Contract Number _______

September 1, 2006


ATTACHMENT I

DEPARTMENT OF CHILDREN AND FAMILIES

PURCHASE OF SERVICE CONTRACT 

FOOD FOR FLORIDA – DISASTER FOOD STAMP PROGRAM

A. Services to be Provided

1. Definition of Terms

a. Contract Terms.

Contract terms used in this document are defined in Children and Families Operating Procedure 75-2 (CFOP 75-2), Contract Management System for Contractual Services, which can be found at http://www.dcf.state.fl.us/publications/policies/075-2.pdf, which is incorporated herein by reference and maintained in the contract manager’s file.

b. Program or Service Specific Terms.  

1. Disaster Food Stamp Program (DFSP) means a food stamp program approved by the U.S. Department of Agriculture and operated by the State of Florida Department of Children and Families for the purpose of distributing short-term food benefits to those individuals and families affected by a natural disaster.  In Florida this program is called “Food for Florida”.

2. Exceptions mean a disaster food stamp application that for one reason or another is not matched in the eligibility system and cannot be processed in an automated fashion.

3. Temporary State Staff means staff that will assist the department in operating the Disaster Food Stamp Program.

4. Backroom means those activities not performed at an on-site emergency facility.  These activities include, but are not limited to, data entry on approved and denied disaster food stamp applications and data review.
2. General Description

a. General Statement – This contract is for the purpose of assisting the department in securing temporary state staff to assist in the administration of the state’s Disaster Food Stamp Program (DFSP), also known as “Food for Florida”, on an emergency short term or temporary basis.  This will assist the department in providing food benefits, in the most expeditious manner possible, to those individuals and families adversely affected by a disaster.

The provider shall recruit, screen, and hire temporary state staff, and oversee administrative aspects of their employment during a state of emergency.  Temporary state staff will be assigned, by the department, to specific service sites to facilitate access of disaster food stamp applications and EBT cards to individuals and families adversely affected by the disaster within a specific time frame.

The Provider may use a temporary staffing agency, use current Provider staff or other methods and entities to obtain the necessary staff under this Agreement. The entity actually hiring the staff will be known as the “Employer of Record”. Whatever method chosen by the Provider, the Provider must pass along the requirements in this Agreement to the Employer of Record obtaining the staff.

b. Authority – This program is administered and operated in accordance with the following legal authorities:

1. Section 414.31, F.S., which designates the department as the State Agency responsible for determining eligibility and for the administration and operation of the federal Food Stamp Program.

2. Section 20.19 (1)(c), F.S., authorizes the department to contract for these services.

c. Scope of Service – Services shall be provided in _________ counties at the service sites listed below.  This contract shall be for the period ______ to ______.

1.


2.



The number and location of service sites as well as the number of temporary state staff required may change without prior notice.

The Provider understands and agrees that all temporary state staff must be able to perform the essential functions of all services required by this Agreement during normal business hours of the department’s disaster food stamp program, including weekends and those hours between ____AM and ____ PM.

The provider shall initiate services immediately upon execution of this contract. 

d. Major Program Goals – To assist the department in providing individuals and households access to disaster food stamps in the fastest and most efficient fashion.

3. Clients to be Served – Those individuals and households who apply for disaster food stamp benefits.
B. Manner of Service Provision

1. Service Tasks

a. Task List – The provider shall perform the following tasks:

1. Recruit, screen and hire # temporary state staff.

2. Conduct a background screening consistent with the Level 1 screening outlined in section 435.03, Florida Statutes.  Pursuant to Section 435.03, Florida Statutes, anyone who has been found guilty, regardless of adjudication, or entered a plea of nolo contendre or guilty to any of the following offenses related to theft, fraud or financial crime cannot be hired. The provider will make the decision to hire on a case-by-case basis where the background screening for the potential candidate shows offenses unrelated to theft, fraud or financial crime. The decision making process used by the provider shall be based on a process determined by the District Administrator and the provider and in compliance with Florida law.  The screening shall include:

a.
Section 393.135, F.S., relating to sexual misconduct with certain developmentally disabled clients and reporting of such sexual misconduct.

b.
Section 394.4593, F.S., relating to sexual misconduct with certain mental health patients and reporting of such sexual misconduct.

c.
Section 415.111, F.S., relating to abuse, neglect, or exploitation of a vulnerable adult.

d.
Section 782.04, F.S., relating to murder.

e.
Section 782.07, F.S., relating to manslaughter, aggravated manslaughter of an elderly person or disabled adult, or aggravated manslaughter of a child.

f.
Section 782.071, F.S., relating to vehicular homicide.

g.
Section 782.09, F.S., relating to killing of an unborn quick child by injury to the mother.

h.
Section 784.011, F.S., relating to assault, if the victim of the offense was a minor.

i.
Section 784.021, F.S., relating to aggravated assault.

j.
Section 784.03, F.S., relating to battery, if the victim of the offense was a minor.

k.
Section 784.045, F.S., relating to aggravated battery.

l.
Section 787.01, F.S., relating to kidnapping.

m.
Section 787.02, F.S., relating to false imprisonment.

n.
Section 794.011, F.S., relating to sexual battery.

o.
Section 794.041, F.S., relating to prohibited acts of persons in familial or custodial authority.

p.
Chapter 796, F.S., relating to prostitution.

q.
Section 798.02, F.S., relating to lewd and lascivious behavior.

r.
Chapter 800, F.S., relating to lewdness and indecent exposure.


s.
Section 806.01, F.S., relating to arson.

t.
Chapter 812, F.S., relating to theft, robbery, and related crimes, if the offense was a felony.

u.
Section 817.563, F.S., relating to fraudulent sale of controlled substances, only if the offense was a felony.

v.
Section 825.102, F.S., relating to abuse, aggravated abuse, or neglect of an elderly person or disabled adult.

w.
Section 825.1025, F.S., relating to lewd or lascivious offenses committed upon or in the presence of an elderly person or disabled adult.

x.
Section 825.103, F.S., relating to exploitation of an elderly person or disabled adult, if the offense was a felony.

y.
Section 826.04, F.S., relating to incest.

z.
Section 827.03, F.S., relating to child abuse, aggravated child abuse, or neglect of a child.

aa.
Section 827.04, F.S., relating to contributing to the delinquency or dependency of a child.

bb.
Section 827.05, F.S., relating to negligent treatment of children.

cc.
Section 827.071, F.S., relating to sexual performance by a child.

dd.
Chapter 847, F.S., relating to obscene literature.

ee.
Chapter 893, F.S., relating to drug abuse prevention and control, only if the offense was a felony or if any other person involved in the offense was a minor.

ff.
Section 916.0175, F.S., relating to sexual misconduct with certain forensic clients and reporting of such sexual misconduct.

gg.
Staff individual has not committed an act that constitutes domestic violence as defined in Section 741.28, F.S.

hh.
Chapter 414, F.S., relating to public assistance fraud or Chapter 443, F.S., relating to unemployment compensation fraud.

3. Oversee the administrative aspects of these temporary state employees.

4. Ensure temporary state staff is posted at each site to monitor and reconcile staff attendance records with the department’s liaison on a daily basis.

5. Maintain attendance records of temporary state staff and ensure their accuracy.  This will include: compiling and approving a legible Daily Log Of Employee Work Hours, notifying the department’s staff liaison of any new hires, and termination of any temporary state staff.  Staff do not receive any benefits, such as vacation, sick, or maternity leave.

6. Provide the complete level of service at an hourly rate not to exceed $____/ hour for Line Control/Meeter/Greeter/Clip Board Distributor, $_____/hour for Eligibility Worker, $____/hour for Data Entry and Systems Inquiry Operator, and $____/hour for Data Entry and Systems Inquiry Operator Supervisor.  Staff do not receive any benefits, such as vacation, sick, or maternity leave.

7. Notify the department’s staff liaison, on a daily basis, of progress in meeting all tasks.

8. Ensure all records, documents, application for employment forms include, at a minimum, the name, address and social security number of those hired, including supporting or related documentation created or received and related to any term and condition of this Agreement be retained by Provider or employer of record for a period of six years or longer if needed for purposes of an audit commenced before the expiration or termination of this Agreement.

9. Ensure all records, documents, application for employment forms, including supporting or related documentation created or received by the provider and related to any term and condition of this agreement shall be public records, within the meaning and intent of Chapter 119, F.S., and shall be subject to public inspection in accordance with Chapter 119, F.S.

10. Pay wages at a rate of one and one-half times the temporary state staff’s regular rate of pay for all time that an employee is required or permitted to work beyond 40 hours in a workweek in compliance with the Fair Labor Standard’s Act.  Provider shall receive department’s written permission before allowing any temporary state staff to work overtime.

11. Provide the department with all appropriate invoice documentation.  See Section C.

b. Task Limits
Tasks are limited to those tasks described in B.1.a. and for the following counties: ______________

2. Staffing Requirements

a. Staffing Levels – Staffing levels are shown below.  The provider must maintain these staffing levels unless otherwise notified by the department.

1. Line Control/Meeter/Greeter/Clip Board Distributor - #
2. Eligibility Worker - #
3. Data Entry and Systems Inquiry Operator - #
4. Data Entry and Systems Inquiry Operator Supervisor - #
b. Professional Qualifications – The provider will hire staff based on the qualifications provided by the department (Attachment III).

c. Staffing Changes – The provider will notify the department of any staffing changes.  There will be no changes in the staffing eligibility requirements set forth in B.1.2.

d. Subcontractors – The provider may hire subcontractors.  The provider is responsible for ensuring the subcontractor meets all appropriate state and federal guidelines.

3. Service Location and Equipment

a. Service Delivery Location – Service delivery will be done at the following on-site and backroom locations.

1.


2.


b. Service Times – Normal business hours for the “Food for Florida” program, including weekends and those hours between ____a.m. and ____ p.m.

c. Changes in Location – Any changes in location will be at the determination of the department.  Changes in location may be made without prior notice.

d. Equipment – The provider shall not purchase any equipment pursuant to the terms and conditions of this contract.

4. Deliverables

a. Services - A description of each service is set forth in Section B.1.a.

b. Reports  

1. No later than thirty days after the termination of this contract the provider shall provide an electronic report using an excel program listing name, social security number, date of birth, total amount paid to the temporary state staff, and the work dates.  The report must be in the format shown below.

	Name
	SSN
	DOB
	Amount Paid
	Dates Worked

	
	
	
	
	

	
	
	
	
	


5. Performance Specifications

a.
Performance Measures - The provider’s performance of the contract shall be measured against the standards set forth below:

1. Line Control/Meeter/Greeter/Clip Board Distributor staff will assist in maintaining an orderly flow of applicants at the on-site DFSP locations, and will provide instructions on completing the application, identifying those who need special assistance, and reviewing the application for completeness.

2. Each Eligibility Worker will, on average, interview and determine eligibility for ten applicants per hour.

3. Each Data Entry and Systems Inquiry Operator will enter an average of 20 applications per hour.

4. Data Entry and Systems Inquiry Operator Supervisors will ensure staff is meeting production goals.

5. Provide a quality level such that no more than 3 percent of the applications processed by the provider result in exceptions.
6. Staff will be courteous to department clients while assisting them in gaining access to food stamp applications and other benefits.
b.
Description Of performance Measurement Terms is not applicable.

c. Performance Evaluation Methodology 
1. This standard must be met at all times.  If there is a trend toward not meeting this standard, management staff is expected to correct the problem.

2. Divide the total number of hours worked by the total number of on-site applications processed to determine if production goal is being met.

3. Divide the total number of hours worked by the total number of applications entered to determine if production goal is being met.

4. Ensure that numbers B.5.c.3 and B.5.c.5 above are being met.

5. Divide the total number of applications processed into the total number of application with exceptions to determine if quality level is 3% or less. 

d. Performance Standard Statement – By execution of this contract the provider hereby acknowledges and agrees that its performance under the contract must meet the standards set forth above and will be bound by the conditions set forth in the contract.  If the provider fails to meet these standards and conditions, the department at its exclusive option, may allow up to two (2) calendar days for the provider to achieve compliance with the standards.  If the department affords the provider an opportunity to achieve compliance, and the provider fails to achieve compliance within the specified time frame, the department will terminate the contract in the absence of any extenuating or mitigating circumstances.  The determination of the extenuating or mitigating circumstances is the exclusive determination of the department.  The department will monitor all reports submitted by the provider on at least a weekly basis to ensure that all reports are received within the established time frames.  Monitoring will also be performed to ensure that all reports are completed with the necessary and required information or data.  The department will monitor the provider’s reimbursement requests to ensure they are submitted in a timely manner, and to ensure that they are completed properly.
6. Provider Responsibilities

a. Provider Unique Activities - Those items listed in the Service Task and Service Limitations section of this document are solely the responsibility of the provider, unless otherwise indicated.  The provider agrees to be held accountable for the satisfactory and timely undertaking and performance of the tasks, services, and activities listed therein.

b. Provide the complete level of service at an hourly rate not to exceed $____/ hour for Line Control/Meeter/Greeter/Clip Board Distributor, $_____/hour for Eligibility Worker, $____/hour for Data Entry and Systems Inquiry Operator, and $____/hour for Data Entry Operator Supervisor.  This hourly rate shall include applicable employment taxes and benefits, administrative fees charged by the organization, use allowances for buildings, information technology hardware and other office equipment.  

c. Ensure that temporary state staff is covered by workman’s compensation and unemployment compensation.

d. Coordination with Other Providers/Entities - NA

7. Department Responsibilities

a. Department Obligations - The department's obligations are as follows:

1. Provide each temporary staff position with an overview of confidentiality requirements and shall require all applicants for temporary state staff positions sign a statement (Attachment II) stating that such person is not an unauthorized alien as defined in 274A (e) of the Immigration and Nationality Act (8 USC 1324(a), a convicted felon, or the subject of pending criminal proceedings, and will not disclose to any unauthorized person or personally use in any manner any personal information received from individuals or households who are applying for the “Food For Florida” program.  Any violation of confidentiality will result in immediate termination and may result in criminal prosecution.

2. Submit to the provider a Hire/No Hire Decision Matrix as related to the findings of the Level 1 background check.

3. Provide a level of qualified personnel to train the temporary state staff on the initiation of the DFS on-site and backroom processing.

4. Temporary staff will be subject to the sole management and supervision of the department.

5. Ensure department supervisors are aware of their responsibility in making himself or herself available to the provider to approve attendance records daily.
6. Department supervisors will inform the provider of personnel difficulties requiring immediate action or dismissal.
7. Provide a sufficient level of quality assurance staff.

8. Provide technical assistance in an expeditious manner when problems arise with intranet access, database and information technology security.

9. The department’s liaison will approve reconciled time reports daily.
10. Submit to the provider daily production logs showing the number of applications processed by the temporary state staff each day.

11. Determine on-site locations, number of staff needed at each location, and hours of operation.

b. Department Determinations - The department shall have exclusive authority to determine whether funds are available to fund the contract.

C. Method of Payment

1. This is a fixed price contract.  The department shall pay the provider for the delivery of service units provided in accordance with the terms and conditions of this contract for a total dollar amount not to exceed $________________.

2. The department agrees to pay for the service units at the unit prices and limits listed in Attachment IV.

3. Invoice Requirements- The provider shall request payment on a unit of service basis through submission of a properly completed invoice in the form of Standard Invoice (Attachment V), within five (5) calendar days following completion of the unit of service for which payment is being requested. The payment request, in addition to the Standard Invoice shall include the weekly work activity of each employee, data entry operator and Quality Assurance Manager, in detail sufficient to document the number of units invoiced. Specifically, the provider will complete a Daily Log of Employee Work Hours to be consistent with the period of service and number of hours invoiced.

4. Payment may be authorized only for service units on the Standard Invoice, which are in accord with the above list and other terms and conditions of this contract. The service units for which payment is requested may not either by themselves, or cumulatively by totaling service units on previous invoices, exceed the total number of units authorized by this contract.

5. Supporting Documentation Requirements- The provider shall maintain records documenting the services provided and the date(s) that the services were provided so that an audit trail documenting service provision can be maintained.  These records shall be maintained for a period of six years.

D.
Special Provisions

1. Dispute Resolution - It is anticipated that the provider and department will agree to cooperate in resolving any differences concerning performance or in interpreting this contract.  Within five (5) working days of the execution of a contract for services, each party shall designate one person to act as its representative for dispute resolution purposes, and shall notify the other party of the person’s name and business address and telephone number.  Within five (5) working days from delivery to the designated representative of the other party of a written request for dispute resolution, the representatives will conduct a meeting to resolve the disagreement amicably.  If the representatives are unable to reach a mutually satisfactory resolution, the representatives shall make written recommendations to the Secretary who will work with both parties to resolve the dispute.  The parties reserve all their rights and remedies under Florida law.  Venue for any court action shall be Leon County.

E.
Contract Renewal


This contract shall not be renewed.

F.
Business Associate Status

This contract is exempt from Chapters 120 and 287, which provides the legal authority for MyFloridaMarketPlace.
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