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1.0 SCOPE OF WORK 
The Department of Registrar-Recorder/County Clerk (Department) requires the services 
of Contractors for the placement of As-Needed Technical Staffing Services personnel in 
the Department’s headquarters and warehouse locations prior to, during, and after an 
election, as well as at temporary ballot collection centers and Vote Centers throughout 
the County of Los Angeles (County) during each voting period. Assignment durations will 
range for a period of not to exceed ninety (90) days per Government Code 31000.4, with 
shifts to include day and evening hours, as well as weekdays, weekends, and holidays, 
and may require overtime that will be coordinated with the County Project Manager for 
each assignment.  

 
2.0 WORK ORDER PROCESS 
 
 The Department requires the services of Contractor to provide placement of Temporary 

Personnel for an array of temporary personnel assigned to various bureaus and facilities 
within the County of Los Angeles.  Temporary Personnel shall be used for any peak load, 
temporary absence, or emergency other than labor disputes. 

 
2.1   Upon determination by County to request temporary personnel services, it is 

County’s intent to issue a Work Order to all Active Contractors. However, based on 
the needs of the County, the Department has the sole discretion to issue a Work 
Order to any and all of the Active Contractors at the same time. 

 
 2.2    Work Order Process 
 
 Work Orders generally will be issued by the Department to Active Contractors in the 

following manner:  
  

  2.2.1  Work Orders shall be issued to multiple Active Contractors. The County may 
actively issue the same number of work orders as there is Active Contractors 
on the MA per Election cycle depending on the size and scope of the project. 

 
  2.2.2   Work Orders shall contain the following: 
 

1. Contractor’s Name 
2. Work Order Number 
3. Tentative Start Date and End Date (Election Period) 
4. Name and Address of Unit Requesting Service 
5. Name of Manager/designee Coordinating Hiring 
6. Number of Temporary Personnel staff required 
7. Job Classification and specialty skill(s). 
8. Hourly Billable Rate 
9. Date Work Order Section I is due from Contractor 
10. Summary Description of the Assignment 
11. Election Date and Title 

 
  2.2.3 Failure of Contractor to provide a written response and provide the required 

documentation within the specified timeframe listed in the Work Order, shall 
disqualify Contractor for that specific Work Order.  
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  2.2.4 Should a Contractor not be able to fulfill the requirements prior to or after full 

execution of the Work Order, the Department will proceed to the next 
Contractor on the rotation for the specific job classification requested. 

 
 2.4 Exceptions by County 
 
  County Project Manager may select an additional Active Contractor as “on-call”  to 

provide an alternative plan to the selected Active Contractor(s) in the case that the 
selected Active Contractor is incapable of providing the required job classification in 
fulfillment of Department’s Work Order requirements. 

 
3.0 SPECIFIC WORK REQUIREMENTS 

3.1 General Clerical Services  
 
This position will work under an assigned supervisor on a variety of assignments essential 
to conducting election functions of the Department. Typical duties include, but are not 
limited to:  

 
• Opening and processing incoming mail;  
 
• Assembly of election materials; 

 
• Data entry and data processing using election management software;  
 
• Operating voting equipment such as electronic pollbooks (laptops), ballot 

printers and ballot marking devices at Vote Centers;  
 
• Greeting, directing and assisting voters during the voting process. 

 
These duties will require - at a minimum - the following knowledge, skills, and abilities: 
 

• Strong customer service and communication skills;  
 

• Experience using office equipment such as computers, scanners, fax 
machines and printers; 

 
• basic keyboarding skills, including the ability to type a minimum of 25 wpm; 

 
• Light lifting; 

 
• Strong attention to detail; 

 
• Ability to work in a fast-paced environment.  

 
• Bilingual skills may be required for certain positions. 
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Requirements:  
 
EDUCATION  
 
High school diploma or equivalent.  

 
LICENSE  
 
A valid California Class C Driver’s License to carry out job-related essential 
functions.  
  
Desirable Qualifications/Experience: 
  
Ability to speak and/or write in one or more of the following languages: Armenian, 
Chinese, Farsi, Hindi, Japanese, Khmer, Korean, Russian, Spanish, 
Tagalog/Filipino, Thai, and Vietnamese. 

 
Staff may be assigned to work in an office, warehouse or temporary Vote Center 
environment. Assignments may last for a period not to exceed ninety (90) days per 
Government Code 31000.4. 

 
3.2 Multilingual Clerical Services  
 
This position will work under an assigned supervisor on a variety of assignments essential 
to conducting election functions of the Department. Typical duties include, but are not 
limited to:  
 

• Proofreading of English and/or translated ballot material content in various 
forms; 

 
• Translation of various election related materials from English to the required 

language; 
 

• Audio recording of ballots in the required language; 
 

• Providing customer service in the required language; 
 

• Recruiting multilingual volunteers to serve at Vote Centers; 
 

• Data entry and data processing using election management software. 
 

These duties will require - at a minimum - the following knowledge, skills, and abilities: 
 

• Performance of specialized clerical functions requiring proficiency 
(speaking, reading, and writing) in English and one or more of the following 
languages: Armenian, Chinese, Farsi, Hindi, Japanese, Khmer, Korean, 
Russian, Spanish, Tagalog/Filipino, Thai and Vietnamese. 
 

• Demonstrated strong oral and written communication skills; 
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• demonstrated strong customer service skills;  
 

• Light lifting; 
 

• Strong attention to detail; 
 

• Basic computer and keyboarding skills; 
 

• Ability to work in a fast-paced environment.  
 

Requirements:  
 
EDUCATION  
 
High school diploma or equivalent.  

 
LICENSE  
 
A valid California Class C Driver’s License to carry out job-related essential 
functions.   

 
Staff may be assigned to work in an office, warehouse or temporary Vote Center 
environment. Assignments may last for a period not to exceed ninety (90) days per 
Government Code 31000.4. 
 

3.3 Supervisory Clerical Services  
 

This position is required to oversee the operations of a Vote Center and the staff 
assigned to it. Typical duties include, but are not limited to:  
 

• Coordinating the opening and closing of the Vote Center; 
 
• Serving as the primary point of contact for their assigned Vote Center by 

communicating issues to RR/CC headquarters and designated staff; 
 

• Delegating tasks, assigning roles, and setting break schedules; 
 

• Answering staff and voter questions; 
 

• Transporting ballots and election supplies to designated collection centers 
at the end of each shift. 

 
These duties will require - at a minimum - the following knowledge, skills, and abilities: 

 
• Prior supervising experience; 

   
• Demonstrated strong leadership/supervisory skills; 

 
• Demonstrated strong customer service and communication skills; 
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• Experience using office equipment such as computers, scanners, and 

printers; 
 

• Basic keyboarding skills, including the ability to type a minimum of 25 wpm; 
 

• Light to medium lifting; 
 

• Strong attention to detail; 
 

• Ability to work in a fast-paced environment; 
 

• Ability to transport materials using personal vehicle 
 

• Bilingual skills may be required for certain positions. 
 

Requirements:  
 
EDUCATION  
 
High school diploma or equivalent.  

 
LICENSE  
 
A valid California Class C Driver’s License to carry out job-related essential 
functions.  
  
Desirable Qualifications/Experience: 
  
Prior election experience. 

 
Staff may be assigned to work in an office, warehouse or temporary Vote Center 
environment. Assignments may last for a period not to exceed ninety (90) days per 
Government Code 31000.4. 

 
3.4 Warehouse Services  
 
This position will perform election material maintenance, assembly, and processing 
functions in a warehouse environment. Typical duties include, but are not limited to: 
  

• Processing ballot materials through specialized machinery; 
 
• Handling, logging and packaging materials; 

 
• Sealing, labeling and scanning ballot boxes; 

 
• Lifting and moving ballot boxes to next workstation; 

 
• Loading and unloading of materials from assigned vehicle; 
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• Completion of required forms documenting transfer of materials; 
 
• Use of scanners or similar equipment; 
 
• Assist with preparation of materials for loading or after unloading within a 

warehouse environment. 
 

These duties will require - at a minimum - the following knowledge, skills, and abilities: 
 

• Ability to lift up to 25 pounds;  
 

• Ability to bend, stoop, walk and stand for extended periods of time; 
 

• Ability to reach, push, and pull from above chest height; 
 

• Ability to push heavy objects, such as carts stocked with materials; 
 

• Basic computer skills; 
 

• Ability to use a scanner or similar device to scan materials into tracking 
database. 

 
Requirements:  
 
EDUCATION  
 
High school diploma or equivalent.  

 
LICENSE  
 
A valid California Class C Driver’s License to carry out job-related essential 
functions.  
  

Staff may be assigned to work in an office, warehouse or temporary Vote Center 
environment. Some positions may require the ability to work outdoors, in various 
weather conditions. Assignments may last for a period not to exceed ninety (90) days 
per Government Code 31000.4. 

 
3.5 Supervisory Warehouse Services  
 
This position will perform election material collection and tracking essential to conducting 
election functions of the Department. Typical duties include, but are not limited to:  

 
• Overseeing the collection of ballots from Vote Centers and Vote by Mail 

Drop-Box locations; 
 
• Overseeing the completion of logs and forms during the collection process; 
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• Using scanners to track assets; 
 

• Serving as point of contact during the voting period for assigned staff. 
 

These duties will require - at a minimum - the following knowledge, skills, and abilities: 
 

• Ability to work outdoors, during evening hours, in various weather 
conditions. 

 
• Strong leadership/supervisory skills; 

 
• Strong customer service and communication skills; 

 
• Ability to bend, stoop, walk and stand for extended periods of time; 

 
• Ability to use a scanner or similar device to scan materials into tracking 

database. 
 

Requirements:  
 
EDUCATION  
 
High school diploma or equivalent.  

 
LICENSE  
 
A valid California Class C Driver’s License to carry out job-related essential 
functions.  
  
Potential employee meets the restrictions outlined in the DMV Mainframe Driving 
Record Checklist (Exhibit 3). The County reserves the right to request a copy of the 
DMV Record Printout of any Contractor’s personnel who are assigned to perform 
work with the County under this MA. 
 
Desirable Qualifications/Experience: 
  
Prior election experience. 

 
Staff may be assigned to work in an office, warehouse or temporary Vote Center 
environment. Some positions may require the ability to work outdoors, in various 
weather conditions. Assignments may last for a period not to exceed ninety (90) days 
per Government Code 31000.4. 

 
3.6 Warehouse-Driving Services  
 
This position will perform election material/equipment transportation functions essential 
to conducting election functions of the Department. Typical duties include, but are not 
limited to:  

 



County of Los Angeles  Registrar-Recorder/County Clerk 
 

 
RFSQ #19-003 Appendix B Statement of Work Non-Technical Staffing Services                                                         Page  10 
May 31, 2019 

 

• Driving county vehicles, vans and/or trucks up to twenty-six (26) feet in 
length, to deliver and retrieve election materials from various locations; 
 

• Loading and unloading of materials from assigned vehicle; 
 

• Completion of required forms documenting transfer of materials; 
 

• Use of scanners or similar equipment; 
 

• Assist with preparation of materials for loading or after unloading within a 
warehouse environment. 

 
These duties will require - at a minimum - the following knowledge, skills, and abilities: 

 
• Ability to lift up to 25 pounds repeatedly; 

 
• Ability to climb in and out of truck cabs; 

 
• Ability to bend, stoop, walk and stand for extended periods of time; 

 
• Ability to reach, push, and pull from above chest height; 

 
• Ability to work outdoors, during evening hours and in various weather 

conditions. 
 

Requirements:  
 
EDUCATION  
 
High school diploma or equivalent.  

 
LICENSE  
 
A valid California Class C Driver’s License to carry out job-related essential 
functions.  
  
Potential employee meets the restrictions outlined in the DMV Mainframe Driving 
Record Checklist (Exhibit 3). The County reserves the right to request a copy of the 
DMV Record Printout of any Contractor’s personnel who are assigned to perform 
work with the County under this MA. 
  
CERTIFICATIONS 
 
Some positions will be required to have the appropriate training and certification to 
operate a pallet jack.  
 
Desirable Qualifications/Experience: 
  
One year minimum of driving experience. 
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Staff may be assigned to work in an office, warehouse or temporary Vote Center 
environment. Assignments may last for a period not to exceed ninety (90) days per 
Government Code 31000.4. 

 
The Department reserves the right to add and/or delete temporary personnel job 
classifications throughout the term of the Master Agreement. 

 
4.0 HOURS/DAYS OF WORK 

4.1 County will provide a list of County-recognized holidays. 

4.2 The Department requires the services of Contractors for the placement of 
temporary personnel in the Department’s headquarters and warehouse locations 
prior to, during and after an election, as well as at temporary ballot collection 
centers and VCs throughout the County of Los Angeles (County) during each 
voting period. Assignment durations will be for a period not to exceed ninety (90) 
days per Government Code 31000.4, with shifts that can vary depending on the 
position and the proximity to an election and include day and evening hours, as 
well as weekdays, weekends, and holidays, and may require frequent overtime 
that will be coordinated with the County Project Manager for each assignment. 

 
4.3 Accepted Temporary Personnel shall be assigned to work at various locations 

throughout Los Angeles County as identified on the Work Order and shall be required 
to work alternative working hours if needed.  Working days/hours are generally 
between Sunday through Saturday, 6:00 a.m. until 12:00 a.m., which consists of 
multiple shifts, including County recognized holidays.  Working hours may vary, 
depending on the assigned work, work location and days within the election cycle.  
Under certain circumstances, Temporary Personnel may be required to work 
holidays and weekends. 

 
5.0 WORK SCHEDULES 

Contractor employees may be assigned to work in an office, warehouse and/or a 
temporary VC environment, depending on their position and will be responsible for their 
own transportation to and from assigned training and worksites, which may be located 
anywhere within the County of Los Angeles. 

 
6.0 UNSCHEDULED WORK 

6.1 The County reserves the right to perform unscheduled work itself or assign the work 
to another Contractor. 

6.2 If the Contractor provides any tasks, deliverables, goods, services, or other work, 
other than as specified in this SOW, the same shall be deemed to be a gratuitous 
effort on the part of the Contractor, and the Contractor shall have no claim 
whatsoever against the County.  
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7.0 ADDITION AND/OR DELETION OF FACILITIES, SPECIFIC TASKS AND/OR WORK 
HOURS   

 7.1 All changes must be made in accordance with sub-paragraph 8.1 Amendments of 
the MA. 

 
7.2 County may increase or decrease the number of facilities and locations for work 

assignments.  All facilities will be located throughout Los Angeles County.  County 
shall provide the Contractor with any updated Facility Location List before any 
services are requested. 

 
8.0 RESPONSIBILITIES 

 The County’s and the Contractor’s responsibilities are as follows: 

 COUNTY 

 8.1 Personnel 

The County will administer the MA according to the MA, Paragraph 6.0, 
Administration of MA - County.  Specific duties will include: 

8.1.1 Monitoring the Contractor’s performance in the daily operation of this MA. 

8.1.2 Providing direction to the Contractor in areas relating to policy, information 
and procedural requirements. 

8.1.3 Preparing Amendments in accordance with the MA, Paragraph 8. Standard 
Terms and Conditions, Sub-paragraph 8.1 Amendments. 

8.1.4 The County shall not provide materials, equipment and/or services 
necessary to operate this MA except as listed below: 

  
• The County will provide all office equipment necessary to perform the 

services described in this MA.  
 

• In the event the Contractor’s employee damages County equipment 
and/or facility by reason of abuse or carelessness as determined by 
the County, the Contractor will repair or replace as determined by the 
County, any and all damages to equipment and/or facility within fifteen 
(15) calendar days. In the event the Contractor does not repair or 
replace equipment or damage to the facility, the County will do so and 
will charge the Contractor for all expenses by deducting such 
payment from the Contractor’s invoice(s).  

 
• Parking for the Contractor’s personnel will be provided when 

available. In the event, a work location requires paid parking, the 
Contractor will be responsible for paying the parking fee. The County 
is not responsible for paying the parking fee.   
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• The County is not responsible for any damages to vehicles owned by 
the Contractor or the Contractor’s employees.  

 
• The County will provide vehicles to Contractor employees that require 

a Class C Driver’s License, in order to complete work duties 
associated with the setup, troubleshooting, and deployment of the 
equipment to Vote Centers around Los Angeles County. Otherwise, 
the Contractor’s employees are responsible for providing their own 
transportation to and from assigned training and work locations.  

 
• The County reserves the right to have the County’s Program Manager 

or authorized agent, interview any or all prospective employees of the 
Contractor.  

 
8.2 Supporting Documentation for Timecards 

 
The County will administer the MA according to the MA, Paragraph 6.0 
Administration of MA - County.  Specific duties will include: 
 
8.2.1 Monitoring the Contractor’s performance in the daily operation of this MA. 
 
8.2.2 Providing direction to the Contractor in areas relating to policy, information 

and procedural requirements. 
 
8.2.3 Preparing Amendments in accordance with the MA, Paragraph 8.0, 

Standard Terms and Conditions, Sub-paragraph 8.1 Amendments. 
 
8.2.4 Contractor’s temporary personnel shall sign in-and-out daily on the County 

(Requestor of Service) weekly timesheet. Each week the County’s 
supervisor(s) will verify and sign the timesheet which will list all of the 
temporary personnel per Contractor per work order.  The Supervisor shall 
forward the timesheet(s) to the County Project Manager or designee 
weekly.  The weekly Timesheet period shall commence Sunday through 
Saturday. 

  
8.2.5 All Timecards must list the following information: 
  

• Temporary Personnel’s last and first name 
• Date of each work day within the week 
• Start and end time of hours worked 
• Total number of hours worked for each day 
• Supervisor’s signature, validating accuracy of hours worked 

 
8.3 Furnished Items 

 
• County Election Schedules 
• County Election Calendars 
• Vehicles for drivers only for driving positions 
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• Locations of worksites 
• All materials/equipment to provide the needed services. 
• County shall provide training programs for all new employees and continuing 

in-service training for all employees as it relates to specialized work 
assignments. 

• All employees shall be trained in their assigned tasks and in the safe handling 
of equipment.  All equipment shall be checked daily for safety.  All employees 
must wear safety and protective gear according to OSHA standards if needed. 

 
 CONTRACTOR 

 8.4 Project Manager 

8.4.1 Contractor shall provide a full-time Project Manager or designated alternate. 
County must have access to the Project Manager during normal business 
hours, Monday through Friday, 8:00 A.M. to 5:00 P.M. Pacific Time (PT). 
Contractor shall provide a telephone number where the Project Manager may 
be reached on a twenty-four (24) hours per day basis during an Election cycle. 

8.4.2 Project Manager shall have a minimum of five (5) years of experience 
providing placement of temporary personnel.   

8.4.3 Project Manager shall act as a central point of contact with the County.  

  8.4.4 Project Manager/alternate shall have full authority to act for Contractor on all 
matters relating to the daily operation of the MA. Project Manager/alternate 
shall be able to effectively communicate, in English, both orally and in writing. 

8.4.5 Contractor’s Project Manager shall monitor and supervise assigned 
temporary personnel’s performance and delivery of the required services in 
conjunction with the County. 

 
8.4.6 Contractor’s Project Manager shall follow-up with County Project Manager or 

designee to ensure the services rendered met the Work requirements. 
 
8.4.7 Contractor shall provide written notification to County Project Manager or 

designee prior to any change of Contractor Project Manager and shall comply 
with the requirements of the MA. 

 
 8.5 Personnel 

8.5.1 Contractor shall provide the most qualified Temporary Personnel for each job 
classification based on education, work experience, certification/license, 
background, potential abilities, interpersonal skills, and aptitude.  If the County 
determines that the Temporary Personnel does not meet County needs then 
the Contractor will provide a replacement within twenty-four (24) hours.  

 
8.5.2 Contractor will be required to provide personnel within twenty-four (24) 

hours after receipt of a work order; however, if the required number of 
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personnel has not arrived with forty-eight (48) hours, the RR/CC reserves 
the right to cancel the order and purchase services from other sources.  

 
8.5.3 Contractor shall ensure a sufficient number of employees to perform the 

required work per the Work Order request.  
 
8.5.4 Contractor shall be required to conduct background checks for their 

employees as set forth in sub-paragraph 7.5 – Background and Security 
Investigations, of the MA. 

 
8.5.5 The Contractor shall provide the County’s Program Manager with a current 

list of employees weekly and keep this list updated throughout the MA 
period.  

 
8.5.6 The Contractor shall ensure employees are eighteen (18) years of age or 

younger to fulfill the required services.  
 
 
8.5.7  Contractor shall be responsible for submitting approved employee 

timesheets as supporting documentation to the Work Order along with 
each invoice for payment.   

 
8.5.8 Contractor shall abide by the Fair Labor Standards Act (FLSA) and all 

applicable local, State, and Federal wage and labor laws as they relate to 
minimum wage, overtime pay, recordkeeping and youth employment 
standards.  

 
8.5.9 Contractor shall maintain all employee records for the lifetime of this MA 

and in accordance with applicable local, State, and Federal laws.  
 

8.6 Contractor Employees  
 
8.6.1 Pursuant to Government Code Section 31000.4, personnel utilized for the 

temporary services of this MA will be placed in an individual assignment 
for a maximum period of no more than 90 days at a time. Should a 
temporary employee be needed for a period exceeding 90 days, the 
Contractor shall ensure the temporary employee receives a “break in 
service”, which will be a period of time agreed upon by the RR/CC and the 
Contractor.  

 
8.6.2  Personnel employed by the Contractor and assigned to perform MA work 

shall undergo and pass a Federal Bureau of Investigation (FBI) and 
California Department of Justice (DOJ) background check at the 
Contractor’s expense to the satisfaction of the County, in accordance with 
the County of Los Angeles Department of Human Resource’s Designation 
of Sensitive Positions and Conviction History Assessments (Exhibit 2). The 
County reserves the right to request a copy of the background check of 
any Contractor’s personnel who are assigned to perform work with the 
County under this MA.  
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8.6.3  For positions with a driving requirement, the Contractor must verify that the 

potential employee has a valid California Driver’s License through a current 
DMV Record Printout. The Contractor must also review the printout to 
ensure the potential employee meets the restrictions outlined in the DMV 
Mainframe Driving Record Checklist (Exhibit 3). The County reserves the 
right to request a copy of the DMV Record Printout of any Contractor’s 
personnel who are assigned to perform work with the County under this 
MA.  

 
8.6.4  Personnel assigned by the Contractor must adhere to County’s 

“Appropriate Workplace Attire” Policy and Reference Guide when working 
in County or County occupied facilities (Exhibit 4). 

 
8.6.5  Contractor employees must observe their scheduled working hours. 
 
8.6.6  Prior to onboarding, the Contractor may be required to provide Contractor 

employees with County forms to be filled out prior to commencing work 
with the County.  

 
8.6.7  Contractor employees shall not bring visitors into the workplace.   
 
8.6.8  Contractor employees shall not bring any form of weapons or contraband 

to County facilities.   
 
8.6.9  Contractor employees shall not bring any alcohol or drugs or be under the 

influence of alcohol or drugs when in or on County or County occupied 
facilities.  

 
8.6.10  Contractor employees shall conduct themselves in a professional manner 

at all times; shall not cause disturbance in any County facility; and 
otherwise are subject to all rules and regulations of the Department while 
in the workplace.   

 
8.6.11  All personnel assigned by the Contractor to perform MA work shall at all 

times be employees of the Contractor and the Contractor shall have the 
sole right to hire, suspend, discipline, or discharge employees. However, 
at the request of the County, the Contractor shall immediately remove any 
of the Contractor staff from working on this MA. The County reserves the 
right to bar any of the Contractor employee from performing work on this 
MA.  

 
8.6.12  At the County’s request, the Contractor shall immediately remove any 

employee who is performing the MA work in an unsatisfactory manner. The 
County shall not be required to state the reason or otherwise justify its 
demand. Due to operational demands, the Contractor shall provide an 
acceptable replacement within twenty-four (24) hours.  
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8.7 Identification Badges 

8.7.2 Contractor shall ensure their employees are appropriately identified as set 
forth in sub-paragraph 7.4 – Contractor’s Staff Identification, of the MA. 

 8.8 Materials and Equipment 

  The purchase of all materials/equipment to provide the Contractor’s needed services 
is the responsibility of the Contractor. Contractor shall use materials and equipment 
that are safe for the environment and safe for use by the employee. 

Contractor shall provide and maintain, at the Contractor’s sole expense, all working 
materials/documents including, but not limited to, forms, timesheets, and any 
payroll or timekeeping systems.  
 

8.9 Transportation 
 

  Staff is responsible for their own transportation to and from the assigned worksite.  
County vehicles will be provided for some driving assignments, but the vehicles may 
not be used for personal use or commuting to or from the worksite.  

 
8.10 Training 

8.10.1 Contractor shall provide training programs for all new employees and 
continuing in-service training for all employees. 

8.10.2 All employees shall be trained in their assigned tasks and in the safe handling 
of equipment.  All equipment shall be checked daily for safety.  All employees 
must wear safety and protective gear according to OSHA standards. 

8.11 Pre-Screened Temporary Personnel 
 

8.11.1 Contractor shall pre-screen and qualify all Temporary Personnel assigned to 
provide services under a Work Order.  Documentation of the pre-screened 
Temporary Personnel must be on Contractor’s letterhead/stationary.  
Contractor shall attach pre-screened documentation of the Temporary 
Personnel as described in Exhibit F2 of the Master Agreement. 

 
8.11.2 Any expense associated with performing the pre-screening of Temporary 

Personnel shall be at the expense of Contractor, regardless if Contractor’s 
Temporary Personnel are accepted or not by Department. 

 
8.11.4 Contractor shall complete Section I of the Work Order and return to the County 

Project Manager or designee with the attached pre-screen documentation and 
Exhibits G1, G2, and G3 before Work begins, of the Master Agreement for 
each Temporary Personnel assigned to the Work Order, no later than the date 
indicated on Exhibit F1 of the Work Order. 
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8.12 Contractor’s Office  

Contractor shall maintain an office with a telephone in the company’s name where 
Contractor conducts business.  The office shall be staffed during the hours of  
8:00 P.M. to 5:00 P.M. PT, Monday through Friday, by at least one employee who 
can respond to inquiries and complaints which may be received about the 
Contractor’s performance of the Contract.  When the office is closed, an answering 
service shall be provided to receive calls and be able to forward calls to the 
Contractor’s Project Manager (s).  The Contractor shall answer calls received by 
the answering service within two (2) hours of receipt of the call. 

 
9.0 QUALITY CONTROL 

The Contractor shall establish and utilize a comprehensive Quality Control Plan to assure 
the County a consistently high level of service throughout the term of the MA. The plan shall 
be submitted as part of the proposal. An updated copy must be provided to the County 
Program Manager within two (2) weeks of the MA start date and as changes occur. The 
original plan and any future amendments are subject to County review and approval and 
shall include, but is not limited to, the following:  
 
9.1 Method of monitoring to ensure that MA requirements are being met. The methods 

for identifying and preventing deficiencies in the quality of service performed before 
the level of performance becomes acceptable.  

 
9.2 A record of all inspections conducted by the Contractor, any corrective action taken, 

the time a problem was first identified, a clear description of the problem, and the 
time elapsed between identification and completed corrective action, shall be 
provided to the County upon request. 

   
9.3  The methods for ensuring uninterrupted service to the County in the event of a 

strike of the County’s or the Contractor employees or any other unusual 
occurrence (i.e., power loss or natural disaster) which would result in the 
Contractor being unable to perform contracted work.  

 
9.4  The methods for maintaining security of records, and the methods for preventing 

the loss or destruction of data.  
  
10.0 QUALITY ASSURANCE PLAN 
 The County will evaluate the Contractor’s performance under this MA using the quality 

assurance procedures as defined in this MA,  
 

Paragraph 8, Standard Terms and Conditions, Paragraph 8.15, County’s Quality Assurance 
Plan. 

 
 10.1     Meetings 

Contractor is required to attend scheduled meetings as requested by the County to 
discuss service levels.  Failure to attend will cause an assessment of $100 dollars per 
meeting.  
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10.2 Master Agreement Discrepancy Report (Exhibit 1 of Appendix B) 

 Verbal notification of a Contract discrepancy will be made to the Contract Project 
Manager as soon as possible whenever a Master Agreement discrepancy is 
identified.  The problem shall be resolved within a time period mutually agreed upon 
by the County and the Contractor. 

 
 The County Contract Manager will determine whether a formal Master Agreement 

Discrepancy Report shall be issued.  Upon receipt of this document, the Contractor 
is required to respond in writing to the County Contract Project Monitor within five (5) 
workdays, acknowledging the reported discrepancies or presenting contrary 
evidence.  A plan for correction of all deficiencies identified in the Master Agreement 
Discrepancy Report shall be submitted to the County Contract Project Monitor within 
seven (7) workdays. 

 
10.3 County Observations 
 
 In addition to departmental contracting staff, other County personnel may observe 

performance, activities, and review documents relevant to this MA at any time during 
normal business hours.  However, these personnel may not unreasonably interfere 
with the Contractor’s performance. 

  
11.0 GREEN INITIATIVES 

11.1 Contractor shall use reasonable efforts to initiate “green” practices for 
environmental and energy conservation benefits. 

11.2 Contractor shall notify County’s Project Manager of Contractor’s new green 
initiatives prior to the MA commencement. 

12.0 PERFORMANCE REQUIREMENTS SUMMARY 

 The Performance Requirements Summary (PRS) chart, Exhibit 5 of Appendix B Statement 
of Work (Non-Technical Staffing Services), lists required services that will be monitored by 
the County during the term of this MA is an important monitoring tool for the County.  The 
chart should:  

• reference section of the MA 

• list required services 

• indicate method of monitoring 

• indicate the deductions/fees to be assessed for each service that is not satisfactory 
All listing of services used in the PRS are intended to be completely consistent with the 
MA and the SOW, and are not meant in any case to create, extend, revise, or expand any 
obligation of the Contractor beyond that defined in the MA and the SOW. In any case of 
apparent inconsistency between services as stated in the MA and the SOW and the PRS, 
the meaning apparent in the MA and the SOW will prevail. If any service seems to be 
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created in the PRS which is not clearly and forthrightly set forth in the MA and the SOW, 
that apparent service will be null and void and place no requirement on the Contractor.  

 
A standard level of performance will be required of the Contractor for the required 
services. The PRS summarizes the required services, performance standards, maximum 
allowable deviation for the standards, methods of surveillance to be used by the County. 
And liquated damages to be imposed for unacceptable performance. The County will 
evaluate the Contractor’s performance under this MA using the quality assurance 
procedure specified in the PRS, or other such procedures as may be necessary to 
ascertain Contractor compliance with this MA. Failure of the Contractor to achieve this 
standard can result in an assessment of liquidated damages against the Contractor’s 
payment as determined by the County.  

 
When the Contractor’s performance does not conform to the requirements of the MA, the 
County will have the option to apply the following non-performance remedies:  

 
•  Require the Contractor to implement a formal corrective action plan, subject to 

approval by the County. In the plan, the Contractor must include reasons for the 
unacceptable performance, specific steps to return performance to an acceptable 
level, and monitoring methods to prevent recurrence.  

 
•  Reduce payment to the Contractor by a computed amount based on the 

assessment fee(s) in the PRS.  
 
•  Reduce, suspend, or cancel this MA for systematic, deliberate 

misrepresentations or unacceptable levels of performance.  
 
•  Failure of the Contractor to comply or satisfy the request(s) for improvement of 

performance or to perform the neglected work specified within ten (10) business 
days shall constitute authorization for the County to have the service(s) performed 
by others. The entire cost of such work performed by others as a consequence of 
the Contractor’s failure to perform said service(s), as determined by the County, 
shall be credited to the County on the Contractor’s future invoice. 

 



APPENDIX B 
 

STATEMENT OF WORK EXHIBITS 
AS-NEEDED NON-TECHNICAL STAFFING SERVICES 

 



TO: 
FROM: 
DATES: 

Prepared: 

Returned by Contractor: 

Action Completed: 

DISCREPANCY PROBLEMS: 

Signature of County Representative Date 

CONTRACTOR RESPONSE (Cause and Corrective Action): 

Signature of Contractor Representative Date 

COUNTY EVALUATION OF CONTRACTOR RESPONSE: 

Signature of County Representative Date 

COUNTY ACTIONS: 

CONTRACTOR NOTIFIED OF ACTION: 

County Representative’s Signature and Date 

Contractor Representative’s Signature and Date 
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EXHIBIT 2

County of Los Angeles 

Department of Human Resources 

POLICIES, PROCEDURES, AND GUIDELINES 

Subject: 

DESIGNATION OF SENSITIVE 
POSITIONS AND CONVICTION 

HISTORY ASSESSMENTS 

PURPOSE 

Policy Number: 
514 

Effective Date: 

Pages: 
14 

October 1, 2018 

Los Angeles County (County) is a Fair Chance employer. The purpose of this policy and 
procedure is to provide guidelines to departments regarding access to conviction history 
information in connection with employment and placement in sensitive positions. 

Unless an exemption applies, applicants, which includes persons applying for 
employment with the County and current employees applying for a different position within 
the County will not be asked to provide conviction history information until after a 
department has made a conditional offer of employment. This policy and procedure 
provides guidance to departments regarding how an applicant's conviction history 
information is obtained and considered in the hiring process after an applicant has 
received a conditional offer of employment. 

BACKGROUND 

On November 10, 1998, the Board adopted a resolution allowing the Director of Personnel 
and each appointing authority to access local and State summary conviction history 
information for employment purposes for individuals working in sensitive positions. 

On November 25, 1998, the Department of Human Resources (OHR) issued policy and 
procedures to implement the Board's resolution and provided guidelines on the 
designation of sensitive positions. 

On August 4, 2009, the Board approved a new resolution providing the authority to 
expand State and local-level access to summary conviction history information to the 
federal level for employment purposes including volunteers and contract personnel. 
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DMV MAINFRAME DRIVING RECORD CHECKLIST 

RR/CC DRIVING CRITERIA: 

DISQUALIFYING FACTORS MAY INCLUDE BUT ARE NOT LIMITED TO: FELONY 
CONVICTIONS, CERTAIN JOB-RELATED MISDEMEANOR CONVICTIONS, CERTAIN 
SERIOUS TRAFFIC CONVICTIONS OR PATTERNS OF TRAFFIC VIOLATIONS (E.G., 
3 OR MORE MOVING VIOLATIONS WITHIN THE PAST 2 YEARS, FAILURE TO 
APPEAR, AT-FAULT ACCIDENTS, AND DRIVING UNDER THE INFLUENCE), 
ILLEGAL USE OF CERTAIN CONTROLLED SUBSTANCES AND/OR POOR 
EMPLOYMENT HISTORY. 

CLEARANCE CHECKLIST: 

DESCRIPTION YES NO IF NO, ACTION 
LICENSE STATUS: VALID NOT QUALIFIED 
EXPIRATION DATE LATER THAN 
ELECTION DATE NOT QUALIFIED 

LICENSE CLASS C OR HIGHER NOT QUALIFIED 

NO RESTRICTIONS – EXCEPT: 
1. WEARING CORRECTIVE LENSES,

AND/OR
2. CLASS B: WITHOUT AIR BREAKS

NOT QUALIFIED 

LEGAL HISTORY:  
ALL SUSPENSIONS FOLLWED BY “ACT-
TERM” 

NOT QUALIFIED 

MOVING 
VIOLATIONS 

1 OR LESS MOVING 
VIOLATION IN THE 
PAST 12 MONTHS 

NOT QUALIFIED 2 OR LESS MOVING 
VIOLATIONS IN THE 
PAST 24 MONTHS  

SINGLE 
INFRACTIONS 

3 OR LESS IN THE 
PAST 12 MONTHS 

NOT QUALIFIED 5 OR LESS IN THE 
PAST 24 MONTHS 
7 OR LESS IN THE 
PAST 36 MONTHS 

TWO-POINT 
INFRACTIONS 

NOT MORE THAN 1 
IN THE PAST 12 
MONTHS 

NOT QUALIFIED 
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DESCRIPTION YES NO IF NO, ACTION 
2 OR LESS IN THE 
PAST 24 MONTHS 

DRIVING 
INFLUENCE 

NO DUI IN THE PAST 
2 YEARS 

NOT QUALIFIED 

NO MORE THAN1 DUI 
IN THE PAST 3 
YEARS 
2 OR LESS DUI 
RECORDS IN THE 
PAST 5 YEARS 

HIT AND RUN NO RECORD NOT QUALIFIED 

ACCIDENTS 

NO AT-FAULT 
ACCIDENTS WITHIN 
THE PAST 2 YEARS 
(ARC CODE 3 OR 4) 

NOT QUALIFIED 

FAIL-TO-PAY: NO NOT QUALIFIED 
FAIL-TO-APPEAR: 
NO NOT QUALIFIED 

***END**** SHOWN 
AT END OF PAGE NOT QUALIFIED 
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PERFORMANCE REQUIREMENT SUMMARY (PRS) 
TECHNICAL STAFFING SERVICES 

REQUIRED SERVICES STANDARD 
MAXIMUM 

ALLOWABLE 
DEVIATION (AQL) 

METHOD OF SURVEILLANCE DEDUCTIONS FROM CONTRACT 
PRICE FOR EXCEEDING AQL 

Appendix B. Overall compliance with 
the Statement of Work (SOW), 
Scope of Work. 

100% Adhere to 
County requirements 5% 

- User/staff complaints
- Random Inspections
- Information found on

Contractor reports
Up to $100 per occurrence 

Appendix B. Overall compliance with 
Statement of Work (SOW), Specific 
Tasks. 

100% Adhere to 
County requirements 5% 

- User/staff complaints
- Random Inspections
- Information found on

Contractor reports
- Random samplings

Up to $100 per occurrence 

Appendices B, C. Contractor shall 
establish and maintain a Quality 
Control Plan to assurance that the 
requirements of this contract are met. 

100% Adhere to 
County requirements 0% 

- User/staff complaints
- Random Inspections
- Information found on

Contractor reports
- Random samplings

Up to $100 per occurrence 

Appendix B. Personnel assigned to 
work with the County under this 
Contract undergo a background 
check and DMV check as specified in 
the SOW. 

100% Adhere to 
County requirements 0% 

- User/staff complaints
- Random Inspections

Up to $100 per occurrence per 
employee 

Appendices B, C. Contractor in 
compliance with Standard Terms and 
Conditions. 

100% Adhere to 
County requirements 5% 

- User/staff complaints
- Random Inspections
- Information found on

Contractor reports

 Up to $100 per occurrence 

Appendix B. Contractor shall ensure 
they meet the requirements specified 
in the Contractor Responsibilities 
section of the SOW. 

100% Adhere to 
County requirements 5% 

- User/staff complaints
- Random Inspections
- Information found on

Contractor reports
- Random samplings

Up to $100 per occurrence 
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