California
Fair Political |
Practices Commission

July 14, 1986

Linda A. Beliveau

Deputy County Counsel

County of Sonoma

75 Administrative Drive, Room 116A
Santa Rosa, CA 95401-2881

Re: Sonoma County Area Agency on
Aging o
Our File No. I-86-222

Dear Ms. Beliveau:

This is in response to your May 12, 1986 letter seeking
assistance under the conflict of interest code provisions of
the Political Reform Act.l/

QUESTION

You asked if the members of the Advisory Council to the
Sonoma County Area Agency on Aging are "designated employees"
as defined by Section 82019 and should be covered by the
Agency's conflict of interest code.

CONCLUSION

The members of the Area Agency on Aging's Advisory Council
do not make or participate in the making of governmental
decisions within the meaning of 2 Cal. Adm. Code Section 187007
are not "designated employees" as defined by Section 82019; and
should not be covered by the Agency's conflict of interest code.

1/ Government Code Sections 81000-91015. All statutory
references are to the Government Code unless otherwise
indicated.

428 J Street, Suite 800 ® P.O. Box 807 @ Sacramento CA 95804-0807 @ (916)322-5660
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ANALYSIS

The Sonoma County Area Agency on Aging is an organization
providing services to the senior citizens in the County of
Sonoma. The Agency contracts with private or public
organizations (service providers) to accommodate the needs of
the elderly, such as providing hot meals or transportation.

The County Board of Supervisors serves as the Agency's Board
and is the Agency's final decision-maker. The Agency maintains
a staff, various working committees, and an Advisory Council
all of which work in concert with each other to implement the
goals and objectives of the Agency.

Some of the duties and powers of the Advisory Council
include, but are not limited to:

(1) Serving as an advisor to the Sonoma County Board
of Supervisors;

(2) Acting as an independent advocate for older
persons, taking positions on matters pertaining to federal,
state and local policies, programs and procedures, and any
legislation affecting older persons; and

(3) Being actively involved in the development,
implementation and monitoring of the area plan.

The area plan is an annually prepared plan which identifies
the needs of the elderly and develops a plan to fulfill those
needs.

With your May 12, 1986 letter you submitted several fact
sheets which describe the typical duties and functions of the
staff, committees and Advisory Council with respect to
developing policy or programs of the Agency and which define
the line of authority in implementing those programs or
policies.

One such activity is the Request for Proposal Policies and
Procedures. The Agency, through an open-bid process, awards
contracts to service organizations to service a particular need
in accordance with the Area Plan. The staff and the Area Plan
and Project Review Committee work to secure bids through a
formal public advertising and bid process.

The Area Plan and Project Review Committee reviews all
applications for funding and presents to the Advisory Council a
list of all agencies submitting applications, as well as a list
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of what applications meet the specific requirements of the
request for proposal.

The Area Plan and Project Review Committee recommends to
the Advisory Council which applications should be funded. The
Advisory Council has the power to accept, modify or reject any
recommendation of the Area Plan and Project Review Committee.
The Advisory Council screens the applications and decides which
applications will or will not be submitted to the Board of
Supervisors for approval.

In our telephone conversation of July 7, 1986 you indicated
that before the Advisory Council makes its final recommendation
to the Board, the agency notifies all applicants of the
proposed recommendation. All applicants are invited to the
meeting of the Board of Supervisors to object to the Council's
proposed award. The Board of Supervisors has in the past
rejected the recommendations of the Advisory Council and
awarded the bid to a different applicant.

With respect to the procedures used in making policy or
developing programs, you indicated that before any issue or
proposed policy is submitted by the Advisory Council to the
Board of Supervisors, the County Administrator who serves as
the Agency's Director, reviews all proposed actions and decides
if the issue warrants submission to the Board, and, if so, is
the resolution to the issue appropriate. The County
Administrator is a public official covered by the conflict of
interest disqualification and disclosure provisions of the law,
as, of course, are the members of the Board of Supervisors.
Sections 87100 and 87200, et seq.

Section 82019 provides that a "designated employee" is an
officer, employee, member or consultant of any agency whose
position with the agency . . . is designated in a conflict of
interest code, because the position entails the making or
participation in the making of decisions which may foreseeable
have a material financial effect on any financial interest. A
"designated employee" does not include an elected state
officer, any unsalaried member of any board or commission which
serves a solely advisory function. (Emphasis added.)

The Commission has adopted regulation 2 Cal. Adm. Code
Section 18700 which defines "making or participating in the
making of a governmental decision." Regulation 18700 provides
that:

(a) "Public official at any level of state or
local government" means every natural person who is a
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member, officer, employee or consultant of a state or
local government agency.

(1) "Member" shall include, but not be
limited to, salaried or unsalaried members of
boards or commissions with decision-making
authority. A board or commission possesses
decision-making authority whenever:

* % %

(C) It makes substantive
recommendations which are, and over an
extended period of time have been, regularly
approved without significant amendment or
modification by another public official or
governmental agency.

* % *

(c) A public official or designated employee
"participates in the making of a governmental
decision" when, acting within the authority of his or
her position, he or she:

(1) Negotiates, without significant
substantive review, with a governmental entity or
private person regarding the decision; or

(2) Advises or makes recommendations to the
decision-maker, either directly or without
significant intervening substantive review, by:

(A) Conducting research or making any
investigation which requires the exercise of
judgment on the part of the official or
designated employee and the purpose of which
is to influence the decision; or

(B) Preparing or presenting any
report, analysis or opinion, orally or in
writing, which requires the exercise of
judgment on the part of the official or
designated employee and the purpose of which
is to influence the decision.

2 Cal. Adm. Code Section
18700(a) (1) (¢) and (c).
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Applying this regulation to the facts presented, we note
that the Advisory Council, in the policy and program
development aspects of the Agency's activities, does not have
final review and approval before submission to the Board of
Supervisors. The County Administrator reviews all actions of
the Advisory Council prior to submission to the Board for
consideration.

With respect to the Request for Proposal procedure,
although the Advisory Council makes the final recommendation to
the Board of Supervisors based on staff analysis, the Board has
a history of rejecting the recommendations of the Council and
awarding a bid to a different applicant. The Advisory Council
members are not making or participating in the making of
governmental decisions within the meaning of Commission
regulation 2 Cal. Adm. Code Section 18700. Accordingly, the
Advisory Council members are not "designated employees" within
the meaning of Section 82019.

If you have any questions or need further assistance,
please do not hesitate to contact me at (916) 322-5901.

Slncere;yK

am&&%w/weé/

eanette E. Turv1ll
Legal Assistant
Legal Division

JET:plh
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Jeannette Turvill

Fair Political Practices Commission
P.0O. Box 807

Sacramento, CA 95804

Re: Sonoma County Area Agency on Aging

Dear Ms. Turvill:

I am counsel for the Soncoma County Area Agency on
Aging, and am drafting a Conflict of Interest Code for it. I
would appreciate vour agency's opinion regarding whether the
members of the Area Agency on Aging's Advisorv Council are
"designated emplovees" or whether thev are exempted from
disclosure requirements as "unsalaried members of a commission
which serves a solely advisory function," pursuant to Government
Code section 82019.

I have enclosed a copy of the Sonoma County Advisory
Council's by-laws for vour reference. The members receive no
salary; however, they are reimbursed for their out-of-pocket
expenses, as provided by Article XVI of the bv-laws on page
eight.

The Advisory Council is involved in policy and program
development and the awarding and monitoring of contracts. As you
can see, the Area Agency on Aging's Policy and Procedures (p.36)
reguire that council members excuse themselves from making
decisions in which they have a conflict of interest. I have
included a copy of the pertinent sections of the Soncma County
Area Agency on Aging's Policies and Procedures for vour reference
as well as a copy of Welfare and Institutions Code section 92360
through 2365 which govern local advisorv councils. While the
Council is active in the decision-making process, the Sonoma
County Board of Supervisors, which serves as the Area Agency on
Aging's Board of Directors, is the final decision-maker.
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I appreciate your assistance in this matter. Please do
not hesitate to contact me should you require any additional
information or have any guestions regarding this matter.

LINDA A. BELIVEAU
Deputy County Counsel

LAR:vt
Fnclosures

CC: Eddy Laine, Local Area Agency on Aging
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COUNTY COUNSEL
COUNTY OF SONOMA
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TELEPHONE (707) 527-2421

JAMES P. BOTZ
COUNTY COUNSEL
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MARIAN E. MU

June 13, 1986

Ms. Jeannette Turvill

Fair Political Practices Commiss
P.0O. Box 807

Sacramento, CA 95804

pde

on

Re: Sonoma County Area Agency on Aging

Dear Ms. Turvill:

On May 12, 1986, I requested an opinion from you
regarding whether the members of the Area Agency on Aging's
advisory counsel are "designated employees" or whether they are
exempted from disclosure requirements as "unsalaried members of
a commission which serves a solely advisory function," pursuant
to Government Code Section 82019. I have enclosed a copy of that
letter for your reference. I understand that vou are gquite busy
but would appreciate an indication, if possible, when I might
expect a reply to my inguiry.

Please do not hesitate to contact me should you have
any questions or require additional information in order to
render an opinion on this matter. Thank you for vyour
assistance.

Very truly yours,

£ 7 4

LINDA A. BELIVEAU
Deputy County Counsel

LB:d1lb
Enclosure
cc:  Eddy Laine, Area Agency on Aging



CHAPTER 4.4

Area Agency on Aging Advisory Council

[Added by Stats 1980 ch 912 § 12.]

§ 9360. Establishment

§ 9361. Duties and powers

§ 9361.5. Council to be nonpartisan

§ 9362. Staff; Reimbursement for expenses; Annual specialized training for mem-
bers

§ 9363. Annual report

§ 9364. Adoption of bylaws; Membership of council

§ 9365. Construction

Cross References:
Definitions: §§ 9100 et seq.
California Commission on Aging: §§ 9200 et seq.
Department of Aging: §§ 9300 et seq.
Area agencies on aging: §§ 9350 et seq.

.__§9360. Establishment

The Legislature hereby declares and recognizes each area agency on
aging advisory council as a principal advocate body on behalf of older
persons within a planning and service area.

Added Stats 1980 ch 912 § 12.

§ 9361. Duties and powers

The duties and powers of each area agency on aging advisory council
shall be to:

(1) Serve as adviser to the area agency on aging;

(2) Act as an independent advocate for older persons, taking positions
on matters pertaining to federal, state and local policies, programs
and procedures, and any legislation affecting older persons;
(3) Actively seek advice from community councils on aging, senior
advocacy organizations, local aging commissions, elected officials, and
the general public for the purpose of advocating for and making
formal presentations on issues of concern to older persons;
340
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AREA AGENCIES ON AGING § 9354

§ 9353. Staff

The area agencies on aging shall:

(a) Be headed by a full-time director;

(b) Request other staff in the area plan, subject to the approval of the
Department of Aging; and

(c) Have a staffing level sufficient to carry out its powers and duties
as required.

Added Stats 1980 ch 912 § 11.

Cross References:
Department of Aging: §§ 9300 et seq.

§ 9354. Limitation on use of funds for program development, advo-
cacy, and coordination

(a) All planning and service areas shall use no more than 10 percent
of their annual total baseline allocation received pursuant to Title
ITII B (42 U.S.C. Sec. 303(d)) for program development, advocacy, and
coordination.

(b) Area agencies on aging shall not use state match funds for the
purpose of program development, advocacy, and coordination.

(c) Program development activities are those activities which either
establish a new service or improve, expand, or integrate existing
services. These activities shall achieve a specific goal or objective and
occur within a specific time frame.

(d) Of the allowable 10 percent available for program development,
advocacy, and coordination activities, at least 20 percent shall be
budgeted for advocacy activities by area agency on aging advisory
councils.

(e) All other activities not specifically budgeted as advocacy, but
undertaken on behalf of advisory council operations, shall be charged
to area plan administration and shall be subject to any limitations on
the amount of funds which are allocated for administration of the
area plan.

Added Stats 1984 ch 268 § 37.6, effective June 30, 1984.
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SONOMA COUNTY AREA AGENCY ON AGING

2230 PROFESSIONAL DRIVE SWITE 102 SANTA ROSA, CALIFORNIA 95401
. PHONE (707) S$27-3138

ADOPTED JANUARY 28, 1986
SONOMA COUNTY ADVISORY COUNCIL, AREA AGENCY ON AGING
BY-LAWS

ARTICLE 1

NAME

——

The name of this organization shall be the Advisory Council of Sonoma County
Area Agency on Aging, hereafter known as the Council.

AUTHORIZATION

The Sonoma County Board of Supervisors on June 7, 1977, established the Sonoma
County Commission on Aging to provide them with a551stance and advice on
matters dealing with the elderly.

The Board took action on December 11, 1979, to establish the Sonoma County Area
Agency on Aging and name the Comm1551on on Aging as the Advisory Council to the
Board of Supervisors on the Area Agency's functioning. On May 14, 1980, the
Sonoma County Board of Supervisors was designated as the Area Agency on Aging,
Planning and Service Area No. 27 and the Commission on Aging in fact became the

Advisory Council, This action completes the major goal of the original Commission
on Aging.

ARTICLE II
STATEMENT OF DUTIES AND POWERS OF THE COUNCIL

Sec. 1. Serve as advisor to the Sonoma County Board of Superv1sors (who is the
Area Agency on Aging).

Sec. 2. Act as an independent advocate for older persons, taking positions on
matters pertaining to federal, state and local policies, programs and #
procedures, and any legislation affecting older persons.

Sec. 3. Actively seek advice from community councils on aging, senior advocacy
organizations, local aging commissions, elected officials, and the
general public for the purpose of advocating for and making formal
presentations on issues of concern to older persons.

Sec. 4. Inform local senior advocates and organ1zat1ons on spec1f1c legislation
pending before local, state and federal governments. =

Disseminate information of interest and concern to older persons.

LN
D
(@]
U

Sec. 6. Be actively involved. in development implementation;and,monitoring
of the area plan. L



ARTICLE II (cont'd)

Sec. 7. Hold an annual area-wide meeting of senior advocates and organi-
zations to prepare for the priorities for the ensuing year and
elect delegates for the state-wide legislative meeting of senior
advocates.

Sec. 8. Hold public hearings on the area plans with no less than 30-day
notification to the general public and the aging constituency
regarding dates, time and location. Such notification shall
contain understandable descriptions of Area Agency on Aging and
community-level plans in order to promote informed input.

L3
ARTICLE TII

MEMBERSHIP

Sec. 1. In compliance with Federal and State regulations, membership of the
Council shall be composed of a majority of persons sixty (60)
years of age or older.

Sec. 2. Members shall reflect the geographic, racial, economic and social
complexion of Sonoma County. By geographic, it is meant that at no
time shall any supervisorial district be represented by more than
five (5) on the Advisory Council.

Sec. 3. The Council shall consist of twenty-one (21) members.

Sec. 4. Council members may serve for two (2) years and may be reappointed/
reelected for additional terms.

ARTICLE IV

DESIGNATION PROCESS

Sec. 1. No more than fifty (50) percent of the Council's membership shallk
be appointed by one official or body of officials.

Sec. 2. A) The Area Agency on Aging (Board of Directors) shall appoint
ten (10) area representatives, two from each supervisorial
district. '

When a seat from a supervisorial district becomes vacant, it
shall be filled by that district supervisor.

B) The following organizations shall each appoint a representative
from their organization: (a) the Nutrition Project Council,
(b) the Native American Nutrition Site Council, (c) the Sonoma
County Council for Community Services, and (d) the Sonoma
County Association of Mayors and Council members.

C) The Advisory Council shall appoint seven (7) members. _One of
these members shall serve as a representative+for the disabled
of Sonoma County (nominated by an organization or organizations
representing the disabled). R o

-2 -



ARTICLE IV (cont'd) .

Sec. 3. The selection process by the Advisory Council shall be as follows:

A) The Executive Committee acts as a standing membership committee
and they shall receive and review all applications, taking
into consideration Article III, Sections 1 and 2. The committee's
recommendations shall be submitted to the full Advisory Council
and a majority vote is required for final selection.

B) Applications may be submitted by individuals, groups or
organizations in the Planning and Service Area (PSA 27).

C) Applicants' names shall remain in the potential membership
pool for a minimum of two (2) years.

D) Notice of vacancies shall be published county-wide and shall
be filled by the foregoing process.

ARTICLE V
ATTENDANCE AT MEETINGS

Sec. 1. All members shall be in attendance at the hour appointed for each
regular, special or recessed meeting of the Council. No person
may be absent for more than three (3) consecutive regular meetings
without written notice and approval of the Executive Committee.

Sec. 2. Members shall be replaced according to the designated process as
shown in Article IV. A written notice of delinquency shall be
sent to the member immediately after the third consecutive absence.

ARTICLE VI
OFFICERS

Sec. 1. The officers of the Council shall be a Chairperson, Vice-chairperson
and a Secretary. They shall be elected at the annual meeting. Each
term of office shall be for one year and officers may serve only
two consecutive terms in any one office.

Sec. 2. Should the office of Chairperson become vacant, the Vice-chairperson
shall succeed to that office. Any other vacancies occurring shall

be filled by the Executive Committee for the remainder of the
unexpired term.

ARTICLE VII
NOMINATIONS AND ELECTIONS

Sec. 1. The Nominating Committee shall consist of three members, who
shall be appointed by the following process: at least ninety (90)
days prior to the election, of at the March meeting, the Advisory /



Sec.

Sec.

Sec.

ARTICLE VII (cont'd)

Council Chair, the Executive Committee, and the Advisory Council.
each shall appoint one member.

The members of the Nominating Committee shall serve no more than
one (1) consecutive appointment.

The Nominating Committee shall meet in the AAA office prior to the
April Advisory Council meeting to prepare a slate of nominees. The
Nominating Committee report shall be signed by each member and
indicate the nominees to the offices of Chairperson, Vice-chairperson
and Secretary. This slate of candidates shall be mailed to all
members of the Advisory Council immediately following the April
Council meeting.

Additional nominations may be made from the floor. The election
shall take place at the annual May meeting at which time all

nominees must either be present to affirm his or her consent to serve
or have provided a signed written consent to serve. Should a member
of the Nominating Committee be a nominee for one of the offices of
the Council, that person shall resign and the Chairperson of the
Advisory Council appoint a replacement.

The Nominating Committee shall have the responsibility for arranging
for a secret ballot and tally and report the results to the Council.

An individual receiving a plurality of the votes for any of the offices
shall be deemed to have been elected and will assume office immediately.

In the event of a tie vote, there shall be a second ballot on that
particular office. If a second vote also ends in a tie, the office
shall be filled by the toss of a coin.

ARTICLE VIII

DUTIES OF OFFICERS

Sec.

1.

The Duties of the Chairperson shall be to:

A.

N

Preside at all meetings of the Council and of the Executive Committee;

Call special meetings of the Council and the Executive Committee when
necessary;

Appoint members of committees to be ratified by the Council per Article
XV, Sec. 1. (except the Nominating Committee per Article VIII, Sec. 1);

Serve as an ex-officio member of all committees except the Nominating
Committee;

See that members of the public have an opportunlty to speak on agenda

o items at the appropriate time;

Perform all duties necessary or incidental to this office; and

-4 -



ARTICLE VIII (cont'd.)

G) Appoint a temporary Secretary in the event of the absence of the
Secretary at any meeting of the Council;

H) Appoint a Parliamentarian.

Sec, 2.. Duties of the Vice-chairperson

The Vice-chairperson shall perform the duties and exercise the power
of the Chairperson during the absence of the Chairperson.

Sec. 3. The Secretary shall assure that the minutes of each Council and Exec-
utive Committee meeting are kept. In the absence of the Chair and
Vice-Chair the Secretary shall perform the duties and exercise the
power of the Chairperson during his/her absence.

Sec. 4. Absence of the Officers

In the absence of all of the officers at any Council meeting the mem-
bers present shall choose a presiding officer for that meeting.

ARTICLE IX

VOTING REQUIREMENTS AND PROCEDURES

Sec. 1. Every member must be present in person to vote and no proxies are to
be recognized. A majority of members shall constitute a quorum and is
necessary for a meeting to be held. At the discretion of the Chair
each member shall vote by roll call on each issue that comes before the
Council for discussion.

ARTICLE X

REGULAR MEETINGS OF THE COUNCIL

Sec. 1. The Council shall hold a regular meeting on the third (3) Wednesday of
each month at the location determined at the preceding meeting. If
the regular meeting day falls on a legal holiday the Council may fix
another day. All meetings shall be open to the public except for those
which, pursuant to the Brown Act, are convened to deal specifically
with personnel. ;

Sec. 2. All meetings of the Council shall be tape recorded and the tapes kept
for one year.

ARTICLE XI
SPECIAL MEETINGS OF THE COUNCIL

Sec. 1. Special meetings of the Council may be called by order of the Chair-
person or may be called by five (5) members of the Council by deliver-
ing personally or by mail written notice of each member of the Council
and a local newspaper of general circulation and a radio or television
station. Such notice shall be delivered personally or by mail at

-5 -



ARTICLE XI (cont'd.)

least twenty-four (24) hours before the time of such meeting, as
specified in the notice. The call and notice shall specify the time
and place of the special meeting and the business to be transacted.
No other business shall be considered at such meeting by the Council.

ARTICIE XII

PUBLIC HEARINGS

Sec. 1.

Sec. 2.

Prior to the adoption of the annual Area Plan or subsequent amend-
ments to the Area Plan, public hearings shall be held allowing area
residents the opportunity to comment. Such public hearings shall be
widely advertised and shall follow procedures established by the
Council. No quorum is necessary for a public meeting and no business
will be transacted unless the requirements for a regular or special
meeting have been met.

The Council may call public hearings on any of its proposed reports

or statements and may assign the responsibility for such meetings to
a committee. A

ARTICLE XIII

MINUTES AND AGENDA OF REGULAR MEETINGS

Sec. 1.

Sec. 2.

The minutes of each meeting of the Council shall be delivered person-
ally or by mail to each member of the Council no later than forty-
eight (48) hours prior to the next meeting and be made available to
all other persons requesting them.

The Agenda of meetings, including the time and place, shall be deliver-

ed personally or by mail to the members of the Council at least forty-
eight (48) hours prior to the time of the meeting.

ARTICLE XIV

REPORTS AND PUBLIC STATEMENTS

Sec. 1.

Sec. 2.

Sec. 3.

Sec. 4.

All reports of the Council ordinarily shall be delivered personally
or by mail in draft form to each member of the Council prior to the
date of the meeting at which such support is proposed for consider-
ation and action thereon by the Council.

Approval of any report, oral or written, or public statement of Council
members shall require the majority vote of the active members.

None of the above shall preclude any Council member from expressing
his or her opinions or recommendations when acting solely as an indi-
vidual and not as a member of the Council

All communications from the Council shall be sent out over the author-
ized signature of the Director/or the Chairperson of the Council.

-6 -



ARTICLE XV

COUNCIL COMMITTEES

Sec. 1.

A)

Sec. 2.

COMMITTEE ORGANIZATION AND PROCEDURES

The committees of the Council may be composed of Council members and
volunteers, with the exception of the Executive Committee, Area Plan
and Project Review and Nominating Committees, which shall be composed
of Council members only (per ARTICLE VIII, Sec. 1C).

Each Council member shall serve on at least one committee.

The ‘membership of each committee shall select is own chairperson.
No chairperson shall serve more than two (2) consecutive years as
chairperson of any one committee.

Volunteers may serve on Advisory Council committees except those
listed in Sec. 1A). Appointments are for one-year terms. Advisory
Council members must constitute a majority of the membership of each
committee.

Meetings of the respective committees shall be held subject to the
call by the respective chairperson thereof or upon request by a
majority of the members, provided written or oral notice is given to
each member at least seventy-two (72) hours prior to the time of the
meeting.

The Council and its committees when holding public meetings in the
community shall have its objective to draw upon the community people
who have concerns in the fields being examined, and invite them to
participate in arriving at conclusions.

All recommendations and/or reports of the committees shall be brought

to the council in writing through the chairperson of the committee or
the designated person.

STANDING COMMITTEES

Executive Committee

A) The Executive Committee shall consist of the Chairperson, Vice-
chairperson, Secretary, Chair of Standing Committees and the im-
mediate Past Chairperson.

B) The duties of the Executive Committee shall be to develop agendas
for regular and special meetings and review staff recommendations.
It shall make recommendations to the Council, or if an emergency
situation prevails, act upon such matters as are brought up for
consideration by the Chairperson or by any members of the committee.
It shall report back to the Council on its actlons at the next
regular meeting of the Council.

C) The Executive Committee shall deal with all membership issues.



ARTICLE XV (cont'‘d)

Area Plan and Project Review Committee

A) Develop with staff and recommend to the Advisory Council the
Agency's Area Plan prior to its adoption by the Area Agency on
Aging (Board of Supervisors).

B) Review all submitted projects and proposed applications for grants
and/or contracts from Area Agency on Aging funds to make recommen-
dations thereon to the membership of the Council.

C) Monitor and evaluate the implementation of the Area Plan objectives.

D) Make recommendations to the Council relative to other projects
and funding sources not included in the Area Plan.

Legislative Committee

A) The Legislative Committee will study and review all legislative
issues and concerns related to the well-being of the older people
of Sonoma County and make appropriate recommendations to the
Advisory Council.

Nutfition Committee

A) The Nutrition Committee will study and review all issues and con-
cerns related to the operation of the Nutrition Program and make
appropriate recommendations to the Advisory Council.

Sec. 3. ON-GOING AND SPECIAL COMMITTEES

A) On-going committees include: Health and Welfare, Housing, By-Laws
and Procedures, and Transportation.

B) Special committees may be created for a limited time by the Council
for the purpose of studying or handling special subjects.

Sec. 4. Reports and/or recommendations of all committees shall be made to the
full Advisory Council.

ARTICLE XVI

REIMBURSEMENT FOR MEMBERS

Sec. 1. Members shall be reimbursed for out-of pocket expenses in performing
functions relating to advocacy for Older Americans within the limits
of the budget of the Area Agency on Aging.

ARTICLE XVII

AMENDMENTS TO BY-LAWS

Sec. 1. Notice of any proposed amendment to these By-Laws shall be delivered
personally or by mail to each member of the Council at least thrity
(30) days in advance of the meeting, at which time the amendment is to
be considered.
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ARTICLE XVII (cont'd)

AMENDMENTS TO BY-LAWS (continued)

Sec. 2. All amendments to the By-lLaws may, after thirty (30) days notice, be
adopted by the affirmative vote of two-thirds (2/3) of all members
of the Advisory Council and with the approval of the Board of Supervisors.

ARTICLE XVIII

PARLIAMENTARY RULES

Sec. 1. On a question or point of order not contained in these By-Laws, the
Council shall be governed in its parliamentary actions by Roberts'
Rules of Order (revised) in which Roberts' Rules of Order (revised)
are not inconsistent with these By-Laws.



SONOMA COUNTY AREA AGENCY ON AGING

2230 PROFESSIODNAL DRIVE SWTE 102 S5ANTA ROSA, CALIFORNIA 95401
PHONE (7D07) 527-313B

FOLICY DEVELOFRMENT FROCEDURES

Gereral Guidel ines

No AAA policy may be contrary to the Older Americans Act, Older
Califormnians Act, Califoarnia Departmert of Aging regulaticons, or
Courty of Scricoma policy.

The ARA may establish policies when the Acts or regulaticons clearly
authorize the ARA to do so, wher alterratives ivr imolemerntivig a
pravision are permitted, or when the Acts or repulations are =ilent
o the matter.

pefiritior

A.

The first refers ta a clearly defined course of acticn formally
adopted by the AAAR throuogh rescluticrn of the County Board of Suoer-—
visors, and specifyirig the measures to be tabker bv the AAR to pursue
that course of actior.

The secord refers to proposed programmatic charnpes which do nat
constitute aofficial AAA policy but which carn be instituted by using
the policy developmert procedures cutlired ivn this secticon. Thus,
policy developmerit as decscribed here can refer as well to prop&géls
for charge ard procedures for resclutiorn of issues.

May Initiate Folicy Developmernt

Folicy develapment begins with ar issue statemert, whether writter cr
nat, that carn be crigirated by anyore who has a desire to see ABA
Policy either initiated, clarified, or changed.

Irnitiaticn of policy developrent may be dovie by:

1. Gereral public, especially sericrs;

<.  Users of sericr servicecs;

. Rdviscry groups to senicr services, as well as tne board of
directors of senicr cservice orgarnizaticons:

Staff ard volurnteers of sericr organizations, including site
staff arnd volunteers as well as control office personrel;
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Policy Development Procedures

The Adviscry Cocurcil of the ARA, any of the individual members o
or committees;

ARAR staff;

The Scricma Cocunty Administrator's Office, and any member of the
AAA Board of Directors, i.e., County Bcard of Superviscrs.

C. The steps toc be fallowed in the policy develaopmernt process depend

upar

whao irnitiates the issue statement, as cutlired below. (Far a

graphic illustraticon of this process see Attachment L —— Faolicy
Developmnent.)

[V. Folicy Development Frocess

A. In gerieral the developmernt of policy would be initiated as follows:

1.

(]

()

Folicy issues raised by the public and by the users of sernicr se

vices would be first directed to either the seriicr orgarnization
most likely affected by the issue or to ARA staff, depending aon
the issue.

Issues raised at the level of sericr corganization would in
gereral follow the lirnes of communication of that corganization.

& Staff arnd volunteer issues to their praogram director,
b. Advisory group 1=sues tw the program director,
C. Frogram director issues to their Board of Directors.

Issues raised at the ARA level waould likewise follow the lines ¢
communication of the RAQA:

a. Individual Adviscry Council member or staff issues to the
appropriate committee of the Advisory Courncil,
b. Committee issues to the full Advisory Courncil.

E. If the initiated program charge proposal or palicy issue is rot
resolved dt cne of these erntry pm1nts to the ARA infarmaticr rluw
,ystem, the issue wauld be redirected to the riext mast appropriate
level. Issue rescluticn policy develaopment proceeds as follows:

1.

(1]

Issues with a sernicr ocrgarnization would be directed ta the aa-
visory group to the crganizaticorn or to their Eocard of Direc-

tors.

Directiorn past the service provider level would be to the RRA
starf, ther tc a Committee of the ARAR Adviscry Council, then
the full Advisory Courncil.

a. Issues gererally directed to the Committee and the Advisery
Council involve program develcopment, Hﬁxmpaws, RFF_ progecur?
and awaﬂﬁ1ng uF funds.,
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policy Development Procedures

b. Iccsues dealt with primarily by ARA staff irclude admirnistra-—
tion, perscannel, acccunting/fiscal furnctions and procedures,
contract maragement.

Issues urresclved at the RARA level would be directed to the Offi
of the County Rdministrator and to the AARA Board of Directors, t
Cocurnty Bocard of Supervisors.

[C]

Upcr ARAR receipt of a poterntial policy issue, either writtern or ver-
bal, the follawing steps would be taken:

1. Staff will write a discussion paper orn the icssue.

a. Information sources to be used for the discussion paper
irnclude:

Existing Federal and State laws and regulations,

2) Existing CDR and County of Scnoma policy,

3 Irput sclicited from senicr service praviders, their
providers, their advisory groups, arnd krnowledgeable
community swuurces.

b. The discussian paper will include:

1) A clear statement of the issue,

Fresentaticrn of factor or factors affectivig or affected

by the issue,

3) Alternative policy positions which could be adobpted,

4) Advaritages and disadvantanees of the available alterra-
tives.

fi1

c. The discussian paper will be disesemiviated to the RARA Advisc

Cocuncil, the aoffice of the County Rdministrator, and all cc

. cerned parties for their consideration and input. Where iy

is strongly divergent, AARA staff and Advisory Council will
utilize workshcops to analyze the irnput.

i

The policy statement will be cevelaped by RRAA staff as a con-
sequence of the above process and will irnclude:

& A brief background statement describing the rneed for paolic

b. A clear statement of the policy,

c. Discussion of why the adapted positicon was takern.

d. Arvi implementatiocn plan which establishes time frames and
places responsibility for actiocns to be taken.

3. The policy statement will be brocught before the appropriate Cco
mittee of the RAAR Adviscry Council for their review, then to t
full Adviscry Council.

ﬁ:4. The firal decision arn all AARA palicy lies with the EBoard of Di

ectors of the RRA, the Cocunty Board of Supervisors. . The Offic
af the County Rdministrater will be kept informed of each ster
the palicy develcpmrent process. The Directeor of the RARA will
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Policy Development Procedure§~l

follow the follawing procedures for seeking approval of the
RAA palicy:

. .-

Upory approval by the Board of Supervisors, RAA staff will irnsur:s

Submissicn to the Board by 12:0@ noor, on the Tuesday priage
ta the EBoard’s regularly scheduled Tuesday hearings, of the -
resclution detailing the proposed policy charnge or addition, .

Submission to the Reard, at the same time, of a Summary Out-
lire of the proposed policy change or addition including the

fallowing:

1) Requested ERoard acticon

2) Recammendatiorn (if any)

3) Background statement of problem or issue
4) Discussion of altermatives (if any)

5) Carnsequevice of riot acting (if any)

Fricr to submission to the Board, the agenda issue should be.

proaperly cocordinated with cother affected agercies.

that all relevant tollow—up work is completed.

ARA Advisary Council is rotified of the approved policy
charge,

Affected sernior crganizationms are motified and steps imitia

ted tz implement anmy relevant policy charnges,
The gererel putlic is natified if the policy chamge so indr-
cates.
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DE.

FINITION

SONOMA COUNTY AREA AGENCY ON AGING

2230 PROFESSIONAL DRIVE SUITE 102 SANTA ROSA, CALIFORNIA 95401
PHONE (70Q7) 527-313B

agarcuirund
SeguITRY

Ny FeCAUANIEN

FPROGRAM DEVELDFMENT RCTIVITIES

program Develapmernt refers to those ARA activities which are directed
tz the fulfillment of goals ard objectives for services to the elderly
ir., Sormoma County. They are activities which ensure the develcoapment

of a camprehersive and coordinated service delivery system, crie which
ie responsive to the reeds of the elderly. Toward this end the ARA
formulates ite armual Area Flarn for senicore services and effects a
et-ategy for imnplementaticorns of the goals statec thereivn.

Frogram Develoapment activities include:

w« o o kK Kk

Tmplementationm

Ecstablishsmert of riew services

Acsecement and 1mprovement of existing services
Fooling of rescources and interagerncy cocrdination
RED review and soisction

Terhriical aussistarnce to service praviders
Training activities for grants development
Acvocacy activities

Identifvirng Needed Services

The ARA will erigape in those activities which point cut the soecific
services lacking to alder perscns in the County, the provision of
whitch services would eviable the elderly to furcticon with irndeperderice
and dignity ivn theiyr hames arnd in the commuanity o their fullest
capacities. These rneeds assessment activities may include:

1. Cornducting surveys, including the perneral population, senicors,
service proavideres, or key informante;

. Reviewing euistirg information, including State and White House
Coriferernce findincs, ottier humarn services reeds acsessments,
other secorndary sources of data.

[}

Holding public forums or hearings to scolicit public sertiment.
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Program Development Activities

Ranrikirig Needs

The AAA staff and Advisary Council will determine which «of the idernt,.

fied rieeds are priorities by the following orocess:

1. Irput will be salicited from all scurces listed in “ldentifying
Needed Services" abave.

m

The Area Flanm amd Froject Review Committee of the Adviscory Courn-
cil will prapose a ranking of rneeds based upaoan such input, sendir
the rarked list of rieeds before tne full Advicesory Council.

]

The suggested ranking of reeds will be made public pricr to Advi-
sary Council action, and any subseguent public input considered
in Adviscry Council deliberatians.

4. The Adviscry Courncil's ranking will thern be semt to the County
Board of Supervisorz for their appraval, therm entered into the
Area Flan of the AARA.

ITII. EERVICE SYSTEM EVALUATION

A.

E.

C.

The RAA staff and Advisory Council may aobtain information on the
existing service system thraoaugh any of the following scurces:

e Corductirg client satisfaction surveys.

. Frogram monitoring orocedures,

z. Eramining other data scurces: Census data will be analyzed
annually to secure the most up—toa—date elderly population figure
tilization data provided by the subcontractors and other servic
providers may be used ta supplement program monitoring data.

4. Irformed sources input: RRA Advisory Council members may provit
service system informaticn, as well as other persons invalved U

» the provisiorn or use of services for the elderly.

Identification of Rescurces, Deficierncies, BGaps

Services which are rieeded but rnot now existent will be idemtific
. A comparison will be made of the stated rieeds with the effectiv
ness of existing services, especially idenmtifying arny excess
SETViCEeS.

Ny

Establishirng Fricrities
~71. With Adviscry Ceourcil irput the AAA will develcp alterrative ac
R proaches to meet the reeds already identified.

. Any develcped alterrnatives will be irnvestigated for potential

furmding and cther resources possible for implementation, imclud
irig volunteer or public emolayment programs.

Choosing the ARA funding pricrities for the subsequent fiscal
year will be dore with bath AAA staff aralyses cutlined abave ¥,
arnd Advisory Cauncil irnput. Initial Adviscry Courcil input Wi
be develcoped at the committee level, with warking Cammittee re”
commendaticons broaught before the full Advisory Council.

0]
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Program Development Activities

aREA FPLAN DEVELOFMENT

The sequerce of steps to be foallowed in the develocpment of the Area Flan
proceeds as follows:

a. Review of CDA Guidance

This is ar ARA staff furncticorn.

E. Draft Flar. Development

1. AAAR staff arnd the Area Flar arnd Froject Review Committee of the
Adviscry Courcil will work in congurnction to formulate the varicus
sections of the Area Flar. :

= All Committee recommerndaticrns will go before the full Adviscory
Couricil of the AAA for their review and comment.

C. FPubliec Irnput in Flarn Development

1. At least crie public hearirng will be held on the proposed RArea
Flarn, notification of which will be made in at least crie Sorioma
County newspaper of county—-wide circulatiorn at least 3@ days
pricr to the hearing.

. Adeguate rotice of the hearing will be widely publicized throuoh
press releases and corresporndernce with sappropriate service oro-—
viders, organizations of older perscons, and other potentially
irterested public and private agericies irv Sonoma County.

S The draft Area FPlan will be available for review at the RAA
offices. Summaries of major comporents of the Area Flarn shall
be available pricr ta arnd during the public hearirngi(s).

D. Flarn Approval Process

1. The Advisory Council-agproved Area Flarn, with the attachment of a
report on the comments received at the public hearirng(s), will
then be sent to the Bocard of Supervisors of Sonoma County., where
the Chair of the Bocard snall sign the rnow County-approved Flarn.

Ja

The Area Flarn shall ther be sernt to the California Departmernt of
Agirng for review and approval. If substantive charnges are re-
quired pricr to CDA approval, such chawnges shall go through the
Committee, Adviscry Council, Board of Supervisors'’ approval
praocess acutlired above.

L)

CDAR appraval authorizes the use of the Area Plan as guidance for
the develcpment of services for the elderly of Sancoma County.

EROGRAM TME' EMENTATION

A. Defiritior
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Program Development Activities

Praogram implementatiorn refers to thase ARA initiated activities whic:
will result iv the improvement of services tao the elderly of Sonoms
County. It is a blueprint for acticn for the ARA and the sermicr ser.
vice providers of the'éﬁuhty. Irn program implemerntation specific co-
munity agevicies or groups are charged with responsibility for acticr
in impraving these services.

Implementation Activities

1. Frepare arnrnually a report that gives recaommerndations to imorave
the lives aof aclder perscons and a summary of activities far the
previcaus year. The repart shall be made available to tne Area
Rgercy or Aging, the Department of Aging, the Califorrnia Commis-
sien an Agirg and all other interested parties that seek a caopy
af the repart.

r

. Program implementation consists of at least the follawing RAR
activities:

a. Establishing riew services:

b. Assessment of currertly available services and 1moravements
to same;s

c. Interagency coordination, pocling of resocurces, Joint proor:
operaticns to increase cost effectiveress:

d. Develaping RFFs, propasal review and selectiocn of sub—-con-
tracts plarming., contract develapment assistance:

e. Techrical assistance toc service providers:

f. Advocacy activities.

Responsibilities

The County EBEoarad of Supervisors as the Ecard of Directors of the &
is ultimately respornsible for the provision of adeguate gquality ser
vices for the county’s elderly. RRA staff are most directly resoors
sible for the implementation of the goals and objectives «f the
Area Flan. The members of the Adviscory Council of the ARA are ex-
pected to take a highly active rale in AAA program implementation
activities, especially given their role as spokespersans for the
seniars of Sonama County.
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SONOMA COUNTY AREA AGENCY ON AGING

. 2230 PROFESSIONAL DRIVE SUITE 102 gANTA ROSA. CALIFORNIA 95401
PHONE (707) 527.3138

REQUEST FOR PROPOSAL (RFP)
POLICIES AND PROCEDURES

Reader's Preface

This policy and procedures statement was developed by the Sonoma County
Area Agency on Aging to provide direction to the AAA staff and AAA Advisory
Council in the preparation of Requests for Proposal and subsequent review
of submitted proposals. The AAA staff are employees of the Sonoma County
Board of Supervisors who are the Board of Directors of the AAA. The
Advisory Council, made up of volunteers, as selected by its own set of By-
Laws, acts as an advisory body to AAA staff and Board of Directors. The
AAA Director is the chief administrative staff person responsible for
seeing that these guidelines are followed. Further information on the AAA
structure and programming policies can be found in the current AAA Area
Plan, available by request from the AAA.

The fiscal year begins in July and ends the following June. Information
on reqgular funding allocations from the State is usually available during
the pecember-January period with any general RFP process taking place in
the March-June period for the contract period beginning in July. Unex-
pected or one-time-only funding can occur any time during the fiscal year.
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Request for Proposal (RFP) Policiek*aﬁd:Procedures

1. GENERAL POLICY STATEMENT

A.

1.

Overview

The AAA shall conduct any procurement process in such a way as to
provide maximum open and free competition.

Any award must go through the formal public advertising and bid
process except as allowed for in points 3 and 4 below.

“Sole Source" contracts may be let in certain specified conditions
for contracts, generally under these conditions:

a. Public exigency will not permit delay incident to
advertising.

b. The service to be procured is available from only
one person or firm.

c. No acceptable bid received after formal advertising.

Great care will be exercised to comply with all federal, state and
local requirements pertinent to the particular fund title or source
before proceeding on sole source contracts. (See Attachment N)

The formal public advertising and bid process should be used in
almost all cases. The process may be simplified to reduce workload
so long as the principle of open competition is maintained.

No contract for on-going AAA program funding for a full fiscal year
will be written for under $5000.

A full RFP process is not necessarily required to renew existing
contracts when the contractor is performing to the AAA standards.
The AAA may choose to use an RFP rather than renew because:

a. The AAA wishes to seek a better contractor or alternative
proposals.

b. The AAA desires assurance that the AAA funding process is
not closed to new providers.

c. The AAA wishes to change the program design and does not
feel it can accomplish this through contract renegotiation
(e.g., significantly more or less funds allocated to the
program or other significant changes).

When issuing an RFP, it is the general intent of the AAA to do so
for specified programs and specified amounts. This would be based
on the on-going needs assessment and prioritization process used by
staff and the Advisory Council -- which are to include solicitation
of needs information and project ideas from service providers and
the general public. In this manner, prioritization would precede
RFP‘s such that potential contractors would compete to praovide

the specified programs.
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Requesf for Proposal (RFP) Policies and Procedures

B. Given that programs are specified for an RFP, the fu11'Adv1sory
Council (minus those with_a conflict of 1nterest) shall review
fﬁ“‘proposa1s and meet in special session to hear verbal presen-
”tat1ons and make recommendations.

9. From time to time, the AAA may receive unanticipated additional
funds with a very short period of time for expenditure of such
funds. The "contingency plan” within the Area Plan that is
current at a particular time attempts to ailocate such funding on
a prioritized basis. At times, a "shopping list" of one-time-
only expenditures {e.g. for equipment for service providers) may
be established. Any such list may be used or superceded by crisis
or emergency needs which have arisen since the list was estab-
lished; in the latter case, a revised locally approved plan may
be required by CDA. In either case, such one-time-only funds
may be previously earmarked in a programatic way but also are
subject to the RFP policies and procedures; the sole source op-
tion may be utilized per point #3 above.

B. Specific Regulations

Decisions will be structured by federal, state, and local regulations,
as well as the availability of funds and funding information. All
federal and state regulations as provided the AAA by the Federal Ad-
ministration on Aging or adhered to by the AAA and available for
public or service provider review.

Locally the Board of Supervisors is the Area Agency on Aging. The
following applies to the Board:

1. The Board of Supervisors normally expect the AAA staff and
Advisory Council to request Board approval/authorization to
issue RFP's. This can be in the form of an approved Area
Plan that specified that RFP's will be issued or by separate
resoltuion.

2. In addition, the Sonoma County Board of Supervisors has issued
a policy statement with regards to transportation funding in the
county. The policy of the AAA, then, is that all requests/
proposals/applications for transportation funds are to be sub-
mitted to the appropr1ate Sonoma County Transportation Review
body for possible review and comment to AAA staff, Advisory
Council, and the Board of Supervisors. The use of existing
county- owned vehicles for aging service providers will be han-
dled through the RFP process or if necessary, State Department
of Aging policy.

3. A1l AAA contracts are automatically subject to the possibility
for RFP every year. The intent of the AAA is to initiate any
RFP process at least four months in advance of contract expir-
ation date. This depends on sufficient notification to the AAA
of available funding.
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-

There shall be no closed Advisory Council meeting (full or committee).
This includes meetings concerning the allocation of funds (per the
California "Brown Act"). The Area Plan and Project Review Committee
(APPR) shall review all applications for funding and present to the
Advisory Council:

a. A complete 1ist of all agencies which had submitted applica-
tions to the Area Agency on Aging with specific requested
levels of funds, and

b. Information on this 1ist regarding which applicants had met
the requirements of the RFP.

Unless funds are specifically earmarked by CDA so that no RFP is
needed, the APPR Committee shall also recommend to the full Advisory
Council which applications should be funded. Such a recommendation
shall include all recommended applicants by program area matching
the amount of funding being made available in the RFP.

The full Advisory Council will review all recommendations from the
APPR Committee, and then accept, modify, or reject those recommen-
dations. A1l Advisory Council meetings (including committee meetings
i.e., APPR) in which there is an RFP will include at least the fol-
lowing elements:

a. A review of Conflict of Interest procedures as follows:

1) The Advisory Council Chairperson will ask the Advisory
Council members if they have any conflict of interest
regarding any applications submitted. If a conflict of
interest is stated, then the member shall abstain both
from discussion and voting on the project being consid-
ered.

2) When there is a question as to the existence of a con-
flict of interest, the Advisory Council Chairperson
shall make a ruling whether or not a potential conflict
does exist.

3) After all challenges raised by the Advisory Council
have been resolved, the applicants and general public
may raise challenges regarding Advisory Council members'
potential conflict of interest. Whether a conflict of
interest exists as stated in the challenge will be de-
termined by the Advisory Council Chairperson.

4) When members of the Advisory Council or Area Plan and
Project Review Committee are declared in conflict of
interest, the remaining members shall constitute a
quorum for the purpose of voting.

5) At both committee and Advisory Council meetings, the
Chairperson of the Advisory Council who is an ex-officio
member of the committe or Council shall cast votes.

b. Each applicant agency shall be permitted to give an oral state-
ment to the Advisory Council.

c. AAA staff shall present an analysis of the proposal, including
any tentative conclusions and findings.
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Request for Proposal (RFP} Policies and Procedures

d. The Advisory Council shall be given an opportunity to question’
the applicants and staff.

e. Members of the general public other than the applicants shall
have at this point in the meeting an opportunity to present
testimony.

f. Public portion of the hearing shall end.

g. The Advisory Council shall make a decision regarding the APPR
Committee recommendations.

7. Appeals of Advisory Council recommendations will be handled according
to the process outlined in the Contract Adm1n1strat1ve Process, Fair
Hearing (Appeal) Process.

. STEPS IN RFP PROCESS

A. Needs Assessment and Prioritization for the.sake of defining programs to
be funded.

B. Board of Supervisors authorization of:
1. The RFP process, including time lines.
2. The Area Plan, which details program areas to be funded.
3. Specific permission to initiate an RFP.
C. The Area Plan and Project Review Committee shall monitor the RFP process.
1. Establish time tables.
2. Review final RFP materials.
3. Qualify proposals for consideration.

4.. The Area Plan and Project Review Committee shall review the conflict
of interest procedures and must comply with the provisions.

D. Develop the RFP Package.

E. Develop an assessment tool for evaluating proposals, based on criteria
to be used.

F. Develop RFP List and other public notice mechanism (newspaper).

G. Determine who on the staff will give technical assistance. Train them
on the particular RFP - particularly the program intent and technical
aspects of proposal preparation. Publicize their availability in
general and at a "Bidder's Conference"” which is to be held for the
purpose of answering questions from potential applicants.

H. Set time for Bidder's Conference at least one week after pub]lc notice.
Minutes will be taken.

I. The RFP shall be released with ample response time.
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- J. Notice of RFP.to be mailed to-RFP List. To include contact person, date

of Bidder's Conference, method of obtaining RFP, and due date.

K. The AAA shall post receipt of proposals in an orderly and official
manner.

A copy of all proposals will be provided to all Advisory Council members
within one week of final receipt date and at least one week prior to any
proposal review meetings. Potential conflict of interest will be deter-
mined per Advisory Council Policies and Procedures.

L. The Advisory Council and AAA staff review proposals and arrive at recom-
mendations for the Board of Supervisors. In all cases, the staff and Advisory
Council are to provide an opportunity for applicants to make a verbal presenta-
tion and to answer questions. An applicant agency will have at least seven
(7) minutes to review the content of a proposal and respond to questions.

In those program areas in which there is competition for funding, competitive
applicant agencies may be visited by at least two members of the Area Plan and
Project Review Committee. During such visits there will be a review of
administrative costs and management practices of these agencies.

M. Notice of proposed awards sent to successful and unsuccessful bidders.
This notice should also include information on the appeals process to
be used.

_N. Appeals process utilized if there is an appeal. All Advisory Council

members without a conflict of interest, together with AAA staff, shall
consider the appeals.

jb. Submission of final recommendations for awards to the Board of Supervisors,

who may also hear comments from service providers and consumers.
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SONOMA COUNTY AREA AGENCY ON AGING

2230 PROFESSIONAL DRive Suite 102 SANTA ROSA, CALIFORNIA 95401
PHONE: (707) 527-3138

ALLOCATION PROCESS AND PROCEDURES

The Area Agency on Aging (AAA) for Planning Service Area (PSA) #27
receives grant monies that are from federal and state sources. Federal
and state funds for social and nutrition programs generate from the
Older Americans Act of 1965, as amended. In addition. monies are also
received from the U.S. Department of Agriculture and from the state
general fund. Most monies come from the Federal Administration on Aging
to the California Department of Aging and then finally to the local Area
Agency on Aging. (See Flow Chart - Attachment M)

The 0Older Americans Act funds include Title III B (Social Services).
III Cl1 (Congregate Meals), and III C2 (Home Delivered Meals).

The California Department of Aging allocates base level funding to each
AAA on a state-wide formula that takes into account » number of factors.

including the number of older persons in the ar umber of low in-
come older persons. and the number of cor- PSA.

The California Department of Ac’ ¢ several
months in advance what th- 3 will be
for the following fisc. - 1lized at
contract time, usually 1 . also
receives one-time only fu, n of
the AAA. preferably not on ' used
for capitol expenditures or

These monies are not part of 1 <

The current practice of the Cali _> to notify
the AAA's of additional available -4 Planning
Estimates. The AAA then submits runds to CDA. in the
form of a proposed revised budget. i .C an application for the

amount of funds stated in the Revised Planning Estimate.
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Allocation Process and Procedures

~

CDA then sends to the AAA a revised Notification of Grant award for the
amount of funds applied for in the AAA's proposed revised budget. As
soon as this written notification is received from CDA, the AAA begins
the process of in turn allocating these additional funds to its sub-
contractors according to its stated priorities.

The AAA's process for determining its priorities is part of the Plan
Development process. Integral in development of the Area Plan and the
AAA's funding priorities is the work of the Area Plan and Project Re-
view Committee. When additional funds are made available, AAA staff

notifies the Area Plan Committee, which then convenes to discuss funding

amounts in relation to Area Plan objectives and contingencies for the

use of additional money. Recommendations of the Area Plan Committee are

submitted to the full Advisory Council for their approval.

Planned use of the additional funds, including dollar amounts and the
period of time during which the funds must be utilized, namely the con-

tract year, are then made public and service providers notified of same.
Funds will then either be directly allocated for specific services or an

RFP process would be initiated.

31.
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SONOMA COUNTY AREA AGENCY ON AGING

ALLOCATIONS

FLOW CHART

CA Dept. of Aging'

'
Contracts Not#fies
i

;Y Board of Supervisors

L ' ’/
Within \ N
"Area gency 5“£ 7 days |—————~—  Area Plan & Project ™
Pl Information Review Committee
o i\’od’r Approves To T~
- ~
)\5&, Recommendations AAA Service Providers
A\ .
Board of
Supervisors * CDA Notifies AAA staff on allocation
A * AAA staff sends information within 7 days to:
,/ Board of Supervisors, Area Plan & Project Revi
Fi 1/ Comnittee, and AAA Service Providers.
Reco :lmti.ons ® AP & PR Committee makes recommendations on
8 ¢ nnne/n’a possible use of funds to the Advisory Council.
/ ; * Council mades final recommendations to Board ¢
—_— 4 , Supervisors.
YISORY COUNCIL * Board of Supervisors makes final decisions ans

authorizes staff to contract for funds.




SONOMA COUNTY AREA AGENCY ON AGING

2230 PROFESSIONAL DRIVE SuiTeE 102 SANTA ROsa, CALIFORNIA 95401
PHONE (707) 527-3138

CONTRACT FROGRAM MONITDORING
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Fooo the purpose of this marwal, manitcrivig shall be defirved as:
Moritoring

A cantirwcus process of evaluating corntractor performarnce, practices,
prccedures, and reports for compliarnce with fontract terms and ab-
Jectives, for guality of prooram content, and for trackirnog client
participaticn, firnarcial, ard utilizatiocn trends.

Ths AAR will use this term to indicate the procees of collecting informa-
tior and data orn services: as such, monitoring activities provide basic
irfocrmaticrn for later aralysis and decisicr making wnich come urider the
labels of '"assessment'" cr "evaluatian.

Trte three pereral catepories of prooram monitorino activiities in which the
Rfit: 15 evigagec are:

Fropram Momitoring

The ARA shall mornitor contractors for coampliance with the cperatianal
aspects of the corntracts, ircludivng levels and aporopriateress of ser-—
vigce, code arnd permit comopliances, health code compliarice, adherence
to programmatic regulaticns of the Califorriia Department of Roing,
emplayee development arnd trairnirig, client satisfaction, prooram publi=-
city, and related matters

Financial Monitoring

The RRA shall monitor contractor compliarce with contract terms
regarding budgetary, reverue, and expenditure matters, ircluding
cash hardlirng, expenditure control and documentaticorn, performarnce in
relaticn to reporting reguirvements, arnd timely =submission of reports
and irvoices. (Details of these monitoring reguiremernts are corn-
tained irv the contract maracement secticor of this FPolicy and Fro-
cedures Marual.)

Texhmical FAssistarmce

The AAR has an oblipaticon to, and an interest in, providing cantract-
cre with techrnical assistarice toward the impravement of services to
the sericr cammurnity, irncreased efficiercy, and compliance with
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II.

MONITORING ACTIVITIES

~ contract terms. This function is performed by all RARA staff upaon

Contract Program Monitoring

request or iderntificatiocn of reed.

A.

Routive Project Operations Reports

Previcus sectians of the ARAR Marmal specify the forms reaguired faor
submissicorn by subcontractors. In moast cases, these forms are exact),
these farmally reqguired by CDR or Sconama County. Fram time tao tine,
the RAA itself, will be amending and improavirng upan the "program
operatians' reparts for the sake of better assessments and evalua-
tions. Frimarily, inadequacies exist irn urniform definition of acti-
vities and the caourting of units of service, as well as the praper
design of farms to allow for camplete and urnambiguous reporting. Ail
such reports are to be routinely submitted to AARA fiscal staff who
will manitor receipt of reparts and maintain the "contract files."
Further, fiscal infarmation will be checked for accuracy of calcula-
tions, appropriateress within the cantracted budget and comoleteress
of back—up documentation orn expernses. Such fiscal inventarying can
result in immediate sarctiorn activities inm the form of withholding of
funds or limiting authority to obligate or expend funds or complete
terminatian. The cornditicns and pracedures far such sanction activi-
ties are explaired in detail in the ARAR Sarnction Folicy. '

The RAR will record an a manthly basis the units of service 1) caon-
tracted for arnd 2) delivered each month. This will act as arn orn—golrg
visual check af progress with subhcantractar comment expected aon any
significant shart—-fall or charges fram one month to the next. The Ard
staff (primarily the RRAA plarrer and cirector) will periadically checH
this cumulative data for any dramatic charnges which may trigger
earlier ARA/subcontractor canfererces thanm previcusly scheduled.

{R copy of the "Monthly Program Monitoring Report" is included as
Attachment O to this section.)

Infarmal ARA Contracts with Froject Operatiocns

Farmal assessments will invalve scheduled site visits. Ivi additiar.
hawever, RAAR staff and RAdvisary Courcil members will from time to
time, for varyirg reasans, and either on a scheduled or unschedulied
basis, have informal corntact with praoject cperations. Rside fram
praoviding familiarity with praject aperaticns for staff and Adviscory
Courcil members, significant concerns that arise from such cantact i
will be referred ta RAA staff for fallow—-up investigation and techrni’”
cal assistarice to the project.

RAA Advisary Caurncil members are ercauraged to have as much informal
contact with project cperaticorns as possible deperding onm the appor?”
priateress ivn each project's case. The riutriticn project services:
e.n0., are highly accessible to Advisory Council members, whereas &
legal services project is rat as accessible to thase rat legitimate“
in need of the services. A transportaticr project may actually be
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- Contract Program Monitoring

used by an deisaby Co&ﬁ¢11 member,qn a;regulaﬁ, déily basis. In
‘ary case, there will be a range of informal and/cr user ccantracts
that cccur with respect ta different projects.

Oftentimes, Advisory Cﬁuncil members may find themselves in a dual
role — as baoth a cliert or user of a certain service and as an advi-
sar ta ARAA staff. and the Board of Supervisaors. In such a dual rcle
the Advisacry Couricil member carnct attempt to resalve praoblems re-—
garding the effectiverness of the service. As simply a participant
in the service, the Adviscry Courcil member is free tao interact with
praject staff as would any user of the service. It should be clearly
stated tca all corncerrned, hawever, that such interaction dcoces nat
represent a particular AAA or Advisory Courncil point of view. Mat —
ters of project cperaticon cr poalicy beyond the irdividual Advisory
Courncil member's perscnal experierce as a user of the service must
be referred ta AAA staff or the Adviscry Courcil as a whole,

Advisary Council members will not be farmally representing the AAA

in discuscsing gereral matters of aperaticons wnich must be reviewed

by the Adviscary Council as a whale, AAA staff arnd/or Board of Super-
visors, In these cases, the RAA staff will act as the formal liaisan
with the projects.

Complaints arnd Rumcrs

l. Specific Fraoblemse of Carisumers —— hNot Handicapned—Related

AAA staff will recard in writing all camplaints received fraom con-
sumers and respond in writing. A capy of all such correspondence
shall become a part aof the contract file aof any AARA-funded pro—
Ject. Such corresporndence will thern be available at the time of
farmal assessments.

The Adviscary Council plays a very important role in being receiver
aof complaints and "rumcrs" about boath ARA and non—RARA furided pro-—
grams. It is essential that Adviscory Council members pass on

such information to the ARA staff for investigation and report
back ta that member and/or the full Advisory Council. The gereral
cutlirne of procedures is as follaows:

a. Reccrding of as many details as passible at the time of
hearing a complaint or rumor, as well as ericouragirng the
cornsumer to cantact praject Staff and progject Advisory
Council. Optimally, most sclutiocns would be best handled
by the projgect itself.

b. Fassing the irfarmaticn to the ARAR Director, fiscal offi-
cer, plarrmer and secretary in that corder for their inform-—
atian,

c. In cases where the Rdvisory Courncil member feels that the
AARR should play a role, allow the ARA staff at least three
warking days ta report back their findirgs and recommernd-
ation for further action either verbally or in written
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Contract Program Monitoring

farm. A report cn any such camplaint (valid or not)
involving an RRR subcontractor is to be placed in con-
tract file.

d. If not satisfied with RARA staff acticr om the matter, itne
Adviscry Courncil member should bring the iwnmformation to
the atterticorn of the Chair, Vice-Chair cr Secretary
aof the Advisary Cocuncil, in that order. The matter will
thern be referred to the aoprapriate committee for further
acticr. An afficer of the Advisory Council will be res-
ponsible for brivging up the matter of ARA staff res-—
porisiveness at the next Executive Committee meetinag.

It reeds to be emphasized that irv most cases it will be of great-
er service to senicrs for an Rdviscry Cauncil member to cammuni-
cate a specific corncerwv, complaint cr rumoyr tc the RRA staff
rather tharn do nothing o to communicate it to other Rdvisory
Courncil members, family and friernds. The paint is that misin-
foermation as well as valid caomplaints not addressed can be very
harmful to the effectiveress of senicr programs. It is best faor
the Adviscry Courncil to utilize ARRA staff ta follow up on such
matters within a reasonable amcunt of time.

(]

. Specific Fraoblems of Ccrisumers — Harndicappoed Related

It is the policy of Scricma County Area Rgercy on Rging ot to
discriminate orn the basis of harndicap. The Rrea fAogerncy on
Rgirg has adcopted an interrnal grievarce procedure providing
for prompt and eguitable resclution of complaints allegirng
arny acticr prohibited by Sectiorn S84 of the Rehabilitatiaon
Rct of 1373 (29 U.S.C. 734) or the U.S. Department of Health
and Humarn Services’ regulaticrns implemerntirng the act. Sec-
tion S@4 states, iv part, that “"ro ctherwise—-qualified
handicapped individual . . . shall, sclely by reascrn of his
hardicap, be excluded from the participation in, be dernied
the berefits of; or be subjected to discriminaticri urder any
program or activity receiving Federal firnarcial assistance.’
The law and regulaticrs may be examired in the affice of
Eddy Laine, Directcr, RRR, wh:o has beer desigrated to coordl-
nate the effcrts of Area Rgercy orn Aging to compbly with
Secticn S@4.

&. Any person who believes she <r he has beer subjected to =y
discriminaticon or the basis of hardicap, in caontradictior -
of the policy stated above, may file a grievarce under TI
this procedure. It is against the law for Area Agercy o a
Rging to retaliate agairnst anycre whao files a grievance Y
or cooperates in the investigation of a grievance. a4

b. OGrievarnces must be submitted to the Section S@4 Cocrdird” ;f
tor within 3@ days of the date the person filing the ti
grievarce becomes aware of the alleged discriminatory e
acticn.

4!
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Contract Program Monitoring

C. A complaint must be ivn writino, containing the rame and
address of the person filing it (“"the prievant"). The
complaint must state the praoblem cor action allepned ta
be discriminatory and the remedy or relief scught by
the grievant.

d. The Sectiorn S@4 Cocordinator (or her/his desigree) shall
conduct an investipation of the complaint to determine
its validity. This ivivestigaticon may be informal, but
it must be thorough, affordirg all interested persons an
cpportunity tco submit eviderce relevant toc the complaint.
The Sectior S@4 Cocordinator will mairvtain the files and
records cof the Area Agericy on Aging relat1hg to such
grievarices.

e. The Sectior S@4 Cocordirnator will issue a writter decision
on the grievarnce rno later tharn 3@ days after its filivin.

f. The grievant may appeal the decision aof the Section S5@4
Cocrdiviator by filivg anm appeal in writivg to Mr. Tom
Schoapflin, Sornoma County Administrator, within 15 days of
receiving the Sectiorn SR4 Cocrdivator’®s decisicon.

g. Mr. Tom Schopflin, Sarcma County RAdmiristrator, shall
issue a writter decisicrn in respornse to the appeal no
later than 3@ days &fter its filing.

n. The availability and use of this grievarce procedure do
rict preclude a persorn from filinp a complaint of discri-
minatiorn on the basis of handicap with the HHS OFFICE FOR
CIVIL RIGHTS, 1&735 Market Street, 14th Floor, San Fran-—-
cisco;, Califocrnia 9418355 telephore (415) 55&6-858€.

i, Area Agericy on AQing will make appropriate arrarvipemernts
to assure that disabled persons can participate in or
make use of this grievarice proacess orn the same basis as
the rion—-disabled. Such arrarngemerits may include, but are
rict limited toa, the provision of interpreters for the
deaf, providing taped cassettes of material for the blind,
or assuring a barrier-free lccation for the proceedings.
The Secticorn 524 Coordinator will be respornsible for pro-—
viding such arrarngements.

Frocoram Informaticor and Education

The Advisory Council has establicshed a procedure by which-directors
of praograms (both AAA and rnon-AARA furded) will be invited to make
presentaticns at the regular Adviscry Council meet1mg{ These pre-
sentaticons provide an oppoartunity for on-going’ educatlon fuP ‘bath

the Adviscry Courcil and ARA staff. The emphésis at. meetlnas cutside
Sarmta Rosa will be or some program. or'an aspect of some promram

-that has soecial significance for the . grnnraph;cal aweaéwhere the

meeting is held. From time to time, tHe de1sory Coﬂnc1l may call
special meetings for the purpcse of 1nten51fy1na thxs ‘pro ccess by .
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scheduling several programs at cone time. AARAR staff together with
the ExecutiVe Caommittee will be respansible for facilitatirog the
scheduling and logistics for such proogram presentations.

Advisacry Council committees coveririo specific praogram area (e.o.
riutriticon) will alsoc be meetirig with project staff at times ta
discuss and review praject ocperatiorns - mast often in Ece soirit
of plarning for better cr irncreased services in the future. Such
meetings will be in addition to any formal contract assessments.

3

The AAA Frogram Descripticons are summary docunents prepared by RAG
staff on both AARA and rnon—ARARA furnded programs. These documents are
reviewed by both Advisocry Council committees and service proavidersg
and are available for anycore to review for background material on
project operatiaons.

Coansumer Survevys

Statistically reliable cornsumer surveys can be an important i1rngre-
dient of any system of monitoring, assessment and evaluaticr. At
this time, there is rc established poalicy cor praogram for surveys on
the part of the AAA. However, the AAA staff will be explorirng with
project staff the possibilities in this area. Such surveys can en-
compass users as well as un—users, information on reeds and aware-
ness of services as well as satisfaction with services used.

Surveye of Fraofessiconals in the Field

Likewise, the ARA has as yet not established any program for per-
icdically surveying professicnal staff persons concerning seniar
services 1in Sonoma County. The purpose of such a survey could be
to ascertain

. a) opinians on unmet wneeds
b) suggestions for desirable coordirnation
c) gpinians on effectiveness of particular projects

1/86
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SONDMA COUNTY AREA AGENCY DN AGINB

2230 PROFESSIONAL DrRive Suite 102 SANTA ROSA, CALIFORNIA 9540
PHONE: (707) 527-3138

ASSESSMENT PROCEDURES

DEFINITIONS

For the purposes of this manual, assessment shall be defined as:

A process of evaluating contract performance prepared by a team
analyzing formal and informal monitoring reports, invoice reviews,
contractor reports, and previous assessment reports.

Assessments may concentrate upon a specific aspect, in which case
they are called focused assessments, or may be general in nature
addressing overall contract performance. Initiation of the assess-
ment process rests with the AAA Director. Some of the elements of
an assessment are determination of:

®* effectiveness in meeting goals

®* responsiveness of contractor to previous assessments

®* requlatory compliance
® degree of contract compliance
®* Agency problems for purposes of technical assistance

®* exemplary performance on the part of a contractor.

Assessments are the result of a formal review of all the relevant
facts known to the AAA about a contractor's performance at any one
time. Assessments most often do not compare one program or con-

tractor within the framework of the contract goals and regulations
set for that particular program; its emphasis is the analysis of
progress and compliance within a contract. As such, AAA assess-

ments, in the formal sense, can only apply to AAA funded projects.

ASSESSMENT PROCESS

A. Assessment Preparation

1. Use of Monitoring Reports
It is intended that assessments can be accomplished by a
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Assessment Procedures

combination of contract file review and a mandatory visit
with the project, with particular emphasis on the content
of the monitoring reports and previous assessments.

Site Visits ,

While the monitoring process provides a certain kind of

review of site operations, the assessment team must visit

the contractor's operation as part of the assessment process.

In addition to the regularly schedu1ed assessment, special

assessments might be required in the following situations:

a. Monitoring reports indicate a continuing/recurring pro-
blem or deficiency;

b. The assessment teams consider the monitoring reports to
be inadequate or incomplete to perform the assessment;
or

c. The contractor requests such a visit by the assessment
team.

Contact with project operations by the assessment team may

or may not be scheduled in advance with the contractor's

Director. Any formal conference, however, would require an

appointment. At the discretion of the contractor's Director,

up to two members of the advisory group of the project being
assessed may be present during the assessment.

At the end of each such formal visit, the assessment team will
conduct an exit interview with the project director or his/
her designee to discuss the team's ovservations.

General Agency Requirements Questionnaire

a. As part of the overall assessment process, the gquestion-
naire is an important tool. The questionnaire provides
detailed questions which allow the assessment team to
uncover any problem areas in the operations and pro-
cedures of the assessed program. The Questionnaire also
provides a method of standardizing the assessment team's
inquiry into project operations, so that the information
requested from project to project does not vary signifi-
cantly.- (See Attachment P)
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B. Prior Assessments

Records of prior assessments shall be on file at the AAA and accessible
for review by other service providers and the public.

Before proceeding with contract agency assessments, the AAA shall insure
that the subcontractor's response to the latest prior assessment is
available to the assessment team. The AAA will further insure that all
information related to past corrective measures taken on the basis of
assessments (including outstanding contractua1>issues) is made available
to the assessment team.

€. Assessment Team Formation

Upon development and approval of the assessment schedule, the AAA shall
form an assessment team as follows:
1. Either the AAA Director or Planner shall be a member

of all program assessment teams.

2. The AAA Advisory Council shall be represented on each
of the program assessment teams. Advisory Council designees
would preferably be members of the committee whose charge is to
a given program area, i.e., the Nutrition Committee, Transportation
Committee, Housing Committee, or Health and Welfare Committee.

Advisory Council members on assessment teams shall have
no conflict of interest with regard to the assessment
service providers. Advisory Council members providing

or receiving a service may not participate in the assess-

ment of that service.
Other Members

As deemed appropriate, assessment team membership may
include the AAA Accountant, Account/Clerk, Nutrition
Consultant of the AAA, or other specialist whose judgment
would provide important input in a given program area.

D. Assessment Planning

1. In planning for an assessment the AAA understands that
the results of an assessment are to deal only with the
program being assessed. As such, aqfasséssment in no sense

shall evaluate the individual personnel af a program.
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AAA Staff Role

AAA staff are responsible for setting the assessment schedule

with the service provider, securing all data required of the
subcontractor, interviewing the project director and relevant staff
and preparing the report of the assessment outlined below. Upon
completion of the assessment schedule, letters of transmittal will
be sent to all subcontractors, notifying them of same.

At the time of each assessment AAA staff shall review all CDA
assessment-related policy newly developed since the time of the
prior assessment. If necessary, the AAA shall further incorporate
such new policy into the assessment procedure.

AAA Advisory Council Role

The roles of the Advisory Counci) member(s), depending on the
particular service being assessed, include: (1) to become informed
of the activities of the projects funded by the Area Agency on
Aging, (2) to ask the project advisory council members questions
related to the roles and responsibilities of that project's

advisory council, (3) to review the results of surveys from the
users of the project's services, and/or (4) to obtain information
about the operation of a project by acting as a potential user of th
project's services and filling out a separate "potential" consumer
survey based upon contact with that project.

A11 survey work would be done with the cooperation of the contract
agency staff. This would include reviewing the survey form itself,
the purpose of the survey activity, and in some cases sending a
joint letter to project clients. The broject would be expected

to send surveys to the clients with an Area Agency on Aging
envelope included. The clients of the sub-grantee agencies would
not be expected to sign the surveys in the interest of confiden-
tiality. A1l survey work would be completed at least one week
prior to the other assessment activity.

Advisory Council members during assessment activity should handie

rumors or complaints in accordance with rumors and

-2
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and complaints provisions outlined in Contract Program
Monitoring I1I1-B. The report of the Advisory Council member
regarding their participation shall be written and included
in the overall Assessment Report detailed below.

E. Assessment Reports

1.

Exit Review

The AAA Director shall assure that upon request of the contract
agency and/or the assessment team, there is an opportunity for
the assessment team and the contract agency to meet and review
the preliminary findings of the assessment report in draft form,
and that meritorious suggestions by the contract agency for the
alteration of the report are incorporated into the final report.

Included in the assessment report shall be recommendations made
by the AAA to the contract agency, including suggested dates for
completion of the corrective action.

Final Report Distribution

AAA Director has the responsibility to prepare and process the
final report.

F. Assessment Report Processing

R W

Time Schedule

A report by the AAA staff shall be delivered to the contractor
agency within 30 days of the completion of the assessment. The
assessment report shall indicate any follow-up the contract
agency took with regard to prior recommendations. The contract
agency's director shall be afforded the opportunity to respond
to the report for a period of 30 days following distribution,
The assessment team may modify this report if the contract
agency's director response warrants change.

Confidentiality

The findings of the assessment team shall be.képt in strict
confidence until such time as the assessment report is pre-
sented to the contract agencies being assessed.
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I11.

3. Final Report Signatures
The assessment report shall then be typed in final form
and signed by the assessment team members. The signature
of the contract agency may be sought at the discretion
of the team, with the alternative of transmitting a copy
of the report to the contract agency by certified mail
being acceptable with return receipt requested.
4, Distribution of Assessment Reports

a. Genera1 Distribution

The completed assessment report shall be distributed
by the AAA as follows:

(1) Original: 1In contract agency file;

(2) A copy shall be prepared for the signature of
the AAA Director and other members of the assess-
ment team to transmit to the contract agency.

(3) A copy shall be sent to the Sonoma County
Administrator's office.

(4) A copy shall be sent to the Sonoma County Board

of Supervisors.
b. AAA Advisory Council

The AAA Advisory Council shall be informed of the
completion of an assessment, and the general findings
thereof, by the inclusion by the AAA Director of a
brief report in the monthly administrative report to
the Council.

CONTRACTOR APPEAL

If the contract agency disagrees with the findings and recommendations
of an assessment report, the contract agency may appeal as follows:
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A. AAA Advisory Council

The contract agency may file with the Council a formal
written appeal containing the following information:

1. Assessment findings/recommendations appealed;
2. Reasons for appeal; and
3. Suggested alternative assessment report wording.

When such an appeal is filed, the AAA Director shall have the
responsibility for coordinating the appeal with the Council
and making certain that the Council has the assessment report
in question as well as the appeal. If the appeal involves a
legal matter, such as an interpretation of contract language,
the Director shall secure necessary advice of County Counsel.

The AAA Advisory Council shall hear the appeal at its next
reqular meeting, and shall, after hearing the data presented
by staff and the contract agency, render a recommendation on
the matter.

B. Board of Supervisors

Further appeal over assessment findings may be made to the
Board of Directors of the AAA, which is the County Board
of Supervisors.

1/86
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