.00 $ - 0.00 $ - 0.00 $ -
IErl1ployeeFringe Benefits: 38.5%1 $ 32,039 I 38.50%1 $ 32,039 I 0.00%1 I o.00%1 I 0.00%1 I 0.00%1 I 0.00%1 I 
TOTAL SALARIES & BENEFITS I $ -11S,-256] [ $ 115,2561 rr::71 [$ - I CL - I er:- - I I$ - ] 

Document Date: 7/1/17 



CBHS BUDGET DOCUMENT 

Appendix B - DPH 4: Operating Expenses Detail 

Program Name: TAY Vocational Services Appendix #: 8-5 
Program Code:_N __ /A _____ ...,.. __ Page# 3 

Fiscal Year: 2017-18 

• -··-•••M ''"""'"''"" .. ·-··--.. -· ........... I 

MH MHSA (CSS) (PMHS63 ,Accounting Code 2 Accounting Code 3 Accounting Code 4 Accounting Code 5 Accounting Code E 
Expense Categories & Line Items TOTAL (Index Code or ·(Index Code or (Index Code or (Index Code or (Index Code or 1604) 

Detail) Detail) Detail) Detail) Detail) 

Term (mm/dd/vv-mm/dd/vv\: 07/01/17-06/30/18 

Rent $ 4,600 $ 4,600 
Utilities<teleohone, electricitv, water, aas\ $ 4,000 $ 4,000. 
Buildina Reoair/Maintenance $ 1,000 $ 1,000 

Occupancv Total: $ 9,600 $ 9,600 $ - $ - $ - $ - $ -
Office/Proaram Sunnlies $ 3,000 $ 3,000 

$ - $ -
$ - $ -
$ - $ -

Materials & Supplies Total: $ 3,000 $ 3,000 $ - $ - $ - .$ - $ -
Trainina/Staff Develooment $ 500 $ 500 ' 

' 

Insurance $ 850 $ 850 
Eauinment Lease & Maintenance $ - $ -

$ - $ -
$ - $ -

General Operatina Total: $ 1,350 $ 1,350 $ - $ - $ - $ - $ -
Local Travel $ 1,400 $ 1,400 

,, 

Out-of-Town Travel $ - $ -
Field Exoenses $ - $ -

Staff Travel Total: $ 1,400 $ 1,400 $ - $ - $ - $ - $ -
Consultant/Subcontractor (Provide 
Consultant/Subcontracting Agency Name, 
Service Detanw/Dates, Hourly Rate and $ - $ -
(add more Consultant/Subcontractor lines as 
necessarv) $ - $ -

Consultant/Subcontractor Total: $ - $ - $ - .$ - $ - $ -
Other (orovide detail\: 

Recruitment & Direct Staff Exoenses $ 700 $ 700 
Client Stioends $ '54,123 $ 54,123 
Client-Related Food $ 6,000 $ 6,000 
Client-Related Other Activities $ 5,000 $ 5,000 

Other Total: $ 65,823 $ 65,823. $ - $ - $ - $ - $ -

I TOTAL OPERATING EXPENSE I $ 81,173 I $ 81,173 I $ - I $ - I $ - I $ - I $ -

Document Date: 711/17 
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This Business Associate Agreement ("Agreement") Supplements and is made a part of the contract 
("Contract")] by and between the City and County of San Francisco, the Covered Entity ("CE"), 
and YMCA.of San. Francisco ("Contractor"), the Business Associate ("BA''), -dated. October 1, 
2016 (CMS #7884)._ To the extent that the terms of the Contract are inconsistent with the terms 
of this Agreement, the terms of this Agreement shall control. 

RECITALS 

A. CE, by and through the San Francisco Department of Public Health ("SFDPH''), 
wishes to disclose certain infohnation to BA pursuant to the terms of the Contract, some of which 
may constitute Protected Health Information ("PHI") (defined below). 

B. For purposes of the Contract, SFDPH requires Contractor, even if Contractor is also 
a covered entity under HIP AA, to comply with the terms and conditions of this Agreement as a 
BA of CE. 

-
C. CE and BA intend to protect the privacy and provide for the security of PHI 

disclosed to BA ·pursuant to the Contract in compliance with the Health Insurance Portability and 
Accountability Act of 1996,·Public Law 104-191 ("~PAA"), the Health Information Technology 
for Economic and Clinical Health Act, Public Law 111-005 ("the HITECH Act"), and regulations 
promulgated there under by the U.S. Department of Health and Human Services (the "HIP AA 
Regulations.") and other applicable laws, including, but not limited to, California Civil Code §§ 
56, et seq.,

1 
California Health and Safety Code§ 1280.15, California Civil Code§§ 1798, et seq., 

) . 
California Welfare & Institutions Code §§5328, et seq., and the regulations promulgated there 
under (the "California Regulations").· 

1 

D. As part of the HIP AA Regulations, the Privacy Rule and the Security Rule (defined 
below) require CE to enter into a contract containing specific requirements with BA prior to the 
disclosure of PHI, as set forth in, but not limited to, Title 45, Sections 164.314(a), 164.502(a) and 
(e) and 164.504(e) of the Code of Federal Regulations ("C.F.R.") and contained in this Agreement. 

E. > BA enters into agreements with CE that require the CE to -.disclose certain 
identifiable health information to BA. The parties desire to enter into this Agreement to permit 
BA to have access to such information and comply with the BA requirements of HIP AA, the 
HITECH Act, and the HIP AA Re~lations. 
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In consideration of the mutual promises below and the exchange of information pursuant to this 
Agreement, the parties agree as follows: 

1. Definitions. 

a. Breach means the unauthorized acquisition, access, use, or disclosure of PHI that 
compromises the security or privacy of such information, except where an unauthorized person to 
whom such information is disclosed would not reasonably have been able to retain such 
information, and shall have the meaning given to such term under the HITECH Act and HIP AA 
Regulations [42 U.S.C. Section 17921and45 C.F.R. Section 164.402], as well as California Civil 
Code Sections 1798.29 and 1798.82. 

b. Breach Notification Rule shall mean the HIP AA Regulation that is codified at 45 
C.F.R. Parts 160 and 164, Subparts A and b. 

c. Business Associate is a person or entity that performs certain functions or activities 
that involve the use or disclosure of protected health information received from a covered entity, 
and shall have the meaning given to such term under the Privacy Rule, the Security Rule, and the 
HITECH Act, including, but not limited to, 42 U.S.C. Section 17938 and 45 C.F.R. Section 
160.103. 

d. Covered Entity means a health plan, a health care clearinghouse, or a health care 
provider who transmits any information in electronic form in connection with a transaction covered 
under HIP AA Regulations, and shall have the meaning given to such term under the Privacy Rule 
and the Security Rule, including, but not limited to, 45 C.F.R. Section 160.103. 

e. Data Aggregation means the combining of Protected Information by the BA with 
the Protected Information received by the BA in its capacity as a BA of another CE, to permit data 
analyses that relate to the health care operations of the respective covered entities, and shall have 
the meaning given to such term under the Privacy Rule, including, but not limited to, 45 C.F.R. 
Section 164.501. 

f. Designated Record Set means a group of records maintained by or for a CE, and 
shall have the meaning given to such term under the Privacy Rule, including, but not limited to, 
45 C.F.R. Section 164.501. 

g. Electronic Protected Health Information means Protected Health Information 
that is maintained in or transmitted by electronic media and shall have the meaning given to such 
term under HIP AA and the HIP AA Regulations, including, but not limited to, 45 C.F.R. Section 
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160.103. For the purposes of this Agreement, Electronic PHI includes all computerized data, as 
defined in California Civil Code Sections 1798.29 and 1798.82. 

h. Electronic Health Record means . an.. dectronic record of health-related 
information on an individual that is created, gathered, managed, and consulted by authorized health 
care clinicians and staff, and shall have the meaning given to such term under the HITECH Act, 
including, but not limited to, 42 U.S.C. Section 17921. 

. i. ' Health Care Operations sh~ll have the meaning given to such term under the 
Privacy Rule, including, but not limited to, 45 C.F.R. Section 164.501. 

' 

j. Privacy Rule shall mean the HIP AA Regulation that is codified at 45 C.F.R. Parts 
160 and 164, Subparts A and E. 

k. Protected Health Information or PHI means any information, including 
electronic PHI, whether oral or recorded in any form or medium: (i) that refates to the past, present 

or future physical or mental condition ofari individual; the provision of health care to an individual; 
or the past, present or future payment for the provision of health care to an individual; and (ii) that 

identifies the individual or with respect to which there is a reasonable basis to believe the 
information can be used to identify the individual, and shall have the meaning given to such term 
under the Privacy R~e, including, but not limited to, 45 C.F.R. Sections 160.103 and 164.501. 
For the purposes of this Agreement, PHI includes all medical information and health insurance 
information as defined in California Civil Code Sections 56.05 and 1798.82; 

. l. Protected Information shall mean PHI provided by CE to BA or created, 

maintained, received or transmitted by BA on CE' s behalf. 

m. Security Incident means the attempted or successful unauthorized ~ccess, use, 
disclosure, modification, or destruction of information or interference with system operations in 

an information system, and shall have the meaning given to such term under the Security Rule, 
including, but not limited to, 45 C.F.R. Section 164.304. 

n. Security Rule shall mean the HIP AA Regulation that is codified at 45 C.F .R. Parts 
/ . 

160 and 164, Subparts A and C. 

o. Unsecured PHI means PHI that is not secured by a technology standard that 
renders PHI unusable, unreadable, or indecipherable to unauthorized individuals and is developed 
or endorsed by a standards developing organization that is accredited by the American National 
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Standards Institute, and shall have the meaning given to such term under the HITECH Act an~ any 
guidance issued pursuant to such Act including, but not limited to, 42 U.S.C. Section 17932(h) 

and 45 C.F.R. Section 164.402. 

2. Obligations of Business Associate. 

a. Attestations. The BA will be required to complete and return to CE (and retain in 

BA's records for a period of seven years) the following forms, incorporated by reference as though 

fully set forth herein, SFDPH Attestations for Privacy (Attachment 1 ), Data Security (Attachment 

2) and Compliance (Attachment 3) within ninety (90) calendar days from the execution of the 
Contract. If CE makes changes to any of these forms during the term of the Contract that CE 

believes are substantial, the BA will be required to complete and return CE's updated forms to CE 

within ninety (90) calendar days from the date that CE provides BA with written notice of such 

changes. 

b. User Agreements. The BA shall maintain proof that it has required all of its 

employees or agents that will access SFDPH PHI have signed and completed the following forms 

prior to accessing SFDPH PHI for the first time and annually thereafter during the term of the 

Contract (and retain in BA's records for a period of seven years): the SFDPH User Agreement for 

Confidentiality, Data Security and Electronic Signature (Attachment 4) and the SFDPH Code of 

Conduct (Attachment 5), incorporated by reference as though fully set forth herein. 

c. Permitted Uses. BA may use, access, and/or disclose PHI only for the purpose of 

performing BA's obligations for or on behalf of the City and as permitted or required under the 

Contract [MOU] and Agreement, or as required by law. Further, BA shall not use PHI in any 

manner that would constitute a violation of the Privacy Rule or the HITE CH Act if so used by CE. 
However, BA may use Protected Information as necessary (i) for the proper management and 

administration of BA; (ii) to carry out the legal responsibilities of BA; (iii) as required by law; or 

(iv) for Data Aggregation purposes relating to the Health Care Operations of CE [45 C.F.R. 

Sections 164.502, 164.504(e)(2). and 164.504(e)(4)(i)]. 

d. Permitted Disclosures. BA shall disclose Protected Information only for the 

purpose of performing BA's obligations for or on behalf of the City and as permitted or required 

under the Contract [MOU] and Agreement, or as required by law. BA shall not disclose Protected 
Information in any manner that would constitute a violation of the Privacy Rule or the HITECH 

Act if so disclosed by CE. However, BA may disclose Protected Information as necessary (i) for 
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the proper management and administration of BA; (ii) to carry out the legal responsibilities of BA; 
(iii) as required by law; or (iv) for Data Aggregation purposes relating to the Health Care 

Operations of CE. If BA discloses Protected Information to a third party, BA must obtain, prior 
to making- any such discfosure~-~(lfreasol1able written assurances from such third party that -such 

Protected Information will be held. confidential as provided pursuant to this Agreement and used 
or disclosed only as required by law or for the purposes for which it was disclosed to such third 
party, and (ii) a written agreement from such third party to immediately notify BA of any breaches, 
security incidents, or unauthorized uses or disclosures of the Protected Information in accordance 
with paragraph 2. k. of the Agreement, to the extent it has obtained knowledge of such occurrences 

[42 U.S.C. Section 17932; 45 C.F.1:l. Section 164.504(e)]. BA may disclose PHito a BA that is a 
subcontractor and may allow the subcontractor to create, receive, maintain, or transmit Protected 

Information on its behalf, ifthe BA obtains satisfactory assurances, in accordance with 45 C.F.R. - . 
Section 164.504(e)(l), that the subcontractor will appropriately safeguard the information [45 
C.F.R. Section 164.502(e)(l)(ii)]. 

e. Prohibited Uses and Disclosures. BA shall not use or disclose PHI other than as 
permitted or required by the Contract and Agreement, or as required by law. BA shall not use or 
disclose Protected Information for fundraising or marketing purposes. BA shall not disclose 
Protected Information to a health plan for payment or health care operations purposes if the patient 
has requested this special restriction, and has paid out of pocket in full for the health care item or 

service to which the PHI solely r!!lates [42 U.S.C. Section 17935(a) and 45 C.F.R. Section 
164.522(a)(l)(vi)]. BA shall not directly or indirectly receive remuneration in exchange for 

Protected Information, except with the prior written consent of CE and as permitted by the 
HITECH Act, 42 U.S.C. Section 17935(d)(2), and the HIP AA regulations, 45 C.F.R. Section 

164.502(a)(5)(ii); however, this prohibition shall not affect payment by CE to BA for services 
provided pursuant to the Contract. 

f. Appropriate Safeguards. BA shall take the appropriate security measures to 

protect the confidentiality, integrity and availability of PHI that it creates, receives, maintains, or 
transmits on behalf of the CE, and shall prevent any use or disclosure of PHI other than as 

permitted by the Contract or this Agreement, including, but not limited to, administrative, physical 
and technical safeguards.in accordance with the Security Rule, including, but.not limited to, 45 
C.F.R. Sections 164.306, 164.308, 164.310, 164.312, 164.314 164.316, and 164.504(e)(2)(ii)(B). 

BA shall comply with the policies and procedures and documentation requirements of the Security 
Rule, including, but not limited to, 45 C.F.R. Section 164.316, and42 U.S.C. Section 17931. BA 
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is responsible for any civil penalties assessed due to an audit or investigation of BA, in accordance 
with 42 U.S.C. Section 17934(c). 

g. Business Associate's Subcontractors and Agents. BA shall ensure that any 
agents and subcontractors that create, recei;ve, maintain or transmit Protected Information on 
behalf of BA, agree in writing to the same restrictions and conditions that apply to BA with respect 
to such PHI and implement the safeguards required by paragraph 2.d. above with respect to 
Electronic PHI [45 C.F.R. Section 164.504(e)(2) through (e)(5); 45 C.F.R. Section 164.308(b)]. 
BA shall mitigate the effects of any such violation. 

h. Accounting of Disclosures. Within ten (10) calendar days of a request by CE for 
an accounting of disclosures of Protected Information or upon any disclosure of Protected 
Information for which CE is required to account to an individual, BA and its agents and 
subcontractors shall make available to CE the information required to provide an accounting of 
disclosures to enable CE to fulfill its obligations under the Privacy Rule, including, but not limited 
to, 45 C.F.R. Section 164.528, and the HrFECH Act, including but not limited to 42 U.S.C. Section 
17935 (c), as detemiined by CE. BA agrees to implement a process that allows for an accounting 
to be collected and maintained by BA and its agents and subcontractors for at least six (6) years 
prior to the request. However, accounting of disclosures from an Electronic Health Record for 
treatment, payment or health care operations purposes are required to be collected and maintained 
for only three (3) years prior to the request, and only to the extent that BA maintains an Electronic 
Health Record. At a minimum, the information collected and maintained shall include: (i) the date 
of disclosure; (ii) the name of the entity or person who received Protected Information and, if 
known, the address of the entity or person; (iii) a brief description of Protected Information 
disclosed; and (iv) a brief statement of purpose of the disclosure that reasonably informs the 
individual of the basis for the disclosure, or a copy of the individual's authorization, or a copy of 
the written request for disclosure [45 C.F.R. 164.528(b)(2)]. If an individual or an individual's 
representative submits a request for an accounting directly to BA or its agents or subcontractors, 
BA shall forward the request to CE in writing within five (5) calendar days. _ 

i. Access to Protected Information. BA shall make Protected Information 
maintained by BA or its agents or subcontractors in Designated Record Sets available to CE for 
inspection and copying within (5) days of request by CE to enable CE to fulfill its obligatfons 
under state law [Health and Safety Code Section 12311 O] and the Privacy Rule, including, but not 
limited to, 45 C.F.R. Section 164.524 [45 C.F.R. Section 164.504(e)(2)(ii)(E)]. If BA maintains 
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Protected Information in electronic format, BA shall provide such information in electronic format 
as necessary to enable CE to fulfill its obligations under the HITECH Act and HIP AA Regulations, 

including, but not limited to, 42 U.S.C. Section l 7935(e) and 45 C.F.~: !?4..5?~.·---··· ______ _ 
j. Amendment of Protected Information. Within ten (10) days of a request by CE 

for an amendment of Protected Information or a record about an individual contained in a 
Designated Record Set, BA and its agents and subcontractors shall make such Protected 
Information available to CE for amendment and incorporate any such amendment or other 
documentation to enable CE to fulfill its obligations under the Privacy Rule, ineluding, but not 
limited to, 45 C.F.R Section 164.526. If an individual requests an amendment of Protected 

. ' 

Information directly from BA or its agents or subcontractors, BA must notify CE in writing within 
five (5) days of the request and of any approval or denial of amendment of Protected Information 
maintained by BA or its agents or subcontractors [45 C.F;R. Section 164.504(e)(2)(ii)(F)]. 

k. Governmental Access to Records. BA shall make its internal practices, books 
and records relating to the use and disclosure of Protected Information available to CE and to the 
Secretary of the U.S. Department of Health and Human Services (the "S-ecret-ary") for purposes of 
determining BA's compliance with HIPAA [45 C.F.R. Section 164.504(e)(2)(ii)(I)]. BA shall 
provide CE a copy of any Protected Information and other do~uments and records that BA provides 
to the Secretary concurrently with providing such Protected Information to the Secretary. 

I. Minimum Necessary. BA, its agents and subcontractors shall request, use and 
disclose only the minimum amount of Protected Information necessary to acc9mplish the intended 
purpose of such use, disclosure, _or request. [42 U.S.C. Section 17935(b); 45 C.F.R. Section 
164.514(d)]. BA understands and agrees that the definition of"minimum necessary" is in flux and 
shall keep itself informed of guidance issued by the Secretary with respect to what constitutes 
"minimum necessary" to accomplish the intended purpose in accordance with HIP AA and HIP AA 
Regulations. 

m. Data Ownership. BA acknowledges that BA has no ownership rights with respect 
to the Protected Information. 

n. Notification of Breach. BA shall notify CE within 5 calendar days of any 
breach of Protected Information; any use or' disclosure of Protected Information not permitted 
by the Agreement; any Security Incident (except as o.therwise provided below) related to Protected 
Information, and any use or disclosure of data.in violation of any applicable federal or state laws 
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by BA or its agents or subcontractors. The notification shall include, to the extent possible, the 
identification of each individual whose unsecured Protected Information has been, or is reasonably 
believed by the BA to have been, _accessed, _acquired, used, or disclosed, as well as any other .. 
available information that CE is required to include in notification to the individual, the media, the 
Secretary, and any other entity under the Breach Notification Rule and any other applicable state 
or federal laws, including, but not limited, to 45 C.F.R. Section 164.404 through 45 C.F.R. Section 
164.408, at the time of the notification required by this paragraph or promptly thereafter as 
information becomes available. BA shall take (i) prompt corrective action to cure any deficiencies 
and (ii) any action pertaining to unauthorized uses or disclosures required by applicable federal 
and state laws. [42 U.S.C. Section 17921; 42 U.S.C. Section 17932; 45 C.F.R. 164.410; 45 C.F.R. 
Section 164.504(e)(2)(ii)(C); 45 C.F.R. Section 164.308(b)] 

o. Breach Pattern or Practice by Business Associate's ·Subcontractors and 
Agents. Pursuant to 42 U.S.C. Section l 7934(b) and 45 C.F.R. Section 164.504(e)(l)(iii), if the 
BA knows of a pattern of activity or practice of a subcontractor or agent that constitutes a material 
breach or violation of the subcontractor or agent's obligations under the Contract or this 
Agreement, the BA must take reasonable steps to cure the breach or end the violation. If the steps 
are unsuccessful, the BA must terminate the contractual arrangement with its subcontractor or 
agent, if feasible. BA shall provide written notice to CE of any pattern of activity or practice of a 
subcontractor or agent that BA believes constitutes a material breach or violation _of the 
.subcontractor or agent's obligations under the Contract or this Agreement within five (5) calendar 
days of discovery and shall meet with CE to discuss and attempt to resolve the problem as one of 
the reasonable steps to cure the breach or end the violation. 

3. Termination. 

a. Material Breach. A breach by BA of any provision of this Agreement, as 
determined by CE, shall constitute a material breach of the Contract and this Agreement and shall 
provide grounds for immediate termination of the Contract and this Agreement, any provision in 
the CONTRACT to the contrary notwithstanding. [ 45 C.F.R. Section 164.504(e)(2)(iii)]. 

b. Judicial or Administrative Proceedings. CE may terminate the Contract and this 
Agreement, effective immediately, if (i) BA is named as defendant in a criminal proceeding for a 
violation of HIP AA, the HITECH Act, the HIP.AA Regulations or other security or privacy laws 
or (ii) a finding or stipulation that the BA has violated any standard or requirement of HIP AA, the 
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HITECH Act,· the HIP AA Regulations or other security or privacy laws is made in any 
administrative or civil proceeding in which the party has been joined. · 

c. Effect of Termination. Upon termination ofthe Contract and this Agreement for 
any reason, BA shall, at the option of CE, return or destroy all Protected Information that BA and 
its agents and subcontractors still maintain in any form, and shall retain no copies of such Protected 
Information. If return or destruction is not feasible, as determined by CE, BA shall continue to 
extend the protections and satisfy the obligations of Section 2 of this Agreement to such 
information, and limit further use and disclosure of such PHI to those purposes that make the return 
or destruction of the information infeasible [45 C.F.R. Section 164.504(e)(2)(ii)(J)]. If CE elects 
destruction of the PHI, BA shall certify in writing to CE that such PHI has been destroyed in 
accordance with the Secretary's guidance regarding proper destruction of PHI. 

d. Civil and Criritinal Penalties. BA understands and agrees that it is subject to civil 
or criminal penalties applicable to BA for unauthorized use, access or disclosure or Protected 
Information in accordance with the HIP AA Regulations and the HITECH Act including, but n,ot 
limited to, 42 U:S.C. 17934 (e). 

e. Disclaimer. CE makes no warranty or representation that compliance py BA with 
this Agreement, HIP AA, the HITECH Act, or the HIP AA Regulations or corresponding California 
law provisions will be adequate or satisfactory for BA's own purposes. BA is solely responsible 
for all decisions made by BA regarding the safeguarding of PHI. 

4. Amendment to Comply with Law. 

The parties acknowledge that state and federal laws relating to data security and privacy 
are rapidly evolving and that amendment of the Contract or this Agreement may be required to 
provide for procedures to ensure compliance with such developments; The parties specifically 
agree to take such action as is necessary to implement the standards and requirements of HIP AA, 
the HITECH Act, the HIP AA regulations and other applicable state or federal laws relating to the 
security or confidentiality of PHI. The parties understand and agree that CE must receive 
satisfactory written assurance from BA that BA will adequately safeguard all Protected 
Information. Upon the request of either party, the other party agrees to promptly enter into 
negotiations concerning the temis of an amendment to this Agreement embodying written 
assurances consistent with the standards and requirements of HIP AA, the HITECH Act,' the 
HIP AA regulations or other applicable state or federal laws. CE may terminate the Contract upon 
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thirty (30) days written notice in the event (i) BA does not promptly enter into negotiations to 
amend the Contract or this Agreement when requested by CE pursuant to this section or (ii) BA 

......... does .. not enter. into an amendment to the Contract or this _Agreement prnyidi11g.~~S_ll[.fil.1.Ces 

regarding the safeguarding of PHI that CE, in its sole discretion, deems sufficient to satisfy the 
standards and requirements of applicable laws. 

5. Reimbursement for Fines or Penalties. 

In the event that CE pays a fine to a state or federal regulatory agency, and/or is assessed 
civil penalties or damages through private rights of action, based on an impermissible use or 
disclosure of PHI by BA or its subcontractors or agents, then BA shall reimburse CE in the amount 
of such fine or penalties or damages within thirty (30) calendar days .. 

Attachment 1 - SFDPH Privacy Attestation, version 10/29/15 
Attachment 2 - SFDPH Data Security Attestation, version 10/29/15 
Attachment 3 - SFDPH Compliance Attestation, version 10/29/15 
Attachment 4- SFDPH User Agreement for Confidentiality, Data Security and Electronic 

Signature, version 4/23/15 
Attachment 5 - SFDPH Code of Conduct, version 6/17 /15 

Office of Compliance and Privacy Affairs 
San Francisco Department of Public Health 
101 Grove Street, Room 330, San Francisco, CA 94102 
Email: compliance.privacy@sfdph.org 
Hotline (Toll-Free): 1-855-729-6040 
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San Francisco Department of Public Health (SFDPH) Office of Compliance and Privacv Affairs (OCPA ATIACHMENTl 
Organization Name: Contractor City · 

Vendor ID 

. SFDPH PRIVACY ATTESTATION 
This Attestation is to be completed by Contractors and Data Trading Partners that are required to abide by the SFDPH Business Associate~ Agreement {BAA) in compliance with 
the Health Information Portability and Accountability Act {HIPAA) and other patient confidentiality laws and regulations. INSTRUCTIONS: File and retain completed Attestations 
for a period of 7 years. Please be prepared to submit your completed Attestations, along with evidence of the following, when and if requested to do so. 

A 
B 

c 

D 

E 

F 

... G 

Yes No* ' DOESYOURORGANIZATION .•• 

Have formal Privacy Policies? {use of SFDPH Privacy Policies will suffice for "yes") 
Have a designated Privacy Officer? The Privacy Officer is your organization's designated person who will authorize your employee's "Systems Access Request 
{SAR) Form". [Note: SARs will NOT be processed by SFDPH without this person's signature.] 

If I Privacy 
yes: Officer Name I Phone# 

Require Privacy Training for all employees who have access to PHI upon hire and annually thereafter? {Use ofSFDPH Privacy/Data Security Training will 
suffice for "yes"). [Beginning in FY1516, DPH will require document retention for 7 years.] 

Have proof that employees upon hire, and annually thereafter, have signed the SFDPH"User Confidentiality, Security, and Electronic Signature Form"? 
[Beginning in FV1516, DPH wifl require document retention for 7 years.] · · 

Have evidence that SFDPH was notified to de-provision employees: who have access to SFDPH PHI within 2 busines~ days for regular terminations and within 
24 hours for terminations dueto cause? 
Assure that staff who download, create, or transfer PHI offsite (via laptop, USS/thumb-drive, handheld), have prior supervisorial authorization to do so AND 
that PHI is only transferred or created on devices that are encrypted? 
Have (or will have if/when applicable) BAAs with subcontractors or vendors who create, receive, maintain or transmit SFDPH PHI.· 

Does your organization serve patients/clients for or on behalf of DPH? lf __ YES, answer h-k. lf __ NO, these questions are not applicable, please go directly to ATTEST. 

H 

J 

K 

Yes No* DOES YOUR ORGANIZATION .•• 
Have evidence in each patientVclient's chart or electronic file that the Privacy Notice was provided in the patient's language (English, 
Cantonese, Vietnamese, Tagalog, Spanish, Russian forms are available from SFDPH). 
Have Visibly posted the Summary of the Notice of Privacy Practices in all six languages in common patient areas of your treatment facility? 
Have documented each disclosure of a patient's/client's health information for purposes other than treatment, payment, or operations? 
When required by law, have proof that signed authorization for disclosure forms {that meet the requirements oft~e HIPAA Federal Privacy Rule) 
are obtained PRIOR to releasing·a J:)atient's/clients health information? 

ATTEST: Under penalty of perjury, I hereby attest that to the best of my knowledge the information herein is true and correct. 
I I I ·· ·· .... _,,_, .. · · , "I ... '---~---- I'... ..,,•:, .. .. .. ·· •· ~- ,.,, .. 

ATTESTED by Privacy Officer 
Name . 'I .:>ll;;lld~UI t: 

(print) 

ATTESTED by CEO/ Exec Name I Signature 
Director (print) 

ATTESTED by Chair, Board . Name '.I Signature 
·of Directors I Trustees (print) 

* EXCEPTIONS: If you have answered "NO" to any question in A-G or H-K (if applicable), please contact OCPA at compliarice.privacy@sfdph.org or call 1-855-

729-6040 for a consuttation. Any "No" answers will need to be reviewed and approved as exceptions by OCPA. 
EXCEPTION(S)APPROVED Name Signature 

by OCPA (print) 



San Francisco Deoartment of Public Health ($FDPH) Office of Comoliance and Privacv Affairs (OCPA 
Organization Name: 

SFDPH DATA SECURITY ATTESTATION 

Contractor City 
Vendor ID 

ATTACHMENT2 

This Attestation is to be completed by Contractors and Data Trading Partners that are required to abide by the SFDPH Business Associates Agreement in compliancewith the 
Health Information Portability and Accountability Act (HIPM, ADMINISTRATIVE 45 CFR 164.308(a)(8)), Health Information Technology for Economic and Clinical Health Act 
(HITECH), and the American Institute of Certified Public Accountants (AICPA) requirements. INSTRUCTIONS: File and retain completed Attestations for a period of 7 years. 
Please be prepared to submit your completed Attestations, along with evidence of the following, when and if requested to do so. 

YES NO* DOES YOUR ORGANIZATION .•• 

A Conduct assessments/audits of your data security safeguards to demonstrate and document compliance with your security policies and the requirements of 
HIPAA/ HITECH at least every two years? [Beginning in FY1516, DPH will require document retention for 7 years.] 

B Use findings from the assessments/audits to identify and mitigate known risks into documented remediation plans? 
Date of last Data Security Risk Assessment/Audit --- _ 

Name of firm or person(s) who performed the 
'. . '. ~-.. 

Assessment/ Audit and/or authored the final report .. ---

c Have a.formal Data Security Awareness Program? 
D Have a designated Security Officer? 

If yes: I IT Security ''··· 
--1 Phone# I Email: 

Officer --
-- _, .. - -- --

E Require Data Security training for all employees who have access to PHI upon hire and annually thereafter? (Use of SFDPH Privacy/Data Security Training 

will suffice for "yes".) [Beginning in FY1516, DPH will require document retention for 7 years.] 
F Have policies and procedures to detect, contain, and correct security violations? (Use of SFDPH Privacy Policies w~ll suffice for "yes".) 
G Have (or will have if/when applicable) Business Associate Agreements with subcontractors or vendors who create; receive, maintain or transmit SFDPH PHI. 
H Have (or will have if/when applicable) a diagram (of how SFDPH data flows between your organization and this downstream or 3rd party entity (including 

named users, access methods, on-premise data hosts, processing systems, etc.)? I 
ATTEST: Under penalty of perjury, I hereby attest that to the best of my knowledge the' information herein is true and cbrrect. 

--
ATIESTED by Data Security Name Signature 

-
Date -

Officer (print) ( 

A TIESTED by CEO / Exec Name Signature Date ' 
Director (print) 

ATIESTED by Chair, Board Name Signature Date 
of Directors /Trustees (print) - -

*EXCEPTIONS: If you have answered "NO" to any question, please contact OCPA at compliance.privacy@sfdph.org or call 1-855-729-6040 for a consultation. 

Any "No" answers will need to be reviewed and approved a·s exceptions by OCPA. 

EXCEPTION(S) APPROVED Name 
by OCPA (print) 

J-

FORM REVISED 10-29-15 SFDPH Office of Compliance and Privacy Affairs (OCPA) 

Signature Date 

--



San Francisco Department of Public Health (SFDPH) Office of Compliance and Privacy Affairs (OCPA) ATTACHMENT3 

Organization Name: Contractor City 
Vendor ID 

SFDPH COMPLIANCE ATTESTATION 
This Attestation is to be completed by Contractors and Data Trading Partners that are required to abide by the SFDPH Business Asso~iates Agreement in compliance with 

Medicare Medicaid Conditions of Participation, Fafse Claims Act and other ethics/compliance laws and regulations. INSTRUCTIONS: File and retain completed Attestations for a 
period of 7 years. Please be prepared to submit your completed Attestations, along with evidence of the following, when and if requested to do so. 

YES NO* DOES YOUR ORGANIZATION ... 

A I' I 

B 

c 

p 

E 

F 

G 

H 

Have a formal Compliance Program? 

Have a designated Compliance Officer? 

If yes: I Compliance Phone# 
Officer Name 

Require all employees who have access to SFDPH Systems or PHI to take Compliance training upon hire and annually thereafter? (Use of SH>PH compliance 

training will suffice for "yes".) [Beginning in FY1516, DPH will require you to retain these records for 7 years.] 

Have proof that employees upon hire, and annually thereafter, have signed agreement to the SFDPH "Code of Conduct"? [Beginning in. FY1516, DPH will 
require document retention for 7 years.] 

Have mechanisms in place to identify and promptly respond to compliance deficiencies and report to the SFDPH all identified compliance deficiencies related 
to services that were billed by SFDPH or that could jeopardize your organization's continued participation in government health care programs, including 
Medicare or Medi-Cal funded programs? 

· ' 1 Publicize arid promote the SFDPH Compliance and Privacy Hotline number (1-855-729-6040) or the City's Wh istleblower Program including posting a notice 
of 

·Have a Code of Conduct or Ethics policy that includes a mechanism for staff to confidentially and anonymously report potential compliance concerns as well 
as a strict non-retaliation policy (Use ofSFDPH Compliance policies will suffice for "yes".)? 

Have mechanisms in place to review the Office of the Inspector General (OIG), General Services Administration (GSA), and the California Department of 
Health Care Services (DHCS) exclusion lists upon initial hire and monthly thereafter to ensure that no employee, temporary employee, volunteer, consultant, 
or governing body member responsible for administering or delivering Federal Healthcare Program services is excluded from (may not work in) a federal 
health care program? [False Claims Act] 

1 

Require (or will require, if/when applicable) subcontractors/vendors to comply with all requirements in this Attestation? 

ATTEST: Under penalty of perjury, I hereby attest that to the best of my knowledge the information herein is true and correct. 
ATIESTED by Compliance I Name 

Officer (print) 

ATTESTED by CEO I Exec I Name 
Director (print) 

ATIESTED by Chair, Board I Name 
of Directors I Trustees (print) 

I 
I Signature 

Signature 

Signature 

*EXCEPTIONS: If you have answered "NO" to any question, please contact OCPA at compliance.privacy@sfdph.org or call 1-855-729-6040 for a consultation. 

Any "No" answe·rs will need to be reviewed and approved as exceptions by OCPA. 

EXCEPTION($) APPROVED Name j Signature .· :-:-> . ' • I Date 
by OCPA (print) 

CnDl\AAT DC\/l~C'n '111"\ "'lln ., r- C"'rr<i.r..• 1 -rr- -





ATIACHMENT4 

City and County of San Francisco Department of Public Health 

User Agreeme.nt for Confiqentiality, Data Security and Electronic Signature 

Individuals with access to SFDPH confidential information and data systems have a legal and ethical responsibility to 
protect the security and confidentiality of personal, medical, financial, personnel and protected health information, and 
to use that information and those systems onlv in the performance of their Jobs. the following applies to confidential, 
restricted, or protected SfDPH information and assets that are accessed, received or sent in any format, including 
digital, paper, voice, facsimile, photos, electronic signatures, etc. 

By signing this document, I under5tand and hereby agree to the following terms and c_onditions: 

1. Violations: Non-adherence to this Agreement may result in disciplinary action up to and including termination 
ofemployment or contractual relationship with SFDPH. Violation of stai:e and federal laws regarding patient 
privacy may subject me to substantial monetary perialties 8r)d/or make.me the.subject of a civil or criminal 
action pursuant to the Health lnsurarn;:e Portability and Accountability Act of 1996 (HIPAA), the California Medical 
Information Act, the LPS Act, the Welfare and Institutions code· Section 14100.2, and other federal and state 
privacy laws. 

2. Policies: I have access to and I agree to abide by SFDPH Privacy and Data Security Policies found at 
http:Uwww.sfdph.ora/DPH/privacy 

3. Patient Protections: I understand that patient information is protected in every form, such as written records and 
correspondence, oral communications and computer programs, applications and data. I will only access, discuss, 
or divulge confidential SFDPH information as required for the perform•nce of my job duties. I agree not to use, 
copy, make notes regarding, remove, release or disclose patient Information unless it is permitted by SFDPH 
policy and local, state, and/or Federal Law. 

4. Releasing Information: I agree to take all reasonable prec;mtions to assure that SFDPH information or information 
entrusted to SFDPH by third parties (such as patients) will not be disclosed to unauthorized persons. I understand I: 
am not authorized to use this information for my own purposes, nor am I at libertyto provide this information to · 
thi_rd parties without the express written consent of the SFDPH Program Director. I agree not to publish or 
otherwise make publlt any infor-matlon regarding persons-receiving services without prior authorization or as 
required by law. Providers may need to use all of an individual's he11lth information in the provision of patient 
care. 

5. Accessing Svstems: I agree not to access or attempt to access any system, nor allow access by another person or 
group, without specific authorization from a local Information System Director. I agree not to demonstrate the 
operation of systems to anyone without t;?xpress authori~ation of.a local Information System Director. SFDPH 
iriforination systems maintain internal logs of applications. and data accessed, indicating who viewed, added, 
edited, printed or deleted information. I may be asked to justify my use ofspecific information contained in or 
managed by SFDPH Information sy~tems. 

6. Jnformation Assets: In order to ensure the integrity and security of SFDPH systems, I agree not to disclose any 
portion of the organization's Information assets to any unauthorized person. This includes, but is not limited to, 
the design, programming techniques, flow charts, source code, screens, documentation or intellectual capital 
created, licensed or owned by SFDPH. I agree to forward any request for such information to my supervisor 
and/or the SFDPH Public Information Officer. 

7. Devices. I will not download or maintain patient information on my privately-owned portable devices. If using . 
a SFDPH- or UCSF-provided and password-protected device, I will delete patient information (and empty it from 
my device's recycle bin) promptly when It is no longer needed to fulfill my job responsibilities. I understand that 
the risk of privacy being breached increases with the mobility of that data and I recognize extra precautions must 
be used when using handheld computers and/or smart phones to store or transmit sensitive information . 

.. SFDPH Privacy Toll-free Hotline 1-855-729-6040 .. SFDPH Compliance Hotline 415-642-5790 .. 
N SFDPH Data Security Office, 415-759-3577 N • 
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ATIACHMENT4 

City and County of San Francisco Department of Public Health 

~ser Agreement for Confidentiality, Data Security and Electronic Signature 

8. User IDs and Passwords: Individuals requiring access to SFDPH information.systems will be given a user ID and 
password. It is my responsibility to maintain the confidentiality of patient and other information to which I have 
access. I agree to keep my user IDs and passwords secret and secure by taking reasonable security measures to 
prevent them from being lost or inappropriately acqu~ed, modified or otherwise compromised, and to preve~t 
unauthorized disclosure of, access to, or use of them, or of any media on which information about them are 
stored. If I suspect that my user ID or password has been stolen or inappropriately acquired, lost, used by an 
unauthorized party, or otherwise compromised, I will immediately notify the appropriate Information Systems 
Help Desk and request that my electronic signature be revoked. I agree to choose a difficult-to-guess password, 
not to share this password with any other person and not to write this password down as described in SFDPH Data 
Security PoMcies. 

9. Property Rights. The hardware, software, data and outputs of SFDPH information system are the property of the 
SFDPH and must be appropriately licensed for installation on a SFDPH computer. I will obtain prior ;authorizatiO!l 
from a SFDPH information systems administrator before installing personal software on a SFDPH computer. 
SFDPH has the right to review and remove personal or unlicensed software and data on any SFDPH computer or 
information system. 1 

10. Electronic Signatures: When my signature or co-signature is required for "a financial, program or medical record" 
under California or Federal law, California or Federal regulation, or organizational policy or procedure, my user ID 
and password together shall constitute an electronic signature. For the purposes of authorizing and 
authenticating electronic health records, my electronic signature hast.he full force, effect, and responsibility of a 
signature affixed by hand to a paper document. My electronic signature establishes me as the signer or co­
signer of electronic documents. My electronic signature will be valid for the length of time specified in the SFDPH 
Password Security Policy (or the database administrator, whichever is shorter) from date of issuance, or earlier if it 
is revoked or terminated per the terms of the user agreement. Prior to the expiration date, I will receive a system 
alert when my password is due to expire and be given the opportunity to renew it. Setting a new password for my 
user-ID (electronic signature) renews the terms of this agreement. 

11. Upon Termination: At the end of my employment or contract with SFDPH, I agree to return to SFDPH all 
information to which I have had access as a result of my position with SFDPH. 

12. Reporting: I will report any suspected privacy or data security violations to the Privacy Hotline and any other 
types of misconduct to the Compliance Hotline. 

I understand that looking at patient information without having a business purpose is against the law. 

also understand that violation of any of the requirements set forth in this User Agreement may result in 

termination of my employment, reporting to regulatory bodies, and reporting to my professional board. 

USER NAME USER 
(PRINT) DEPARTMENT 
USER DATE SIGNED 
SIGNATURE 

NOTE: This form to be signed at time of hire, each time authorization to access a SFDPH data system is given, and annually 
thereafter.· Signed forms are to be retained a minimum of 7 years post de-provisioning the individual's access to a SFDPH data 
system and/or termination of employment. 

N SFDPH Privacy Toll-free Hotline 1-855-729-6040 N SFDPH Compliance Hotline 415-642-5790 N 

N SFDPH Data Security Office, 415-759-3577 N 
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City and County of San Francisco 
Edwrn· M. Lee, Mayor 

ATIACHMENTS 

San Francisco Departm~nt of Public Health 
Office of Compliance and Privacy Affairs 

San Francisco Department of Public Health 
Compliance Program - Code of Conduct 

DPH Compliance Program Mission and Goals 

The mission of the DPH Compliance Program Is to ensure integrity in OPH clinical and business activities. 
This mission is carried outthrough a C-ompliance Office that is dedicated to the following goals: 

• To promote an understanding of and compliance with Medicare, Medi-Cal, and other applicable 
federal and state laws and regulations; 

• To use education and training to improve compliance with billing and reimbursement rules and 
regulations; and 

• To work with providers, managers, and staff to integrate compliance into the daily operations of 
DPH. 

Business Ethics 

All employees, contractors, and agents must demonstrate integrity in their business practices in order to 
instill and preserve trust on the part of our patients. Actions which rr\ay be construed as violations of our 
business ethics include the personal possession and/or use of goods or services that were purchased 
solely for the Department or its divisions. 

Conflict of Interest 

Employees, contractors, and.agents mu.st not engage in decisions which may result in a personal or 
financial interest. All business with patients, payers, vendors, contractors, and customers must be 
conducted without accepting offers, gifts, favors or other improper invitations in exchange for their 
influence or assistance. Employees, contractors, and agents rriust consider and avoid actual conflicts, as 
well as the appearance of conflicts of Interest. 

Reimbursement Claiming Practices and the False Claims Act 

The purpose of documentation is to acctirately reflect clinical effort, demonstrate medical necessity, and 
obtain appropriate reimbursement. Failure to abide by these procedures can lead to criminal and civil 
liability for the City. As a recipient of Medicare and Medi"Cal fonds, and federal and state grants and 
subventions, DPH has an obligation to comply with all federal and state laws, rules, and regulations. 

The principal statute impacting our billing and cost claiming practices is the federal False Claims Act 
(FCA). Under the Act, it is a felony to make or present a claim for payment, to any United States agency, 
that is knowingly false, fictitious, or fraudulent. 

Office of Compliance and Privacy Affairs, San Francisco Department of Public Health 
101 Grove Street, Room 330, San Francisco, CA 94102 

Office ·emall: compliance.privacy@sfdph.org 
Confidential Compliance and Privacy Hotline (Toll-Free): 1-SSS-729-6040 



ATTACHMt.N I !> 

Actions which may be construed as violations of the FCA, include: 

• The refusal to return/refund money to which DPH or City is not entitled; 
• The submission of a claim, invoice, or cost report, for reimbursement for goods or services that 

were not delivered to the Department, were previously reimbursed under a separate program, 
or that were expended in violation of applicable federal, state, or private foundation grants, or 
state subventions awarded to the City. 

Privacy and Security 

All employees, contractors, and agents are required to protect patient health information at all times. 
Availability to a patient's electronic health record is limited to those who duties require access. Under 
no circumstances should electronic hecilth record passwords ~.shared: .. 

Compliance Hotline 

Every Compliance Program needs to have a method, outside of the line of command, for those times 
when a person prefers not to, or is unable to approach a supervisor, with a question concerning a policy 
or activity. For this reason, DPH has established a Compliance Hotline. This hotline is intended to be 
used to report activity and/or conduct that may be in violation of the Code of Conduct, including but not 
limited to: 

• Billing or reimbursement regulations, fraudulent transactions 
• Misuse offederal or state grant funds 

• Patient Confidentiality 
• Conflict of Interest 

• Falsification of documents 
• Sharing passwords to access Electronic Health Record 

• Misuse of DPH funded or supported property, facilities and equipment 

The number for the DPH Compliance Hotline is (855) 729-6040 toll-free. 

Acknowledgement of the Code of Conduct 

My electronic signature and/or my hand-written signature on this Code acknowledges that I have read . 
and understand the standards that are included In this Code. 

I agree to comply fully with these standards. 

I understand that violations of the principles embodied in this Code may result in disciplinary action, up 
to and including discharge. 

Name: 

Class# & Job Title: 

Division: 

Signature & Date: 
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