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35.1.7 Attachment G - ltemized Service Budget
36.0 ExHIBITS '

36.1  The following list of exhibits constitutes an integral part of subject agreement:
36.1.1 Exhibit A Contractors Equipment List
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Attachment A
2.0 Administrative Methodology
2.1. Linguistically and Culturally Appropriate Services

The staff at Pima County One Stop reflects the community it serves. Staffing is a
unique blend of County staff, State staff, and staff from various agencies such as
Community Outreach Program for the Deaf, Tucson Urban League, and SER—Jobs for
Progress. Many staff are bilingual, and some are able to communicate in sign language.
Adaptive equipment in the resource room is available for those who are visually
challenged. Adult Education is available on site. In addition, OneStop contracts for
intensive Adult Education and English as a Second Language to help people prepare for
vocational training and/or employment.

2.2 Networking and creating partnerships

A One Stop system, by definition, is about collaboration. Services are coordinated
with a network of more than 50 organizations, ranging from community—based non-
profits to governmental agencies to training institutions. Services such as adult
education, Unemployment Insurance, vocational education and labor exchange are
co-located at two main One—Stop locations. Community—based organizations receive
funding to assign staff to One—Stop service team. The One Stop’s inter-agency case
management team connects participants to services needed in the community.

Satellite centers include Sullivan Jackson Center for homeless job seekers, and Kino
Veterans Workforce Center. A Faith/Community Partners programs links faith
groups to the One—Stop. Pima County One Stop has Memorandum of Agreement or
financial contracts with each partner program that governs the basic principles for
coordinating services for mutual customers seeking employment.

Strong industry partnerships help increase opportunities for participants to find
employment. The Pima County Workforce Investment Board has 45 members who
have defined six sectors of interest for local economic and workforce development:
Aerospace, Health and BioScience, Infrastructure, Emerging Technology, Logistics,
and Natural and Renewable Resources. This rich network helps the One Stop’s
Business Services team in its efforts to identify employer needs as it works with
more than 700 employers each year.

One Stop is part of Pima County’s Community Services Employment and Training
(CSET) department. CSET operates the Community Action Agency and the
Emergency Services Network (ESN). ESN puts a dozen funding sources and a
dozen local agencies in one system that is used to people avert hardship and
homelessness through emergency utility, rent and mortgage assistance. Collaborative
partnerships leverage additional resources, such as Supportive Services for Veteran
Families, housing counseling services and discounted health services through Pima
Community Access Program.



2.3 Client /Recipient Confidential Information

County has several layers of confidentiality protection. First, files with personal -
information are kept under lock and key. After termination from the program, a client’s
paper files follow retention guidelines under the contract. Older files are archived by
County’s Records Division, which maintains files in a secure setting and destroys them
according to schedules.

Second, all staff using Pima County computers review and sign statements regarding
email and database usage. County uses secure passwords, and these must be changed
every 60 days. Additional passwords are required for staff entering databases, and
databases operated by the county have levels of security built into them depending on the
rights granted to that staff person. In addition staff using external databases must follow
all training and guidelines required by that database.

Finally, County policy forbids the sending of social security numbers via email, and
County IT encrypts database information exported to funders.

Attachment B .
3.0 Service Methodology
3.1 How will the service will be delivered?

Each person who enters the One Stop fills out a short form that Welcome staff use to
begin the triage process. During the year ended June 30, 2013, this triage process sorted
over 20,000 responses into four categories of defined need:

17% Emergency Assistance

37% Employment o

30%  Skills Training (including Basic Ed and ESL)

16%  Self-Help (resource room usage for Job Search)

Those seeking employment are connected with self-help resources, such as job leads, and
encouraged to take advantage of a suite of employment workshops, such as employability
skills, career exploration, resume development, interviewing and basic computer skills.
The workshop menu features a special 50 Plus Employability Skills four-day class
offered twice a month. The 50 Plus Instructor/Workforce Development Specialist may
also work one-on-one with participants, providing general navigation assistance and
career guidance.

Those seeking training or more in-depth employment preparation may apply for further
assessment. These include the Test of Adult Basic Education, as well as computerized
assessment tools. Mature clients will be interviewed with the SCSEP Assessment Guide
by the assigned Workforce Development Specialist. Eligibility is determined for multiple
funding programs administered through Pima County One-Stop. Based on these core
services and assessment activities, suitable candidates will be identified for Senior
Community Service Employment Program positions.



The Workforce Development Specialist will develop an Individual Employment Plan with
each SCSEP participant. The IEP sets out employment goals, interim goals and action steps with
specific deadlines based on all assessments. The IEP is to be specific, measurable, aftainable,
relevant, and time limited. Based on the IEP the Workforce Development Specialist will identify
an appropriate Community Service Assignment and work with the host to develop an Assignment
Description and specifications for content of training, in accordance with SCSEP policies and
requirements, with an emphasis on matching customer interest, abilities and training needs.

All Community Service Assignments will be limited to 20 hour per week and should be
limited to between six and 12 months in duration, deperiding on the participant’s IEP and
actual progress. The Workforce Development Specialist will ensure that each host agency
is qualified to offer participants quality opportunities to receive the needed skill training -
detailed in their assessments and TEP, completing a Community Service Assignment
Description Form with the host agency and the participant and distributing it to the participant
and the host agency prior to the first day of starting the assignment.

The WDS will also work with the One-Stop Business Services Team to ensure the
participant is given referrals to appropriate unsubsidized opportunities and will follow up
with the participant after placement on a quarterly basis for 12 months.

3.2 How will enrollment goals be achieved including use of SPARQ?

Enrollments into all programs are monitored on a monthly basis again planned goals by
the Program Manager. Required demographic and program data will be entered into the
SPARQ. In addition, basic information about each One-Stop client enrolled into any
program is entered into Pima County's Participant Tracking System. Running .
reports from both SPARQ and PTS helps the Program Manager ensure that all activity is
accounted for in the SPARQ), including activity funded by other sources. '

3.3 How will support services based on participant assessments be provided?

Development of the Individual Employment Plan as well as ongoing monitoring of each
participant allows the Workforce Development Specialist to identify barriers to obtaining
and/or retaining employment. One-Stop has contracts in place to purchase some items
and services for clients, and is able to purchase others on a direct demand basis.
Common support items include bus passes, work clothing, tools, fingerprinting and
immunizations. The Workforce Development Specialist may refer a participant to the
One-Stop's Emergency Services Network for utility and/or rent assistance.

The Workforce Development Specialist prepares a voucher requesting the service. It is
then reviewed by the supervisor. The voucher is taken to the vendor, who bills One-
Stop.

3.4 How will IEP’s be developed using participant assessments, and how will
participant progress in meeting IEP goals be tracked?

OneStop employs both formal and informal assessments. Each person who is considered
for training or subsidized employment undergoes a battery of tests, starting with the Test



of Adult Basic Education, followed by an Interest Inventory and more refined
occupational tests, including Pesco SAGE.

Informal assessment starts with the intake and then reviews possible barriers to determine
potential barriers. Examples might include personal mobility and range of motion issues,
a need for adaptive devices, medical issues, transportation, legal issues, housing and
nutrition, elder care

The IEP is used by the WDS to identifybthe barrier and then find a remedy. The WDS
monitors the plan to make sure that the barrier has been removed and no more barriers
appear. :

3.5 How will working relationships with Host Agencies be established?

OneStop has contracts with more than 50 local agencies. These will be informed of

the possibility of placements, and an agreement/Community Service Assignment Form

shall be drawn up with interested agencies. The Community Service Assignment Description
Form will contain:

i. A detailed description of the specific competencies to be attained.
ii. Methodology to be used to measure and document progress toward
attainment of competencies.
iii. Intervals of assessment to measure progress toward attainment of the
stated competencies. -
iv. Who will conduct the assessments.
v. Who is the responsible host agency supervisor.
vi. Confirmation that the host agency will assume liability for any injury or
property damage;
vii. Prohibition from using participants to replace or do the work of
employees who have been laid off (see 20 C.F.R. 667.270); and
viii. Confirmation that community service arrangements do not unfavorably

impact current employees and do not impair existing contracts for
services or collective bargaining agreements.

The Workforce Development Specialist will provide an orientation for host agencies,
which includes a review of the Community Service Assignment Description.
Subsequently, he or she will conduct quarterly reviews of IEP milestones achieved, the
purpose of which will be:

i To evaluate the progress of each participant in meeting the
objectives of the IEP _

il. To determine the participant’s potential for transition to
unsubsidized employment

1ii. To determine the appropriateness of the participant’s current
community service assignment

iv. To review progress toward the participant’s employment and

training objectives



v. To prepare a transitional IEP for participants approaching their
durational limit. Transitional IEPs shall be initiated no later than
one year prior to the participant’s durational limit exit date.

The Workforce Development Specialist will also conduct quarterly monitoring of Community
Service Assignment locations to ensure safe conditions; review host agency compliance with all
applicable requirements; and evaluate participant progress. The host agency supervisor’s input is
to be included on all re-assessments using the Host Agency Supervisor's Evaluation Form. In the
event the participant receives a “Needs Improvement” on the Host Agency Supervisor’s
Evaluation Form, the Supervisor will initiate and complete the Host Agency Supervisor’s
Corrective Action Plan.

3.6 How will placement into unsubsidized activities be coordinated with One
Stop partners?

Transition into unsubsidized activities begins with the planning and goal-setting for the
IEP. During the initial 50Plus Employability Skills class the participant will be guided in
developing a professional resume focused on his or her goal. As the participant gains
transferable skills and job knowledge in the Community Assignment the resume will be
updated and refined. One-Stop WIA and Employment Service staff will assist each
participant in identifying and matching job orders and the Workforce Development
Specialist will coach the participant and make appropriate referrals to interviews. In
addition, Pima County One-Stop will coordinate closely with the 50 Plus program being
launched by Pima Community College. 50 Plus will provide an information hub and
support center for mature students to take advantage of occupational education and other
offerings throughout the community college disctrict.

3.7 What is the job description of the staff delivering the service?

Please see attached Workforce Development Specialist Job Description. Within Pima
County personnel classification this is a Grade 40 exempt position. A dedicated
Workforce Development Specialist will be hired to conduct SCSEP services in
conjunction with Pima County’s 50 Plus Employability Skills workshop and general
information, navigation and referral for mature workers/job seekers. Specialized
knowledge and experience with mature workers will be sought for this position.

3.8 How will salaried staff be trained to deliver the service?

Pima County One-Stop will coordinate with DES/DAAS to arrange for training for the
Program Manager and the assigned Workforce Development Specialist on SCSEP
policies, protocols and reporting requirements. In addition the Workforce Development
Specialist will be trained on One-Stop policies, procedures and programs, and partner
resources.






Code 1722
Title: WORKFORCE DEVELOPMENT SPECIALIST

SUMMARY: Counsels, evaluates, trains and assists One Stop Career Center (OSCC) customers
requiring assistance in gaining initial employment or re-employment by giving them access to needed
community services. Additionally, the Workforce Development Specialists participate in developing
both internal and external activities to market OSCC program services. In conjunction with this effort
they are responsible for developing and administering agreements designed to foster participation by
public and private agencies as well as public and private sector employers. [‘Customer’ in this
classification specification is defined as both the general public seeking employment related services
and the public/private sector employers]

DUTIES/RESPONSIBILITIES: (Work assignments may vary depending on the department's needs and will be
communicated to the applicant or incumbent by the supervisor)

OSCC CUSTOMER SERVICES:

General Public:
Counsels OSCC customers regarding the labor market, availability of jobs and skill and educational
requirements;
Interviews and counsels OSCC customers to determine short- and long-term career goals, barriers to
employment and need for additional training and education;
Evaluates needs of OSCC customer’s for additional services such as mental health, health-related
issues and emergency housing and coordinates referrals with appropriate agencies;
Provides career and academic counseling as well as crisis intervention;
Provides individual and group counseling related to job loss and reemployment;
Develops and conducts employability skills classes and workshops to address general and specific
workforce career and job search issues;
Coordinates referrals with appropriate agencies and schools;
Administers and interprets standardized tests such as career interest inventories and aptitude and

~ personality tests and conveys results to clients; :
Reviews job orders and matches OSCC customers with job requirements using manual or
computerized file search;
Refers customers to companies, in response to company job orders;
Continues job referrals until job placement occurs;
Instructs clients individually and through workshops in resume writing, job search and interviewing
techniques as well as entrepreneurial skills;
Develops on-the-job training contracts, including specifications for wage levels and length and content
of training;
Organizes and presents program orientation sessions for OSCC customers
Refers OSCC customers to training for occupational skills upgrading.

Employer:

Works with community employers to promote and develop job opportunities for OSCC customers in
the Tucson community;

Acts as a liaison between the OSCC programs and community agencies such as the Chamber of
Commerce, business associations and economic development organizations;

Represents the OSCC before groups, including employers and community agencies, through speakmg
engagements and individual meetings;
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Assists in various Rapid Response program activities, as well as business retention, entrepreneurial
start-up, business expansion and new business recruitment.

Advises businesses of available tax incentive programs for employing program customers;

Works with client organizations to develop and plan short- and long-term layoff activities;
Coordinates pre-layoff activities employers;

Designs, writes and/or oversees the production of promotional and informational materials;
Conducts follow-up contact with employers to determine status of job referrals and employment of
OSCC customers.

General:

Maintains required confidentiality and security of information created or encountered in the course of
assigned duties;

Maintains comprehensive manual and computer-based records, databases and files, including
individual client case files;

Reports on customer job placement outcomes;

Prepares and submits routine, recurring and special reports on activities to management;

May oversee the work of temporarily assigned personnel from outside the department.

KNOWLEDGE & SKILLS:

Know]edge of:
principles and practices of effective business administration;
community, business and economic development resources;
qualifications generally associated with a wide variety of jobs found in the community;
economic development methodologies;
local, state and national labor markets and trends;
principles and techniques of resume writing, job search and interviewing techniques;
marketing strategies;
rules, regulations, procedures and practices of the Workforce Investment Act (WIA) Americans
with Disability Act (ADA), youth employment laws, Fair Labor Standards Act (FLSA) and other
relevant laws, rules and regulations affecting program activities;
county contracting rules, regulations and standards;
principles of adult and youth learning theory and classroom teaching techniques.
career and academic counseling techniques;
issues pertinent to the needs of dislocated workers and youth;
programs offered by local educational and training institutions;
administration and interpretation of standardized vocational, job interest and career tests;
crisis intervention techniques;
community service programs and social service agencies and resources.

Skill in:
communicating effectively, both orally and in writing;
establishing and maintaining effective working relationships with others;
counseling clients regarding employment, training, academic, health and social services issues;
analyzing situations and using sound judgement to make decisions, draw conclusions and
determine appropriate course of action;
counseling clients in crisis situations;
administering and interpreting standardized vocational, job interest and career tests;
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observing and recognizing client psychological symptoms requiring professional mental health
intervention;

program marketing and client advocacy;

creating, negotiating and monitoring employment and training-related contracts;

researching job opportunities in the community;

assisting employers with mass recruitment efforts;

counseling clients regarding employment and related social, medical and economic issues;

use of computer-based resources to create and maintain comprehensive records, files and reports.

MINIMUM QUALIFICATIONS: EITHER:

(1) A Bachelor’s degree from an accredited college or university with a major in counseling/guidance,
psychology, business administration, management, marketing or a related field as defined by the '
appointing authority and two years of experience in job development or personnel recruitment. [A
Master’s degree from an accredited college or university in one of the cited disciplines may substitute
for one year of the required experience]
OR:

-(2) Six years of professional level experience in job development, case management, personnel
recruitment, career guidance, counseling, psychology or a related field as defined by the appointing
authority at the time of recruitment.

OTHER REQUIREMENTS:

Licenses and Certificates: Some positions may require possession of a valid Class D Arizona driver’s
license at the time of appointment or prior to completion of initial/promotional probation.

Special Notice Items: Some positions may require bi-lingual abilities in English and a second
language as determined by the appointing authority. Some positions may require the (reimbursed) use -
of personal vehicles to travel between work-sites in the performance of assigned duties.

Physical/Sensory Requirements: Required physical/sensory requirements will be determined by
position.

This class specification is intended to indicate the basic nature of positions allocated to the class and examples of typical
duties that may be assigned. It does not imply that all positions within the class perform all of the duties listed, nor does it
necessarily list all possible duties that may be assigned.

Pima County ‘ , Revised 01/19/05(fn)
Updated 05/06/09(gs)



Attachment E
FACILITY LOCATION CHART

Name of Facility, Address
Phone and Fax Number »

Contract
Service(s)

S
U
B

Days and Hours
of Operation

Geographic
Coverage

Kino Service Center
2797 E Ajo Way
Tucson, AZ 85713
Phone: 520-243-6700
Fax: 520-243-6799

Rio Nuevo Center

340 N. Commerce Park Loop,
Tortolita Bldg.

Tucson, AZ 85745

Phone: 520-798-0500

Fax: 520-798-0598

Kino Service Center
2797 E Ajo Way
Tucson, AZ 85713
Phone: 520-243-6700
Fax: 520-243-6799

Monday-Friday
8:00AM-5PM

Pima County

The facility(s) listed above will not be open on those holidays marked below (Check box for applicable holidays):

New Year's Day

Bd Martin Luther King Jr's Birthday
[ Lincoin's Birthday

[1 Other

[] Good Friday

¥ Memorial Day

B4 Independence Day
[] Other

President's Day
[J Rosh Hashanah
Christmas

] Other

] Yom Kippur

[ other

[ Washington’s Birthday

[ Columbus Day B Labor Day
Veteran's Day Thanksgiving Day

Other Pasy a{ten
YV\M!SSI.J“O%



* COMMUNITY SERVICES. EMPLOYMENT AND TRAINING DEPARTMENT

5‘%‘;@”};‘;%&:; ter September 11, 2013
Tucson, AZ 85713
(520) 243-6700
Fax (520) 243-6799

Arizona Department of Economic Security (DAAS)
1789 West Jefferson Street Site Code 950A
Phoenix, AZ 85007

Dear DAAS:

This letter is to confirm that the Pima County One Stop has sufficient
funds to meet obligations on time while waiting for payment from the
Arizona Department of Economic Security (DAAS).

In addition, Pima County accounting system is capable of providing
sufficient details about expenses and cost allocations for the purpose of
determining whether the Applicant’s actual expenditures are in accordance
with the budget amounts.

Respectfully, :

Ty

Arthur Eckstrom
Director
Pima County Community Services Employment and Training




ATTACHMENT G
ARIZONA DEPARTMENT OF ECONOMIC SECURITY
ITEMIZED SERVICE BUDGET

Organization: Pima County One-Stop Career Center
1-Dec-13

REVENUE

SCSEP - ADES 38,400 2,400 3,091 43,891

Program Income
Non-Fed In-kind
Non-Fed Cash 4,877 4,877
Other Federal
Sub Total
TOTAL REVENUE 38,400 2,400 7,968 48,768
EXPENSES
Personnel 2,310 2,310
ERE 781 781
Professional/Outside 38,400 38,400
E Travel 0
o Space 0
o Equipment 0
Material/Supplies 2,400 - 2,400
Operating Services 0
Indirect 0
Sub Total Direct 0
Total Purchased 0
TOTAL EXPENSES
(Reimbursement Ceiling) 38,400 2,400 3,091 43,891
Units/Direct 8 8 8
Units/Purchased _ .
Units Total ' 8 8 8
Unit Rate/Direct 4,800 300 5,100
Unit Rate/Purchased X8 x8
Unit Rate/Total 38,400 2,400 40,800
Required State Match 4,877 4,877

Total State - Unmatched —
Total State - Matched 4,877 4,877




