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INTRODUCTION 
 
The Superior Court of California, County of San Mateo provides to persons who come to conduct business at the 
courthouse with a drop-in children’s waiting room.  Currently this service is provided at the Hall of Justice in Redwood 
City and the Youth Services Center in San Mateo.  The waiting rooms are operated on a non-licensed, drop-in basis and 
are available for the broadest age range of children possible.  They are available to children of families having business 
in the courthouse (jury duty, custody hearings, trials, witnesses, etc.).  In order to operate on a non-licensed basis, it is an 
absolute requirement that the adult responsible for the child using the facility remains available within the Hall of Justice 
building at all times.  The waiting room service is free of charge to any and all users and is funded in part by a fee that is 
collected from filing fees by the Court. 
 
The following is a description of the terms of the project, scope of work, and contractor selection process.  Applicant’s 
submission of a Proposal for this project will be considered applicant’s agreement to comply with the terms and 
conditions as stated herein with the terms and conditions of the proposed contract that is included in this Request for 
Proposal. 
 
 
1. GENERAL INFORMATION 

1.1 Issuing Body 
 The Superior Court of California, County of San Mateo (“Court”) is issuing this Request for Proposal 
(“RFP”) to solicit competitive Proposals from entities who can provide personnel to staff the Court’s children’s 
waiting rooms (also referred herein as “CWR”) as described herein. 
 
1.2 Program Background 
 The Superior Court of California, County of San Mateo (hereinafter referred to as “Court”) is a trial court 
with five court facilities in San Mateo County.  However, only two of the five locations have a children’s waiting 
room and they are: 
  Hall of Justice   Youth Services Center (Juvenile Court) 
  400 County Center   222 Paul Scannell Drive 
  Redwood City, California  San Mateo, California 
 
Often times, individuals need to attend court or come to the courthouse to conduct business but due to 
circumstances must bring their children with them.  In order to facilitate those individuals who attend court or 
conduct their business without having to worry about their children, the Court provides this service.  These 
services are provided at the Hall of Justice everyday that the Court is in session and at the Youth Services Center 
during the days and hours as exhibited by the current schedule in Exhibit “A” of the sample contract (See 
Attachment “A”).  The program is funded in most part by a portion of filing fees that are assessed and collected 
when documents are filed with the court as authorized by California statute. 
 
Currently the Court provides services for over 1300 children throughout the year at both locations (see statistical 
chart at Attachment “D” for average attendance per month and breakdown of age groups).  Attendance at each 
facility is, on the most part, associated with the court’s calendars.  This chart provides the applicant with a sample 
of data to help in determining staffing needs. 
 
1.3 Program Goals and Objectives 

1.3.1 The Court’s goal is to select a service provider who will be able to provide the most cost effective 
and highest quality of service to staff the CWRs for the Court so that the Court can provide a valuable and 
safe program to facilitate persons who come to the court with children to conduct their business or attend 
court.  
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1.3.2 It is the Court’s objective to have a service provider who will provide qualified staff at all times as 
indicated in this RFP at the court facilities indicated without any court supervision but in compliance with 
the Court’s policies and procedures. 

 
1.3.3 The Court reserves the right to reject any or all Proposals, in whole or in part, submitted in response 
to this RFP.  The Court further reserves the right to make no award and to modify or cancel, in whole or in 
part, this RFP. 

II. STATEMENT OF WORK  
 

2.1 Description of Services to be Provided 
 Applicant will be required to provide the following staffing and services for the Court at its two court 

facilities that have a Children’s Waiting Room: 
A. Provide qualified and trained staff to provide the services in the CWRs during the hours of operations 

as stated in this RFP.  This shall include having resources to back-up the assigned staff if they are not 
able to work that day. 

B. Staff and maintain the CWRs to the level of service and safety as required as described in Section IV 
of this RFP. 

C. See Section IV for specifics of services to be performed. 
 

2.2 General Requirements 
 Staffing of the Children’s waiting rooms will be performed during normal court hours according to the 

operations schedule stated herein.  Contractor workers will be subject to security clearance as stated herein, 
and shall have undergone all necessary classes and certification required to work with children as childcare 
providers. 

 
 The term of the contract will be for three years subject to the terms and conditions as stated in the proposed 

contract included herein under Attachment A. 
 
2.3 Invoicing 
 

2.3.1 Contractor shall submit monthly invoices for services performed for the previous month.   After 
receipt of an invoice, Court will review the services performed before approving the invoice for 
payment, or provide contractor with specific reasons why any payment is being withheld and inform 
contractor of remedial actions required in order for contractor to receive the amount withheld. 

 
2.3.2 An invoice shall contain a detail of services rendered, employee hours and any other incidental 

expenses allowable under the contract, the Court’s contract number and signed by the contractor.  
Invoices will be submitted by contractor to: 

 
Jill Selvaggio, Court Services Manager 
Superior Court of California, County of San Mateo 
400 County Center, 2nd floor 
Redwood City, CA 94063 

 

III. PROCUREMENT AND EVALUATION PROCESS 
 

3.1 Procurement Schedule and General Instructions 
  The Court has developed the following list of key events from RFP issuance through notice contract award.  
All deadlines are subject to change at the Court’s discretion. 
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No. EVENTS Key Dates 

1.  Request for Proposal is issued April 21, 2009 
2.  Pre-Proposal Conference (all applicants must 

attend) 
May 5, 2009 

3.  Deadline for Applicant Requests for 
Clarifications or Modifications 

May 8, 2009 – 5:00 p.m. 

4.  Proposal Due Date and Time May 14, 2009 – 4:00 p.m. 
5.  Notice of Award (estimated) May 29, 2009 

 
Any modifications to this RFP and any addenda that may be issued and responses to clarification inquiries will be 
available on the Court’s website at www.Sanmateocourt.org referred to individually and collectively as “Court 
website” 
 
3.2 Contact List 
 Submittal Contact: Timothy Gee (650) 599-1790 
 Written Proposals shall be sent to: 
  Superior Court of California, County of San Mateo 
  Attn:  Timothy Gee, Court Contracts Analyst 
  400 County Center, 2nd Floor 
  Redwood City, CA  94063 
 
 Project Manager: Jordan Maxwell, Court Services Supervisor (650) 363-4766 
 Contracting Officer:  Timothy Gee, Contracts Analyst 
 Court Executive Officer:  John C. Fitton 
 
3.3 Contact with Court. 

Vendors are specifically directed NOT to contact any Court personnel or consultants for meetings, 
conferences, or discussions that are specifically related to this RFP at any time prior to any award of a contract.  
Unauthorized contact with any Court personnel or consultants may be cause for rejection of the vendor’s response. 
 
3.4 Disposition of Material and Confidential or Proprietary Information 
  All materials submitted in response to the solicitation document will become the property of the Court and 
will be returned only at the Court’s option and at the expense of the applicant submitting the proposal.  One copy 
of a submitted proposal will be retained for official files and become a public record.  Any material that an 
applicant considers as confidential but does not meet the disclosure exemption requirements of the 
California Public Records Act should not be included in the applicant’s proposal as it may be made 
available to the public. 

Although the Public Records Act (PRA) does not apply to the Court, the court’s policy is to look to the PRA for 
guidance in responding to a request for documents.  If a vendor’s proposal contains material noted or marked as 
confidential and/or proprietary that, in the Court’s sole opinion, meets the disclosure exemption requirements of 
the PRA, then that information will not be disclosed pursuant to a written request for public documents.  If the 
Court does not consider such material to be exempt from disclosure under the PRA, the material may be made 
available to the public, regardless of the notation or markings.  If a vendor is unsure if its confidential and/or 
proprietary material meets the disclosure exemption requirements of the PRA, then it should not include such 
information in its proposal because such information may be disclosed to the public. 
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3.5 Proposal Preparation Costs.   
  Applicants submitting proposals do so entirely at their expense.  There is no express or implied obligation by 
the Court to reimburse a applicant for any costs incurred in preparing or submitting proposals, providing additional 
information when requested by the Court, participating in any selection interviews or product demonstrations, or 
participating in this procurement. 
 
3.6 Mandatory Pre-proposal Conference 
  A mandatory pre-proposal conference to answer questions related to this RFP and to tour the sites where the 
work will be performed will be held on the date and at the time specified in Section 3.1.  The location of the pre-
proposal conference is stated below: 
 

Southern District Court Facility – Conference Room 2A (2nd floor of the Hall of Justice) 
400 County Center 
Redwood City, CA   94063 
 
[A tour of both of the Children’s Waiting room facilities will follow after the meeting.] 
 

The pre-proposal conference is mandatory.  Prospective applicants are required to attend in order to better 
understand the proposal requirements and to view the sites where the services will be performed.  In the event a 
potential applicant is unable to attend the pre-proposal conference, an authorized representative may attend on their 
behalf.  A representative may only sign in for one applicant.  Proposals from applicants who did not attend the pre-
proposal conference will not be accepted and will be returned unopened.  An applicant who intends on attending 
the pre-proposal conference is required to send a notice of intent to attend to Timothy Gee at 
tgee@sanmateocourt.org prior to the scheduled meeting date as indicated in section 3.1. 
 
3.7 Pre-Submittal Process 

3.7.1 Request for Clarifications or Modifications.  Any requests for clarifications or modifications of 
the proposed general terms, the project specifications, or General Conditions of the proposed contract 
(Attachment “A”) must be submitted to the Submittal contact listed in Section 3.2 no later than the date 
specified in the schedule.  Questions or requests submitted after the due date will not be answered. 
 
Without disclosing the source of the question or request, the Project Manager will provide a copy of the 
questions to potential applicants or, if appropriate, post a copy of the questions and the Court’s responses on 
the Court website.  All inquires and responses will be shared with all  applicants. 

 
3.7.2 Ambiguity, Discrepancies, Omissions. 
If a vendor submitting a proposal discovers any ambiguity, conflict, discrepancy, omission, or other error in 
this solicitation document, the vendor shall immediately provide the Submittal Contact listed in Section 3.2 
written notice of the problem and request that the solicitation document be clarified or modified.  Without 
disclosing the source of the request, the Court may modify the solicitation document prior to the date fixed 
for submission of proposals by providing an addendum to potential applicants and/or by posting the 
addendum on the Court website. 

 
If prior to the date fixed for submission of proposals a vendor submitting a proposal knows of or should have 
known of an error in the solicitation document but fails to notify the Court of the error, the vendor shall 
propose at its own risk, and if the vendor is awarded the contract, the vendor shall not be entitled to 
additional compensation or time by reason of the error or its later correction. 

mailto:tgee@sanmateocourt.org
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3.8 Minimum Qualifications 
  To be considered for full evaluation and possible award, applicants must first meet the threshold minimum 
qualification requirements listed in the following table (minimum requirements can be met by combining 
experience, expertise, and resources of applicant and any proposed subcontractors): 

 
The applicant 

must state 

specifically in its Executive Summary (see Section 4.2) how it will comply with each minimum qualification 
specified above.  Subject to the Court’s right in its complete discretion to waive minor deviations or defects, only 
those proposals that meet all of the foregoing minimum qualifications shall be considered for a full evaluation and 
a possible contract award. 

 
 Applicants who fail to meet any of the listed minimum qualifications will be notified in writing, and will 

have three (3) business days from receipt of such notification to file proof that all such qualifications are 
met. 
 
3.9 Submission of Proposals. 
 

3.9.1 Proposal Delivery 
The following must be received no later than the Proposal Due Date and time specified in Section 3.1 (the 
“Proposal Closing Time”) at the address listed in Section 3.2 for the Submittal Contact:  

• One unbound original of the program and of the cost proposal;  

• Three bound hard copies of both the program and the cost proposals;  

• One electronic copy of the program proposal in Microsoft Word or PDF format, and one 
electronic formatted copy of the cost proposal in Microsoft Excel format. 

• All proposals must be submitted in double envelopes that are sealed.  The inner envelope, not 
the outside addressed envelope, must be clearly marked with the RFP Number, Project Title, 
the Proposal Due Date, and the applicant’s name. 

• Proposals received prior to the Proposal Closing Time that are marked properly will be 
securely kept, unopened until the Proposal Closing Time.  Late proposals will not be 
considered.  All proposals must be delivered via U.S. Mail, common carrier, or hand delivery.  
A receipt should be requested for hand delivered material. 

No. Minimum Qualifications 
1.  Applicant must have all required licenses required in the proposal that covers all of the 

work and services that will be performed under the contract. 
2.  Applicant must have all necessary insurance coverage as stated in the sample 

Agreement. 
3.  The Court requires the Applicant to have experience in providing child care 
4.  Any of Applicant’s staff who will be providing care must have completed child safety 

(including training on working around children) and CPR training and have undergone 
security/background checks, including fingerprinting. 

5.  Neither applicant nor any of its proposed subcontractors are currently under 
investigation by or have been suspended or debarred by any state or federal 
government agency and neither applicant nor any of its proposed subcontractors are 
tax delinquent with the State of California or Federal Government (reference 
Attachment B, Contractor Certification Form). 
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• The applicant is solely responsible for ensuring that the full proposal is received by the Court 
in accordance with the solicitation requirements, prior to the date and time specified in the 
solicitation, and at the place specified.  The Court shall not be responsible for any delays in 
mail or by common carriers or by transmission errors or delays or missed delivery. 

 
3.9.2 Amendment or Withdrawal of Proposals.   
 A vendor may amend its proposal prior to the Proposal Closing Time.  All amendments must be in 
writing and received by the Court prior to the Proposal Closing Time. 
 
A vendor may withdraw its proposal at any time prior to the Proposal Closing Time by notifying the 
Submittal Contact listed in Section 3.2 in writing of its withdrawal.  Amendments or withdrawals offered in 
any other manner, than described above will not be considered.  Proposals cannot be amended or withdrawn 
after the Proposal Closing Time. 
 
3.9.3  Mistake in Proposal. 
 If prior to a contract award, an applicant discovers a mistake in their proposal that renders the 
applicant unwilling to perform under any resulting contract, the applicant must immediately notify the 
Submittal Contact listed in Section 3.2 in writing and request to withdraw the proposal.  It shall be solely 
within the Court’s discretion as to whether withdrawal will be permitted. 
 
3.9.4 Error in Submitted Proposals. 
 If an error is discovered in an applicant’s proposal, the Court may at its sole option retain the 
proposal and allow the applicant to submit certain arithmetic corrections.  The Court may, at its sole option, 
allow the applicant to correct obvious clerical errors.  If the applicant’s intent is clearly established based on 
review of the complete proposal submitted, the Court may, at its sole option, allow the applicant to correct an 
error based on that established intent. 

 
3.9.5 Authorized Signatures, Validity Period of Proposals. 
 Proposals must include the applicant’s name, address, telephone and facsimile numbers, e-mail 
address, and federal tax identification number.  The proposal must be signed by a duly authorized officer or 
employee of the applicant and include the name, title, address, and telephone number of the individual who 
is the applicant’s designated representative. 

 
Proposals will be valid for ninety (90) days after the Proposal Due Date specified in Section 3.1 (“Proposal 
Validity Date”).  In the event a final contract has not been awarded by the date specified in Section 2.1, the 
Court reserves the right to negotiate extensions to the Proposal Validity Date. 

 
3.9.6 Knowledge of Requirements  
 The vendor shall carefully review all documents referenced and made a part of the solicitation 
document to ensure that all information required to properly respond has been submitted or made available 
and all requirements are priced in the proposal.  Failure to examine any document, specification, or 
instruction will be at the applicant’s sole risk. 

 
Applicants shall be responsible for knowledge of all items and conditions contained in their proposals and in 
this RFP, including any Court issued clarifications, modifications, amendments, or addenda.  The Court will 
provide to applicants on its website notices, post addenda and clarifications.  It is the applicant’s 
responsibility to ascertain that the proposal includes all addenda issued prior to the Proposal Due Date. 
 
3.9.7 Independence of Proposal and Joint Proposals 

Unless a applicant is submitting a joint proposal, the applicant represents and warrants that by 
submitting its proposal it did not conspire with any other vendor to set prices in violation of anti-trust laws. 
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A proposal submitted by two or more vendors participating jointly in one proposal may be submitted, but 
one vendor must be identified as the prime contractor and the other as the subcontractor.  The Court assumes 
no responsibility or obligation for the division of orders or purchases among joint subcontractors. 
 
3.9.8 Covenant Against Gratuities 
 Applicant warrants by signing its proposal that no gratuities, in the form of entertainment, gifts, or 
otherwise, were offered by the applicant or any agent, director, or representative of the applicant, to any 
officer, official, agent, or employee of any Court with a view toward securing award of or securing favorable 
treatment with respect to any determinations concerning the performance of any resulting contract.  For 
breach or violation of this warranty, the Court will have the right to terminate any resulting contract in whole 
or in part.  The right and remedies of the Court provided in this provision shall not be exclusive and are in 
addition to any other rights and remedies provided by law or under the resulting contract. 

 
3.10 Overview of Evaluation Process 
 

3.10.1 Evaluation Committee 
 The Court will conduct a comprehensive, fair, and impartial evaluation of proposals received in 
response to this RFP.  All proposals received from vendors will be reviewed and evaluated by a committee 
of qualified personnel (“Evaluation Committee”).  The name, units, or experience of the individual members 
will not be made available to any vendor.  The Evaluation Committee will first review and screen all 
proposals submitted, except for the cost proposals, according to the minimum qualifications set forth in 
Section 3.8. 
 
Vendors satisfying the minimum qualifications will then be evaluated in accordance with the evaluation 
criteria set forth in Section 3.11.  The Evaluation Committee will first review and complete the evaluation of 
the technical proposals, without the cost proposal.  Thereafter, the cost proposals will be opened, reviewed, 
and evaluated to determine an overall evaluation score. 
 
3.10.2 Reservation of Rights 
 a)  The Court, in its complete discretion, may eliminate proposals that have not meet the minimum 
qualifications of Section 3.8, or have not scored adequately in relation to other proposals to warrant further 
consideration.  The Court reserves the right to reject any or all proposals, in whole or in part, and may or 
may not waive any immaterial deviation or defect in a proposal.  
 
 b)  The Court’s waiver of an immaterial deviation or defect shall in no way modify the solicitation 
document or excuse a vendor from full compliance with solicitation document specifications. 
 
 c)  If a proposal fails to meet a material solicitation document requirement, the proposal may be 
rejected.  A deviation is material to the extent that a response is not in substantial accord with the 
requirements of the solicitation document.  Material deviations cannot be waived. 
 
 d)  Unless otherwise specified in the solicitation, the Court may accept any item or combination of 
items as specified in the solicitation, of any proposal unless the applicant expressly restricts an item or 
combination of items in its proposal and conditions its response on receiving all items for which it provided a 
proposal.  In the event that the applicant so restricts its proposal, the Court may consider the applicant’s 
restriction and evaluate whether the award on such basis will result in the best value to the Court or may 
determine in its sole discretion that such restriction is non-responsive and renders the applicant ineligible for 
further evaluation. 
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 e)  The Court reserves the right to negotiate with applicants who have presented, in the opinion of 
the Evaluation Committee, the best proposal in an attempt to reach a contract.  If no contract is reached, the 
Court can negotiate with other applicants or make no award under this RFP.  At any time the Evaluation 
Committee can reject all proposals and make no award under this RFP.  Moreover, the Court reserves the 
right to reconsider any proposal submitted at any phase of the procurement.  It also reserves the right to meet 
with vendors to gather additional information. 
 
 f)  Proposals that contain false or misleading statements may be rejected if in the Court’s opinion the 
information was intended to mislead the Court regarding a requirement of the solicitation document. 
 
3.10.3 Requests for Additional Information 

The Court reserves the right to seek clarification or additional information from any applicant 
throughout the solicitation process.  The Court may require an applicant’s representative to answer questions 
during the evaluation process with regard to the vendor’s proposal.  Failure of an applicant to demonstrate 
that the claims made in its proposal are in fact true may be sufficient cause for deeming a proposal non-
responsive. 

 
3.11 Evaluation Criteria.   
  Selection of a provider and determination of the award will be made to the qualified provider whose proposal 
is determined to be of superior quality, responsive to the requirements of this RFP and competitively priced so as 
to provide superior economic value.  Selection will result from the Court’s overall judgment that a proposal meets 
or exceeds its requirements, as measured against the following criteria (not listed in order of importance): 

 
a. Confidence that the vendor has the ability to best deliver high quality, setting-appropriate children’s 

waiting room services and any other services consistent with the stated specifications. 
 
b. Superior responsiveness to specifications, quality of work plan, and demonstrated understanding of the 
purposes of this project.  Specifications for documentation, performance, service or any other deliverables 
are the minimum requirements for this RFP.  Provider qualifications, office hours, and prompt and 
continuous availability of quality care during the Children’s Waiting Room’s proposed hours are critical. 
 
c. Financial feasibility and cost effectiveness of the proposal. 
 
d. The number of years the vendor has been in business, the size of its organization, the number of 
employees and the number of their successful drop-in child waiting room facilities operated by the vendor 
under similar conditions to those proposed for the Children’s Waiting Room. 
 
e. Capabilities of the vendor in terms of qualifications and relevant past experience.  Vendors shall 
indicate their past performance functioning as a vendor agency, including past performance in providing 
similar types of program services, children’s waiting room services, and/or family support services; and 
working with the target population and with the judiciary. 
 
f. Past service history of vendor regarding child safety, family and staff satisfaction.  Indicate any 
significant problems that have occurred at a program owned, operated or serviced by your agency (e.g. 
complaints, lawsuits and liability proceedings, incidents when a child was seriously injured or killed; 
findings of the sexual abuse, physical abuse or neglect of a child by a staff member, employee discrimination 
or wrongful dismissal suits).  Discuss any corrective action that the agency has taken as a result of the 
problem or problems. 
 
g. Vendor’s documented status as a not-for-profit organization or as a not-for-profit subsidiary of a for-
profit organization.  Agencies in the process of applying for not-for-profit status will be considered only if 
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they submit documentation that their applications for tax-exempt status were filed with the Internal Revenue 
Service and Franchise Tax Board prior to the deadline for responses to this RFP. 
 
h. Vendor’s complete documentation of the number, scope and service specifications for similar 
children’s waiting room or conventional child care programs begun and completed, including (a) a list of 
contact names, addresses and telephone numbers for such projects and (b) demonstration that the key people 
proposed and guaranteed as available by the vendor to work on the project resulting from this RFP have 
participated in a significant number of these projects. 
 
i. Qualifications and experience of key individuals proposed and guaranteed as available and committed 
to this project (including resumes).  In the case of positions that will be filled by new-hires, the vendor’s 
stated and guarantee of the minimum qualifications and the guaranteed start date of any to be hired child 
supervision worker in the Children’s Waiting Room. 
 
j. Financial and organizational stability.  Vendors shall include in their proposals sufficient financial 
documentation to establish their financial capability.  The Court reserves the right to request additional 
information to assure itself of a vendor’s financial status.  If a vendor is substantially or wholly owned by 
another entity, the proposal shall so state and shall include the most recent financial report of the parent 
organization. 
 
k. The proposed schedule for program start up and childcare service provision.  It is anticipated that a 
contract can be signed in June 2009 with a start date of July 1, 2009. 
 
l. The reasonableness of the proposed work plan, including the capabilities and number of 
personnel/personnel hours allocated to specific tasks, a detailed description of each task, the time frames for 
completion and the logical sequence of tasks to be performed. 

 
3.12 Interviews and Negotiations 
 

3.12.1 Interviews 
Following the initial screening of proposals, the Court reserves the right to require, and each applicant must 
be prepared to conduct, oral presentations and other discussions (written or verbal) on the content of its 
proposal.  If the Court determines that interviews or presentations are required, selected applicants will be 
notified in writing of the date, place, time and format of the interview or presentation.  Applicants will be 
responsible for all costs related to the interview, which, at the Court’s sole discretion, may be in-person 
and/or by teleconference.  Failure to participate in such interviews or presentations shall result in an 
applicant’s disqualification from further consideration.  
 
3.12.2 Negotiations 
If the Court desires to enter into negotiations, they will do so with one or more applicants, at their discretion.  
If the Court enters into negotiations and no contract is reached, the Court can negotiate with the other 
applicants or make no award under this RFP.  The Court reserves the right to award a contract, if any, 
without negotiations. 
 

3.13 Payment.  Payment terms will be in accordance with the invoice provisions of section 4.3.  THE COURT 
DOES NOT MAKE ANY ADVANCE PAYMENT FOR GOODS OR SERVICES. 
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3.14 News Releases.  A contractor or subcontractor may not make news releases pertaining to the award of any 
contract resulting from this solicitation without the prior written approval of the Court Executive Officer or 
designee. 

 
3.15 Award of Contract.  Upon award of the contract, the successful applicant will be required to execute a 
Contract in accordance with the Statement of Work in Section IV and the General Conditions, and provide a 
certificate of insurance in conformance with the requirements set forth in the General Conditions at time of signing 
of the Contract.  The period for execution of the Contract may be changed by mutual contract of the parties.  
Contracts are not effective until signed by both parties. 

 
3.16 Protest Procedures 

 
3.16.1 Protests to the award of the contract to the Applicant selected by the Court must be presented in 
writing and filed with the individual listed in the Submission of Proposal section of this RFP.  In no event 
shall a protest be considered if the parties have executed the contract.  The applicant who files the protest 
must have complied with sections 3.16.2 through 3.16.4. 
 
3.16.2 A applicant submitting a proposal may protest the award based on allegations of improprieties 
occurring during the proposal evaluation or award period if it meets all of the following conditions: 
 

a. The applicant has submitted a proposal that it believes to be responsive to the solicitation 
document. 

 
b. The applicant believes that its proposal meets the administrative and technical requirements 

of the solicitation, proposes items and/or services of proven quality and performance, and 
offers a competitive cost; and 

 
c. The applicant believes that the Court has incorrectly selected another applicant submitting a 

proposal for an award. 
 

3.16.3 Such protests must be received no later than five (5) business days after the protesting party receives 
a no-award notification. 
 
3.16.4 Form of Protest.  An applicant who is qualified to protest should submit the protest to the individual 
listed in the Submission of Proposal section of this RFP who will forward the matter to the appropriate 
Contracting Officer. 

a. The protest must be in writing and sent by certified or registered mail or delivered personally to 
the address noted above.  If the protest is hand-delivered, a receipt must be requested. 

b. The protest shall include the name, address, telephone and facsimile numbers, e-mail address of 
the party protesting or their representative. 

c. The title of the solicitation document under which the protest is submitted shall be included. 
d. A detailed description of the specific legal and factual grounds of protest and any supporting 

documentation shall be included. 
e. The specific ruling or relief requested must be stated. 
 

The Court’s Executive Officer, on behalf of the Court may, at his discretion, make a decision regarding the 
protest without requesting further information or documents from the protestor.  Therefore, the initial protest 
submittal must include all grounds for the protest and all evidence available at the time the protest is 
submitted.  If the protestor later raises new grounds or evidence that was not included in the initial protest 
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but which could have been raised at that time, the Court will not consider such new grounds or new 
evidence.  The decision of the Court Executive Officer shall constitute the Court’s final action and decision. 

 
3.16.5 Determination of Protest Submitted Prior to Submission of Proposal 
 Upon receipt of a timely and proper protest based on allegedly restrictive or defective specifications 
or other improprieties in the solicitation process that are apparent, or should have been reasonably discovered 
prior to the submission of a proposal, the Court will provide a written determination to the protestor prior to 
the Proposal Closing Time.  If required, the Court may extend the Proposal Closing Time to allow for a 
reasonable time to review the protest.  If the protesting party elects to appeal the decision, the protesting 
party will follow the appeals process outlined below and the Court, at its sole discretion, may elect to 
withhold the contract award until the protest is resolved or denied or proceed with the award and 
implementation of the contract. 
 
3.16.6 Determination of Protest Submitted After Submission of Proposal 
 Upon receipt of a timely and proper protest, the Court will investigate the protest and will provide a 
written response to the vendor within a reasonable time.  If the Court requires additional time to review the 
protest and is not able to provide a response within ten (10) business days, the Court will notify the vendor.  
If the protesting party elects to appeal the decision, the protesting party will follow the appeals process 
outlined below and the Court, at its sole discretion, may elect to withhold the contract award until the protest 
is resolved or denied or proceed with the award and implementation of the contract. 
 
3.16.7 Appeals Process 
 The Contracting Officer’s decision shall be considered the final action by the Court unless the 
protesting party thereafter seeks an appeal of the decision by filing a request for appeal with the Court 
Executive Officer noted in Section 3.2 within five (5) calendar days of the issuance of the Contracting 
Officer’s decision.   
 

A. The justification for appeal is limited to: 
1) Facts and/or information related to the protest, as previously submitted, that were not 

available at the time the protest was originally submitted; or  
2) The Contracting Officer’s decision contained errors of fact, and that such errors of fact 

were significant and material factors in the Contracting Officer’s decision; or 
3) The decision of the Contracting Officer was in error of law or regulation. 
 

B. The request for appeal shall include: 
1) The name, address telephone and facsimile numbers and e-mail address of the vendor 

filing the appeal or their representative;  
2) A copy of the Contracting Officer’s decision; 
3) The legal and factual basis for the appeal; and 
4) The ruling or relief requested.  Issues that could have been raised earlier will not be 

considered on appeal. 
 

C. Upon receipt of a request for appeal, the Court Executive Officer will review the request and 
the decision of the Contracting Officer and shall issue a final determination.  The decision of 
the Court Executive Officer shall constitute the Court’s final action. 

 
3.16.8 Protest Remedies 
 If the protest is upheld, the Court will consider all circumstances surrounding the procurement in its 
decision for a fair and reasonable remedy, including the seriousness of the procurement deficiency, the 
degree of prejudice to the protesting party or to the integrity of the competitive procurement system, the 
good faith efforts of the parties, the extent of performance, the cost to the Court, the urgency of the 
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procurement, and the impact of the recommendation(s).  The Court may recommend ay combination of the 
following remedies: 

A. Terminate the contract for convenience; 
B. Re-compete the contract; 
C. Issue a new solicitation; 
D. Refrain from exercising options to extend the term under the contract, if applicable; 
E. Award a contract consistent with statute or regulation; or other such remedies as may be 

required to promote compliance. 

IV. PROPOSAL FORMAT AND CONTENT 
 
 All applications must contain the information and forms that are listed in this section.  Failure to do so 

will be treated as an incomplete proposal and will not be considered. 
 

4.1 Required Forms 
a) An Executive Summary 
b) Detailed Program and Budget narratives as described below 
c) Contractor Certificate (See Attachments) 
d) IRS Form W-9 (See Attachments) 
e) 504 Statement of Compliance (See Attachments) 
f) Certificate of Insurance  (Note: The Court must be included and named on the policy as an endorsed 

party when the contract documents are executed) 
 
4.2 Narrative 

An Executive Summary and two narrative sections follow; the Program Narrative and the Budget Narrative.  
The average number of children who will be using the waiting room at any particular time is reflected in 
Attachment “D”.  You may use either a fixed staff number or ratios of staff to children rather than a fixed number 
of staff.  The Court will work with the vendor to set a maximum number of children who can use the room at one 
time and the age range of children who can participate.  Vendors are expected to use volunteers as part of their 
program plan. 

 
It is planned that the room will be in operation between the hours of 8:00 a.m. and 5:00 p.m. and closed for one 
hour at lunchtime.  The vendor needs to be available before and after operating hours for preparation and clean up.  
In rare instances, services may be required beyond the normal hours when court proceedings run late.  Respondents 
should address how this situation is handled. 
 
4.3 Program Narrative 
 Respondents to this RFP shall submit a program narrative that specifically discusses how they will provide 
the children’s waiting room services being sought by the Court, using the minimum service components below.  
The narrative should include detailed information about a respondent’s capability to provide such services, 
capacities, previous experience and resources that will enable the provider to accomplish the tasks set forth in this 
section.  Agencies may include additional components or enhancements in a separate section of the Service 
Proposal and if applicable, in a separate section of the Budget Proposal. 
 

4.3.1 A strategic program start-up and transition plan and timetable, including but not limited to hiring, 
orientation, start of care, staff performance evaluation, service documentation and accountability procedures. 
 
4.3.2 Comply with all contractual obligations imposed by the Court.  

a. To maintain an easily accessible facility for people with disabilities. 
 
b. Offer care 51 weeks a year during specified operating hours. 
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c. Develop written administrative, personnel and child supervision policies that reflect an 

understanding of Court requirements (in conjunction with the Advisory Committee for the 
children’s waiting room).  These policies and procedures should address handling of special 
needs children and non-toilet trained children. 

 
d. Employ child safety, infection control, facility cleaning and maintenance procedures that protect 

children from hazards and harm while reducing the incidence of illness or injury. 
 

e. Follow the Court service documentation and reporting procedures and subject the fiscal 
operation of the program to review by the Court on a biannual basis. 

 
4.3.3 Obtain adequate and appropriate childcare liability insurance coverage and professional liability 
insurance for the facility, including insurance for its personnel, clients and staff. 
 
4.3.4 Institute and maintain a high-quality drop in, mixed age children’s waiting room facility and program 
that, in a setting appropriate manner, meets the emotional, social, developmental and physical needs of each 
and every child at the center. 

 
a. Provide daily activities appropriate for each age group served by the waiting room that are 

developmentally and linguistically appropriate and culturally sensitive. 
 
b. Provide an area that is appropriate for gross motor play where children may engage in that type 

of play in an manner that is safe and comfortable. 
 
c. Ensure that all toys and equipment are safe and do not pose choking, health or other hazards and 

meets governmental and industry regulations and standards. 
 
d. Ensure that educational and play materials contained in the waiting room reflect the ethnic, 

racial and linguistic diversity of the County. 
 
e. Ensure that educational supplies reflect a range of racial, ethnic, linguistic and family structure 

models. 
 
f. Develop non-punitive, child-centered rules regarding children’s behavior and the respectful 

supportive management of that behavior.  Establish methods that effectively deal with separation 
anxiety, stress and fear in the children throughout their visit to the waiting room. 

 
g. Establish procedures and practices for appropriately and thoughtfully dealing with departures, 

arrivals, separations between children and their families, toileting, napping and other transitions. 
 
h. Provide in a non-threatening, non-judgmental and non-intrusive manner, materials for parents 

and older children who may desire family support and assistance with emotional, social, 
psychological, physiological and developmental problems. 

 
4.3.5 Provide employees and volunteers for the waiting room that are appropriate and effective role models 

for the children. 
a. Implement an employee and volunteer screening and reference check system that ensures that 

employees are appropriate for a children’s waiting room, including screenings for substance 
abuse and a history of child abuse.  It is mandatory that all employees and volunteers are 
fingerprinted. 
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b. Establish procedures and practices for ongoing monitoring of employee and volunteer 

performance. 
 
c. Conduct regular and timely performance reviews for all staff of the waiting room and establish 

procedures for hiring, discipline and termination. 
 
d. Provide for ongoing recruitment and monitoring of suitable volunteer staff that reflect the racial, 

economic and ethnic diversity of San Mateo County. 
 

e. Ensure that available staff and/or volunteers reflect the ethnic, racial and linguistic diversity of 
the County. 

 
4.3.6 Monitor and document the number of children and families served and the effectiveness of its work 

with children, on a schedule to be established by the County. 
 

a. Give all clients utilizing the waiting room an opportunity to complete an anonymous satisfaction 
survey. 

 
b. Establish and follow procedures that obtain, to the greatest extent possible on an ongoing basis, 

input from those court personnel whose work is affected by the presence or absence of children. 
 
c. Document program utilization by keeping accurate daily statistics that are reported on a monthly 

basis regarding children and families using the waiting room.  The Court will work with 
contractor on the format and detail of the report. 

 
4.3.7 Together with the Court’s security officials, establish safety and security procedures that strictly 
control access to the children’s waiting room and effectively respond to legal and physical custodial 
arrangements for children, emergency situations, the remand of parents into custody by the Court and failure 
of parents to reclaim their children from the center at the appropriate time, all in a manner that minimizes 
anxiety, fear and disruption for the child. 
 
4.3.8 Document the vendor’s financial capacity and stability, including but not limited to, the vendor’s 
state and federal nonprofit status, the most recent reviewed and/or audited financial statement for the vendor 
and, if appropriate, the parent organization of the vendor; the financial record keeping procedures of the 
vendor; a description of the proposed cash flow and billing in arrears procedures for the County. 

 
4.4 Budget Narrative 

The start-up budget should be outlined separately from the annual budget. The Court will provide all 
necessary space, utilities and telephone service.  Proposals should not include line items for these expenses.  Also, 
the Court will pay for the room remodeling including painting, carpeting, counters, built-in cabinets and office 
furniture for the office area. 

 
4.4.1 Start-Up Budget 

  Any start-up costs prior to a vendor’s commencement of children’s waiting room services should be 
listed in a separate, clearly labeled section.  Explain the nature of the proposed costs and why they are 
appropriate and necessary. Include a description of who would be performing the start-up activities and how 
long it will take to perform those activities. 

 
Start-up labor costs should not exceed the equivalent of one month’s labor costs as outlined in the annual 
budget. All other start-up expenses, if any, should not exceed $5,000. 
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4.4.2 Annual Budget 
 The annual budget should outline the ongoing personnel and other costs associated with operating the 
planned children’s waiting room.  You should also address the situation when a child is not picked up until 
after regular staffing time.  Each major expense should be listed separately and there should be justifications 
containing a level of detail sufficient for the proposal to be analyzed for cost effectiveness and for the vendor 
to deliver a high quality level of service. 

 
4.5 Acceptance of Terms 

 The applicant’s proposal must include a statement as to whether the applicant accepts the General 
Conditions in Exhibit C of the attached proposed contract or whether the applicant takes any exception to 
those terms.  The applicant will be deemed to have accepted such terms and conditions, except as is 
expressly called out in the applicant’s proposal.  If exceptions are taken, applicant must submit a “redlined” 
version of the term or condition showing all modifications proposed by the applicant (a MSWord version 
will be provided upon request for redlining).  The applicant must provide an explanation as to why the 
modification is required.  The applicant’s willingness to accept the General Conditions, with minor 
clarifications, shall be an affirmative factor in the evaluation of the applicant’s proposal.   

 
Although the Court will consider alternate language proposed by an applicant, the Court will not be bound 
by contract language received as part of an  applicant’s response.  If the applicant requires that some or all of 
the applicant’s proposed contract language bind the Court, the proposal may be considered non-responsive 
and may be rejected. 

 
4.6 Invoicing 
 

4.6.1 Contractor agrees to submit monthly invoices for services performed for the previous month.  After 
receipt of an invoice, Court will inspect the work services performed before approving the invoice for 
payment, or provide contractor with specific reasons why any payment is being withheld and inform 
contractor of remedial actions required in order for contractor to receive the amount withheld. 
 
4.6.2  An invoice shall contain a detail of services rendered, employee hours and any other incidental 
expenses allowable under the contract, the Court’s contract number and signed by the contractor.  Invoices 
will be submitted by contractor to: 

 
Jill Selvaggio, Court Services Manager 
Superior Court of California, County of San Mateo 
400 County Center, 2nd floor 
Redwood City, CA 94063 

 
4.7 Audit 

4.7.1 State and Federal Agencies and the Superior Court of California, County of San Mateo or any of 
their duly authorized representatives may at any time during normal business hours, and without advance 
notice to Contractors audit all books, accounts and records involved and maintained in connection with this 
contract.  Said audits shall be in writing and a copy thereof shall be provided to contractor after completion 
thereof.  An accounting and settlement between Superior Court of California, County of San Mateo and 
Contractor may be made at any time after a closeout audit. 
 
4.7.2 If an audit is conducted, Contractor agrees to, as soon as practicable, comply with any 
recommendations made in writing by Superior Court of California, County of San Mateo as a result of any 
audit authorized by this contract for the improvement of Contractor’s auditing, accounting, bookkeeping, 
internal control and other fiscal operations. 
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4.7.3 All records, which Contractor is required to maintain by or pursuant to this contract, shall be 
preserved for a period of three (3) years.  If an audit has begun, but not completed at the end of the three-year 
period, the audit records shall be retained until the resolution of all pending audits. 

 
4.8 Indemnities and Guarantees 

4.8.1 Hold Harmless 
 The Contractor shall indemnify and save harmless the Superior Court of California, County of San 
Mateo their officers, agents, employees, and servants from all claims, suits or actions of every name, kind 
and description, brought for, or on account of:  (a) injuries to or death of any person including Contractor, of 
(b) damage to property of any kind whatsoever and to whomsoever belonging; or (c) any loss or cost 
including but not limited to, the concurrent active or passive negligence of the Court, its officers, agents, 
employees or servants resulting from the performance of any work required by this Agreement of Contractor, 
its officers, agents, employees and/or servants provided that this shall not apply to injuries or damage for 
which Court has been found in a court of competent jurisdiction to be solely liable by reason of its own 
negligence or willful misconduct. 
 
The duty of the Contractor to indemnify and save harmless, as set forth herein, shall include the duty to 
defend as set forth in Section 2778 of the California Civil Code. 
 
4.8.2 Contractor shall procure, and maintain during the term of any agreement a comprehensive general 
liability policy, naming Superior Court of California, County of San Mateo as an additional insured with 
either a blanket contractual liability endorsement or contractual liability coverage naming this Agreement, 
with limits not less than ONE MILLION DOLLARS ($1,000,000) combined single limit. 
 
Said policies of insurance shall be obtained from insurance companies which are qualified to transact 
business in this state and shall provide that the insurer will not cancel or reduce coverage unless the Superior 
Court of California, County of San Mateo is given thirty (30) days notice of cancellation.  The Certificate of 
Insurance must be on file with the Deputy Executive Officer of the Superior Court of California, County of 
San Mateo or designee. 
 
4.8.3 Contractor agrees to comply with all federal and state statutes and regulations, and Court State and 
Local Rules applicable to its operations whether or not referred to in this contract. 
 
4.8.4 The Contractor agrees to assure Superior Court of California, County of San Mateo that in carrying 
out its responsibilities in connection with any agreement it will comply with all applicable laws and 
regulations regarding confidentiality.  Contractor is prohibited from releasing any confidential information 
relating to any person receiving public assistance or other services, either by name or address, or in any way 
not directly connected with the administration and enforcement of the Court and this program.  This 
recognizes that with prior approval the Court such records may be released to the District Attorney, or made 
available for purposes of audit by County of San Mateo. 

 
4.8.5 Any agreement may not be assigned or subcontracted without the prior written consent of all parties.  
Any violation of this section is void and shall vest no rights in the subcontractor. 

 
4.9 Non-Discrimination 

Contractor shall comply with the non-discrimination requirements described below: 
4.9.1 Section 504 of the Rehabilitation Act of 1973 

a) Pursuant to Section 504 (Public Law 93-112), the Contractor agrees that no otherwise 
qualified disabled individual shall, solely by reason of a disability, be excluded from the 
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participation in, be denied the benefits of, or be subjected to discrimination in the performance 
of this contract. 

 
b) Compliance of Section 504 of the Rehabilitation Act of 1973, as amended, requires that all 

benefits, aids and services are made available to disabled persons on an equivalent basis with 
those received by non-disabled persons.  Contractor shall agree to be in compliance with 
Section 504 requirements. 

 
4.9.2 Non-Discrimination – General.  No person shall, on the grounds of age (over 40), ancestry, creed, 

color, disability, marital status, medical conditions, national origin, political or religious affiliation, 
race, sex, sexual orientation or any non-job-related criteria be excluded from participation in, be 
denied benefits, or be subjected to discrimination under this Agreement. 

 
4.9.3 Non-Discrimination – Employment.  Contractor shall ensure equal employment 

opportunity based on objective standards of recruitment, selection, promotion, classification, 
compensation, performance evaluations, and management relations, for all employees under 
this Agreement.  Contractor’s equal employment opportunity policies shall be made 
available to County upon request. 
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ATTACHMENT A 
 
 
 

CONTRACT TERMS AND CONDITIONS 
 

Attached are the terms of the standard contract between the Court and its contractors.  This will be 
filled out once the contract is awarded.  By submitting a proposal, you are agreeing to the terms of this 
contract for the services that you will be providing. 
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SUPERIOR COURT OF CALIFORNIA, COUNTY OF SAN MATEO Agreement 
AGREEMENT WITH (INSERT CONTRACTOR’S NAME)  No. 41-08-D0____ 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 It is agreed between the Superior Court of California, County of San Mateo, hereinafter called “Court” and 
XXXXXX, hereinafter called “Contractor”, as follows:  
 

Background 
 WHEREAS,  (recitals to be inserted) 
  
 NOW, THEREFORE, pursuant to the representations and agreements contained herein and for good and valuable 
consideration, the receipt and sufficiency of which are hereby acknowledged, the Parties hereby mutually covenant and agree as 
follows: 

 
1. Services to be performed by Contractor.  In consideration of the payments hereinafter set forth, Contractor shall 

perform services for the Court in accordance with the terms, conditions and specifications set forth herein and in 
Exhibits “A”, “B”, “C”, “D” and “E”” attached hereto and incorporated herein by reference.  Contractor shall ensure 
compliance with all state, federal and local laws or rules applicable to performance of the work required under this 
contract. 

 
2. Term and Effective Date of Agreement 

 This Agreement shall be effective from XXXXX, 2008 through XXX, 2009 unless otherwise terminated.  This 
Agreement is of no force or effect until signed by both parties.  Contractor shall not perform any of its obligations 
under this Agreement, until this Agreement is fully executed. 

 
3. Contract Amount  
  
 A. Payment Schedule and Liability. 
  In consideration of the services rendered in accordance with all terms, conditions and specifications set forth herein 

and in Exhibits “A ”, “C”,  and “C”, the Court shall make payment to Contractor in the manner specified herein and in 
Exhibit “B”.  The Court reserves the right to withhold payment if the Court determines that the quantity or quality of the 
work performed is unacceptable.  In no event shall the Court’s total fiscal obligation under this Agreement exceed  XXXX 
Thousand Dollars ($XXXXXX.00).  

Contractor Name and Address: 
  
 
 
 
 
 Telephone:  
 
(Insert name of owner or president of company and title HERE) 
TAX I.D. OR SOCIAL SECURITY NO.  
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 B. Availability of Funds. 
  Payment for services provided pursuant to this Agreement is contingent upon the availability of Court, County, 

State, and Federal funds to finance this project.  In the event that any of the entities listed above do not appropriate the 
necessary funds as part of their budgets, the Court shall not be liable for any payment whatsoever; including, but not 
limited to, payments that are based on Court funds.  The Court may terminate this agreement for unavailability of Federal, 
State, County or Court funds at anytime.  The Court reserves the right to withhold payment if the Court determines that 
the quantity or quality of the work performed is unacceptable. 

 
4. Contract Documents 

 Incorporated into this Contract for Services are the following attachments (collectively, “the Contract 
Documents”): 

1. This Contract for Services 
2. Exhibit “A” – Description of Services 
3. Exhibit “B” -  Schedule of Payment 
4. Exhibit “C” – General Terms and Conditions  
5. Exhibit “D” – Program Monitoring 
6. Exhibit “E” –  Internet and  E-Mail Policy 
7. Exhibit “F” - Statement of Compliance with Section 504 (Non-discrimination)Exhibit A – Statement of 

Services 
 
 In the event of a conflict between the terms of the Contract Documents, the following order of precedence shall govern 

and shall determine which terms will prevail:  The provisions of the Contract for Services and Exhibit “C”-General 
Terms and Conditions; Exhibit A - Statement of Work and Exhibit B – Schedule of Fees and Method of Payment.  Any 
Amendments to this Agreement, starting with the most recent, shall take precedence over the existing Contract 
Documents. In the event of a conflict between an Amendment and the terms of any other Contract Document, the terms 
of the Amendment shall prevail. 

 
5. Representatives: 

Notices: Notices, as may be required in the Agreement, will be provided to the following: 
 

COURT: CONTRACTOR: 
Superior Court of California, County of San 
Mateo 

 

Attn: Jill Selvaggio, Court Services Manager  
400 County Center, 2nd Floor  
Redwood City, California  94063  
Telephone:650- 599-1790 Telephone: 

 
SIGNATURES 

 
The undersigned, representing their respective parties to this Agreement, acknowledge and certify 
that they have the proper authority to do so. 
 

Superior Court of California, County of San 
Mateo 

 

Signature: 
 

Signature: 
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Name: 
 Stephen M. Hall 
 

Name: 
  
 

Title: 
 Presiding Judge 
 

Title: 
  
 

Date: 
 
 

Date:: 
 
 

 
 

ACKNOWLEDGEMENT: 
 
I hereby certify that the services requested are necessary, the selection process documentation is accurate, all applicable insurance 
certificates are on file in this office, that Risk Management has approved any reductions in contractor’s insurance limits below $1,000,000, 
and that no work will commence until this document is signed by the Court Executive Officer. 
 
Signature: 
 
 
 Deputy Court Executive Officer 

 
 
Date:  

 
 
 
 
 

Received and Processed:  

Signature: 
 
 
 Mona Hall 
 Director, Court Finance 

 
 
Date:  

 
 
 
 
 
 Distribution: Original signed copy: Finance  Director      Copy  to:  Contractor, Contracts Administrator, Project Manager and Court Accounting Revised 03/2007 
 

EXHIBIT “A” 
STATEMENT OF SERVICES 

 
The [Name of Contractor], hereafter referred to as “Contractor,” agrees to provide the services as set forth below in 
consideration for compensation as set forth in Exhibit B. 
 
1. [Name of Contractor] shall operate the Children’s Waiting Rooms (CWRs) located in the Hall of Justice, 400 

County Center, 2nd Floor, Redwood City, CA  94063 and Juvenile Branch, 222 Paul Scannell Road, San Mateo, 
CA 94402, of the Superior Court of California, County of San Mateo.  The Court provides the CWRs as non-
licensed, drop-in waiting rooms for the children of parents or guardians who are acting as jurors or who are 
attending a court hearing as a litigant, witness, or for other court purposes as determined by the court. 
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2. The Hall of Justice facility shall be open Monday through Friday  from 8:30 am to 12:00 PM and from 1:00 pm 
to 4:30 pm.  The Superior Court holiday schedule will be observed.  In addition, the waiting room shall be 
closed all days between December 23 and January 2.  Changes in the days or hours of operation require the 
mutual agreement of the Court and [Name of Contractor].  

 
The Juvenile facility shall be open every Tuesday, Wednesday and Thursday from 8:30 am to 12:00 and from 
1:00 pm to 4:30 pm.  The Superior Court holiday schedule will be observed.  In addition, the waiting room shall 
be closed all days between December 23 and January 2.  Changes in the days or hours of operation require the 
mutual written agreement of the Court and [Name of Contractor].  

 
3. Contractor shall be responsible for staffing the CWR’s at the minimum levels set forth as follows:  
 

Hall Of Justice Staff Coverage 
Day of week Staff Coverage Time Hours 

  Worked
Monday  Staff # 1 8-12 & 1-5 8 

 Staff # 2 1-5 4 
   

Tuesday Staff # 1 8-12 & 1-5 8 
 Staff # 2 1-5 4 
   
   

Wednesday  Staff # 1 8-12 & 1-5 8 
 Staff # 2 1-5 4 
 Staff # 3 8:15-12:00 3.75 
   

Thursday Staff # 1 8-12 & 1-5 8 
 Staff # 2 1-5 4 
 Staff # 3 8:15- 12 3.75 
   

Friday Staff # 1 8:30-12:30* 4 
*12-12:30 "Open" House 
Hours" 

Staff # 2 1-5 4 

   
 

Juvenile Court Staff Coverage 
 

Day of week Staff Coverage Time Hours 
  Worked

Tuesday Staff # 1 8-12 & 1-5 8 
   
   

Wednesday Staff # 1 8-12 & 1-5 8 
   

Thursday Staff # 1 8-12 & 1-5 8 
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If it is necessary for teacher/coordinators normally assigned to the Hall of Justice to be relocated, on short 
notice, to the Juvenile Court facility, or there is an unplanned illness or staff emergency the Contractor will 
make every attempt to secure a substitute.  Contractor will provide a substitute teacher/coordinator for all 
unpaid planned medical and annual leave taken. 
 

4. Contractor agrees to meet with the Court’s liaison, as necessary to discuss the assignments of the 
teachers/coordinators between the Hall of Justice and Juvenile facilities.  Contractor shall also provide the 
Court’s liaison with a monthly report of the total number of staff hours provided during the previous month.  
The Court will provide a format of the report.  The report will be due as stated in Exhibit C. 

 
5. All children attending court with a responsible adult are eligible to use the CWRs. Children must be at least two 

years old and toilet trained.  Non-toilet trained children may be admitted provided that an adult responsible for 
the child remain with the child in the waiting room. There is no charge to the public for the use of this service 
and facility. 

 
6. The Contractor shall provide safe, clean environments for children.  Contractor shall also comply with all rules, 

regulations and statutes that pertain to services provided and the facilities environment.  There will be a variety 
of age-appropriate games and activities available at each facility.  
 
The number of children that can be accommodated at each CWR is limited by the maximum capacity of the 
room and staffing pattern.  CWR staff guidelines regarding staff to children ratios and age limits of children will 
be followed. 
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EXHIBIT “B” 
SCHEDULE OF FEES AND METHOD OF PAYMENT 

 
 

1. In full consideration of the services provided by the Contractor pursuant to this agreement, the Court shall pay 
the Contractor for care giver/coordinator salaries only at the following rate: 

 
[TERMS TO BE INSERTED] 

 
 Also, the Court shall provide in-kind assistance to the program as needed and at the Court’s discretion. 

 
2. Annual payments shall not exceed $XXXXXX.  The total payments under this contract for services shall not 

exceed $XXXXXXXX for the term of this Agreement.   
 

3. The monthly rate, as stated in section 1 above, is contingent on Contractor providing the number of hours of 
service as set forth in Exhibit A.  In the event that Contractor does not provide the number of hours of service as 
agreed to, Court reserves the right to adjust the amount as stated in that month’s invoice to reflect the reduced 
number of hours of service provided. 

 
4.  Invoices are to be submitted within 5 working days of the end of the month for which the services were 

rendered.  Court will pay the invoices upon approval of the invoices submitted. 
 

5. Invoices are to be submitted to: 
 

 
Superior Court of California, County of San Mateo 
Attn: Financial Services Director 
400 County Center, 4th Floor 
Redwood City, CA  94063 
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EXHIBIT - C 

GENERAL TERMS AND CONDITIONS 
 
1. Scope of Work;  Acceptance 
 

1.1 Scope of Work.  Contractor will perform and complete all Work described in Exhibit A – Statement of Work, in 
compliance with the requirements of this Agreement, and to the satisfaction of Court. 

 
1.2 Acceptance.  All services provided by Contractor under this Agreement are subject to written acknowledgement and 

acceptance by Court’s Project Manager. The Court’s Project Manager will apply the acceptance criteria set forth 
herein  (including timeliness, quality, public service and conformance to industry standards) to determine acceptance 
or non-acceptance of the service. 

 
1.3 If the Work is not acceptable, Project Manager shall detail its failure to meet the acceptance criteria.  Contractor shall 

have ten business days from receipt of notice of unacceptance to correct the failure(s) to conform to the acceptance 
criteria.  

  
2. Contract Termination. 

2.1 This Agreement may be terminated by the court without cause, at the court's sole discretion at any time upon thirty 
(30) days written notice to contractor. 

 
2.2 This Agreement may be terminated by the court for cause at any time upon ten (10) days' written notice to contractor. 

 
2.3 In the event of termination, all finished or unfinished documents, data, studies, maps, photographs, reports, and 

materials (hereinafter called “materials”) prepared by Contractor under this Agreement shall become the property of 
the Court and shall be promptly delivered to the Court.  Upon termination, the Contractor may make and retain a copy 
of such materials.  Contractor shall be entitled to receive payment for work/services provided prior to termination of 
the Agreement.  Such payment shall be that portion of the full payment that is determined by comparing the 
work/services completed to the work/services required by the Agreement. 

 
3. Payments.  

3.1 Payment Schedule and Liability.  
  In consideration of the services rendered in accordance with all terms, conditions and specifications set forth in the 

Contract for Services and in Exhibits “A, C, and D”, the Court shall make payment to Contractor in the manner specified in 
the contract for services and in Exhibit “B” attached hereto and incorporated herein by this reference.  The Court reserves the 
right to withhold payment if the Court determines that the quantity or quality of the work performed is unacceptable. 

 
3.2 Availability of Funds. 

 Payment for services provided pursuant to this Agreement is contingent upon the availability of Court, County, State, 
and/or Federal funds to finance this project.  In the event that any of the entities listed above do not appropriate the necessary 
funds as part of their budgets, the Court shall not be liable for any payment whatsoever; including, but not limited to, payments 
that are based on Court funds.  The Court may terminate this agreement for unavailability of Federal, State, County and/or 
Court funds at anytime.  The Court reserves the right to withhold payment if the Court determines that the quantity or quality of 
the work performed is unacceptable 

 
4. Relationship of the Parties.  Contractor agrees and understands that the work/services performed under this Agreement are 
performed as an Independent Contractor and not as an employee of the Court and that Contractor acquires none of the rights, 
privileges, powers or advantages of Court employees. 

 
5. Hold Harmless.  Contractor shall indemnify and hold harmless and defend the Court and the County of San Mateo, their 
officers, agents, employees, and servants from all claims, suits, or actions of every name, kind and description, brought for, on 
account of: (A) injuries to or death of any person, including Contractor, or (B) damage to any property of any kind whatsoever and to 
whomever it may belong; (C) any other loss or cost, including but not limited to, the concurrent active or passive negligence of the 
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Court or the County of San Mateo, their officers, agents, employees, or servants resulting from the performance of any work required 
of Contractor or payments made pursuant to this Agreement, provided that this shall not apply to injuries or damage for which the 
Court or the County of San Mateo has been found in a court of competent jurisdiction to be solely liable by reason of its own 
negligence or willful misconduct.  The duty of Contractor to indemnify and hold harmless as set forth herein, shall include the duty to 
defend as set forth in § 2778 of the California Civil Code. The provisions of this paragraph shall survive the termination of this 
Agreement. 
 
6. Limitation of Liability.  Court will not be liable to Contractor, its officers, employees, Subcontractors, or Third Parties for 
any indirect, special, or consequential damages, including lost profits or revenue, arising from or relating to this Agreement, 
regardless whether Court was advised of the possibility of such loss or damage. 
 
7. Modification / Assignability. 

7.1 No Modification.  No modification or change to this Agreement will be valid without written approval by Court, in 
the form of an Amendment, including any changes the Scope of Work set forth herein. 

  
7.2 No Assignment.  Contractor shall not assign its rights or obligations under this Agreement, in whole or in part, to a 

third party without the prior written consent of the Court, the form of an Amendment, and any attempted assignment 
without such prior written consent in violation of this Section shall automatically terminate this Agreement. 

 
8. Insurance.     The Contractor shall not commence work or be required to commence work under this Agreement unless and 
until all insurance required under this section has been obtained and such insurance has been approved by the County of San Mateo’s 
Risk Manager, and Contractor shall use diligence to obtain such issuance and to obtain such approval.  The Contractor shall furnish 
the Court with certificates of insurance evidencing the required coverage, and there shall be a specific contractual liability en-
dorsement extending the Contractor's coverage to include the contractual liability assumed by the Contractor pursuant to this 
Agreement.  These certificates shall specify or be endorsed to provide that thirty (30) days' notice must be given, in writing, to the 
Court of any pending change in the limits of liability or of any cancellation or modification of the policy. 
 

8.1 Worker's Compensation and Employer's Liability Insurance.  The Contractor shall have in effect during the 
entire life of this Agreement, Workers' Compensation and Employer's Liability Insurance providing full statutory coverage.  In 
signing this Agreement, the Contractor certifies, as required by Section 1861 of the California Labor Code, that it is aware of 
the provisions of Section 3700 of the California Labor Code which requires every employer to be insured against liability for 
Worker's Compensation or to undertake self-insurance in accordance with the provisions of the Code, and Contractor will 
comply with such provisions before commencing the performance of the work of this Agreement. 
 
8.2 Liability Insurance.  The Contractor shall take out and maintain during the life of this Agreement such Bodily Injury 
Liability and Property Damage Liability Insurance as shall protect him/her while performing work covered by this Agreement 
from any and all claims for damages for bodily injury, including accidental death, as well as any and all  claims for property 
damage which may arise from contractor’s operations under this Agreement, whether such operations be by himself/herself or 
by any sub-contractor or by anyone directly or indirectly employed by either of them.  Such insurance shall be combined 
single limit bodily injury and property damage for each occurrence and shall be not less than the amount specified below. 
 Such insurance shall include: 

(1) Comprehensive General Liability $ 1,000,000 
(2) Motor Vehicle Liability  $ 1,000,000 

 
8.3 The General Liability insurance coverage shall contain, or be endorsed to contain a provision that the Court and the 
County of San Mateo and their officers, agents, employees and servants shall be covered as additional insured for liability 
arising from activities performed by or on behalf of Contractor, which shall also contain a provision that the insurance 
afforded thereby to the Court and the County of San Mateo, their officers, agents, employees and servants shall be primary in-
surance to the full limits of liability of the policy, and that if the Court or the County of San Mateo or their officers and 
employees have other insurance against the loss covered by such a policy, such other insurance shall be excess insurance only. 
 
8.4 In the event of the breach of any provision of this section, or in the event any notice is received which indicates any 
required insurance coverage will be diminished or canceled, the Court at its option, may, notwithstanding any other provision 
of this Agreement to the contrary, immediately declare a material breach of this Agreement and suspend all further work 
pursuant to this Agreement. 
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9. Confidentiality.  All data produced or compiled by Contractor shall be considered confidential unless it can be obtained as 
public record and shall not be shared with a third party without the prior written consent of Court.  All financial, statistical, personal, 
technical, and other data and information relating to the Court’s operations which is made available to the Contractor in order to carry 
out this Agreement shall be presumed to be confidential.  Contractor shall protect said data and information from unauthorized use 
and disclosure by the observance of the same or more effective procedures as the Court requires of its own personnel.  The 
Contractor shall not, however, be required by this paragraph to keep confidential any data or information that is or becomes publicly 
available, is already rightfully in the Contractor’s possession, is independently developed by the Contractor outside the scope of the 
Agreement or is rightfully obtained from third parties.  Furthermore, Contractor may be subject to criminal prosecution under the law 
for any breach of confidentiality. 
 
10. Payment of Permits/Licenses.  Contractor shall obtain any license, permit, or approval if necessary from any agency 
whatsoever for the work/services to be performed, at his/her own expense, prior to commencement of said work/services or forfeit 
any right to compensation under this Agreement. 
 
11. Standard of Performance; Warranties 
 

11.1 Standard of Performance.  Contractor will perform all Work with the requisite skill and diligence consistent with 
professional standards for the industry and type of work performed under the Agreement, and pursuant to the governing rules 
and regulations of the industry.  Contractor understands that Court relies on the accuracy, competence, and completeness of 
Contractor’s services. 
 
11.2 Warranties.  Contractor warrants and represents that the Work and all Deliverables furnished will conform to the 
requirements of this Agreement and such Work and Deliverables will be merchantable, fit for their intended purposes, free 
from all defects in materials and workmanship, and, to the extent not manufactured pursuant to detailed designs furnished by 
Court, free from defects in design.  Court’s approval of designs or specifications furnished by Contractor will not relieve 
Contractor of its obligations under this warranty. 
 
11.3 Non-Infringement. If applicable, Contractor represents and warrants to Court that it is and will be either own, or be 
authorized to use for its own and the Court’s benefit, all intellectual property rights used and to be used in connection with 
providing and/or performing the Work. 

A. All warranties will inure to Court, its successors, assigns, customer agencies, and users of the Work 
provided hereunder. 

B. Unless otherwise specified, the warranties set forth in this Section 19 commence after Work has been 
approved and accepted by Court. 
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11.4 Personnel Requirements 

A. Contractor will use adequate numbers of qualified individuals with suitable training, education, experience, 
and skill to perform the Work.  For continuity, Contractor will endeavor to retain the same individuals during 
the performance of Work. 

 
B. Court reserves the right to disapprove Contractor’s personnel, if dissatisfied with their performance.  Upon 

receipt of such Notice, Contractor will immediately assign replacement personnel, with equivalent or greater 
experience and skills, who are acceptable to the Project Manager. 

 
C. Contractor will be responsible for all costs associated with replacing personnel, including additional costs to 

familiarize replacement personnel with the Work.  If Contractor does not promptly furnish replacement 
personnel acceptable to the Project Manager, Court may terminate this Agreement for cause. 

 
11.5 Background Checks.   For Contractor’s employees, Subcontractors, or agents performing work, and with access to 
Court’s systems (on-site or remotely) in the performance of their Work under this Agreement, Court will have the right, but 
not the obligation, to request or conduct a background check, before granting access to Court’s premises or systems or at any 
other time.  Contractor will cooperate with Court in performing any background checks, will provide prompt Notice to Court 
of (i) any person refusing to undergo such background check, and will immediately remove such person from the project, and 
(ii) the results of any background check as requested by Court.  Contractor will obtain all releases, waivers, or permissions 
required for the release of such information to Court.  Any additional costs will be borne by Contractor. 

 
12. Non-Discrimination. 
 

12.1 Section 504. Contractor shall comply with '504 of the Rehabilitation Act of 1973, which provides that no otherwise 
qualified handicapped individual shall, solely by reason of a disability, be excluded from the participation in, be 
denied the benefits of, or be subjected to discrimination in the performance of this contract. 

 
12.2 No person shall, on the grounds of race, color, religion, ancestry, gender, age (over 40), national origin, medical 

condition (cancer), physical or mental disability, sexual orientation, pregnancy, childbirth or related medical 
condition, marital status, or political affiliation be denied any benefits or subject to discrimination under this 
agreement. 

 
12.3 Contractor shall ensure equal employment opportunity based on objective standards of recruitment, classification, 

selection, promotion, compensation, performance evaluation, and management relations for all employees under this 
agreement.  Contractor’s equal employment policies shall be made available to the Court upon request. 

 
 
13. Force Majeure.   

13.1. Force Majeure events include, but are not limited to: 
1. catastrophic acts of nature, or public enemy;  
2. civil disorder;  
3. fire or other casualty for which a party is not responsible; and  
4. quarantine or epidemic. 

13.2. The party asserting a Force Majeure event will immediately provide written Notice to the other party of the 
occurrence and nature of the Force Majeure event, and its expected impact on schedule. The party claiming Force Majeure 
will use commercially reasonable efforts to continue or resume performance, including alternate sources or means.  
Contractor will have no right to additional payment for costs incurred as a result of a Force Majeure event. 
 
13.3. Any assertion of a Force Majeure event by Subcontractors will be attributed to Contractor.   
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14. Retention of Records.  Contractor shall maintain all required records of its activity under this Agreement during the term of 
this Agreement and for three years after the Court makes final payment and all other pending matters are closed, and shall be subject 
to the examination and/or audit of the Court, County, a federal grantor agency, and the State of California. 
 
15. Time is of the Essence.  Time for performance is of the essence in the performance of services by Contractor under this 

Agreement. 
 
16. Survival.  Terms that will survive termination or expiration of this Agreement include, but are not limited to:  Assignment, 
Audit Rights and Retention of records, Confidentiality, Indemnification, Limitation of Liability, Warranties, Infringement Protection, 
and Proprietary Rights.  
 
17. Waiver / Severability 
 

17.1 Waiver of Rights.  Court’s action, inaction or failure to enforce any right or provision of this agreement is not a 
waiver of its rights, and will not prevent Court from enforcing such rights on any future occasion. 

 
17.2 Severability.  The provisions of this Agreement will be effective in all cases, unless otherwise prohibited by 

applicable state or federal law.  The provisions of this Agreement are separate and severable.  The invalidity of any 
sentence, paragraph, provision, section, or portion of this Agreement will not affect the validity of the reminder of this 
Agreement. 

 
18. Entire Agreement. 

18.1 Headings or captions to the provisions of this Agreement are solely for the convenience of the parties, are not part of 
this Agreement, and will not be used to interpret or determine the validity of this Agreement. 
 
18.2 This Agreement, including Exhibits “A” through “E” attached hereto and incorporated herein by reference, constitutes 
the sole Agreement of the parties hereto and correctly states the rights, duties, and obligations of each party as of this 
document’s date.  Any prior agreement, promises, negotiations, or representations between the parties not expressly stated in 
this document are not binding.  All subsequent modifications shall be in writing and signed by the parties. 

 
19. Controlling Law.    The validity of this Agreement and of its terms or provisions, as well as the rights and duties of the parties 

hereunder, the interpretation and performance of this Agreement shall be governed by the laws of the State of California. 
 
 

(Remainder of page intentionally left blank) 
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EXHIBIT “D” 
PROGRAM MONITORING 

 
 

1. The Court agrees to provide a Court liaison.  CWR staff will communicate with the Court liaison or 
their designee regarding the facility, supplies and/or security needs of both CWR facilities.  A Court 
liaison person will monitor the agreement between the Family Service Agency of San Mateo County 
and the San Mateo County Superior Court.  This liaison will be the Court’s representative for 
communications of problems and changes that arise during the course of this agreement.  The parties 
agree to the following regular communications: 

 
a. Monthly statistical reports shall be sent to the Court’s liaison person and the statistics manager 

by the tenth working day of the following month;  
 

b. Monthly staffing report will be due when the invoice is submitted to the Court; and 
 
c. A quarterly and an annual report will be distributed to the Court’s liaison person and statistics 

manager by the fifteenth working day of the month following the end of each quarter or 
calendar year.   

 
2. Contractor shall report to the liaison any unusual incidents occurring in connection with the 

performance of this agreement within 24 hours of the incident.  A follow-up written report shall be 
submitted within 48 hours.  In no event, shall the Contractor respond to any inquiries from the media 
about any incident occurring in the CWRs or at the Court.   

 
3. In consultation with the Court, Contractor shall establish and maintain a current set of Policies and 

Procedures relating to the operation of the CWRs.  A copy of the Policies and Procedures shall be 
provided to the Court. 

 
  



RFP 09-001- Superior Court, County of San Mateo 
Courthouse Children’s Waiting Rooms Staffing - Attachment A  

 

Exhibit D – Court Internet and E-Mail Policies Page 34 of 57 April 2009 

 
 

EXHIBIT “E” 
COURT INTERNET AND E-MAIL POLICY 

 
E-MAIL POLICY 

 
I. Introduction 
 
Overview 
This policy outlines the proper use of Electronic Mail (E-mail) resources available to employees of the 
Superior Court of California, County of San Mateo. The policy complies with the Health Insurance 
Portability and Accountability Act of 1996 (HIPAA). 
 
Background 
In recent years, many Court employees have acquired the ability to communicate electronically, both 
with other employees and with computer users outside the Court. This is done primarily through networked 
computer systems and via the Internet. This ability to communicate electronically has led to increasingly 
complex issues regarding employee privacy, security of confidential information, the potential for 
harassment (based on gender, race and other categories), and concerns about what responsibility the Court 
has for the content of messages sent and received on Court employees' computers. This E-mail Policy 
addresses some of these issues by setting out appropriate and inappropriate uses of E-mail by Court 
employees, as well as issues related to the stability of the Court's E-mail systems. As used here, E-mail 
includes all messages and attachments, processed by any Court E-mail system using the Court's computer 
network. 
 
Public Records Act Considerations 
Electronic messages are subject to the same level of review as paper documents regarding legal retention 
periods. Departments should establish standards, procedures and techniques to ensure proper retention 
and disposal of E-mail. 
 
Privacy and Monitoring 
Since E-mail messages are intended for Court business, Court employees shall have no right or expectation of 
privacy in any E-mail message in the Court E-mail systems. The Court reserves the right to monitor, audit, 
delete and read E-mail messages received or sent on Court computing devices. The Court's E-mail 
Administrators may override user passwords. Supervisors and Managers shall have the right to review any 
E-mail message of any employee supervised by them at any time and for any reason. 
 
Use of the Court E-mail systems constitutes consent to this policy. 
 
 
II. Purpose of E-Mail 
The primary purpose of E-mail is to communicate between individuals and groups and to promote effective 
and efficient use of time and resources in order to carry out the business of the Court. 
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IV. Unsolicited E-mail 

III. Uses 

E-mail activities during business hours should be directly related to Court business. Use of the e-mail 
system should be handled as judiciously as the telephone system. Personal use should be 
kept to a minimum with no inappropriate usage. Personal use is only allowed during break or 
lunch periods. Discretion and good judgment should be used to protect the court from any 
appearance of misuse of information or the public trust. 
 
Listed below are examples of appropriate and inappropriate e-mail use. 

A. Examples of Appropriate Use 

1. Providing or requesting information regarding Court business (e.g. meeting notification, 
sharing draft memos and procedural information, asking and answering general questions, etc.) 

2. Transmitting small documents or files (vs. printing and mailing the document) 
3. General announcements within the scope of the sender's job responsibilities 
4. Informational announcements that need to be communicated to Court employees 

(e.g."Spare the Air Day") 
 
B. Examples of Inappropriate Use 

1. The inappropriate transmission of any Protected Health Information (PHI ) in a manner 
that violates HIPAA regulations. 

2.  Any material or comment that is discriminatory, offensive, defamatory or harassing 3. 
Conducting personal business or selling of personal items 4. Illegal activities 

5.  Copyright infringement 
6.  Items of a political nature or having to do with political activities 7. 

Union business 
8.  Formal or informal corrective action or other personnel actions sent to the subject of the 

action 
9.  Use of e-mail when signed documents are required (Note: use of e-mail to distribute 

documents for signature is acceptable) 
10. Purposely creating any message that purports to be from another person without their 

permission 
11. Unauthorized use of Court or County mailing lists 
12. Creating or forwarding "chain letters" or other "pyramid" schemes of any type 
13. Membership or participation in non work related mailing lists using Court or County Email IDs 
14. The transmission of sensitive information to any party outside the Court without prior 

approval of the court Executive Officer. 
15. The transmission of PHI to any party outside the Court without the use of encryption levels 

consistent with HIPAA standards. 
16. Use of E-mail as a file transfer or sharing mechanism for large documents (generally, 

documents larger than ten megabytes.) 
17. Continuous connections to non-Court E-mail systems through Internet based Instant 

Messengers 
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The Court recognizes that at this stage of Internet development, E-mail systems are a primary 
means of distributing Computer Viruses and distributing unsolicited commercial Email, commonly 
known as SPAM. The Court will take appropriate actions to filter and restrict incoming E-mail in 
order to protect the Court's computer systems and relieve the Court's Email system of unsolicited 
E-mail. 
 
E-mail users should treat all unsolicited Email with suspicion, particularly Email received from the 
Internet. If the user is unsure of the authenticity and integrity of an Email it should be referred to 
Information Technology staff or deleted. 
 
V. Violations 
 
Violations of this policy will be investigated and may result in disciplinary action up to, and 
including, dismissal from Court employment. 
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San Mateo County – Internet Policy  
Issue Date:  
Revision Date: August 12, 2008  
1.  Policy Purpose  

The purpose of this policy is to outline appropriate use of the Internet resources available to employees of the 
County of San Mateo. Access to the internet through the County’s network is a privilege and carries 
responsibilities reflecting responsible and ethical use.  
The County supports Internet use that enables employees to perform their job faster and smarter, and 
encourages its employees to develop Internet skills and knowledge.  
The facilities that provide Internet access represent a considerable commitment of resources for data 
networking, digital virus protection, Internet fire-walling and Internet bandwidth. This Internet usage policy 
is designed to help employees understand the limitations for use of those resources. Inappropriate use 
exposes the County to risks including virus attacks, Internet bandwidth saturation, negative publicity, and 
potential legal liabilities. 
 

2. Policy Scope  
As custodians of resources entrusted to us by the public, we should always be mindful of how we utilize 
these resources. We should also be mindful of our responsibility to act so that others are not deprived of 
access to useful resources as they perform their duties.  
This policy applies to employees, contractors, consultants, temporary staff and other workers at the County, 
including all personnel affiliated with third parties. This policy applies to all equipment that is owned or 
leased by the County and all connections to the County network. 
 

3. Policy Description  

 Background  
The purpose of Internet access is to distribute, or make available, services and information to public 
constituencies or to perform research in support of County work assignments.  
The County has implemented the necessary network infrastructure to provide Internet access to employees 
connected to the County's Wide Area Network. The County has other policies that address technology-
specific areas including policies on information security, Email and portable computing. Departments may 
have internal policies that also address these issues. These policies are cumulative and in the event of 
conflict, the policies providing the County with the greatest level of security apply.  
 

 General Guidelines  
The County recognizes that use of the County's Internet access resources for personal use may be necessary, 
just as personal telephone calls from the office may be necessary, and may be more efficient than using the 
telephone or leaving the office to conduct personal business. Personal use of the County's Internet access 
resources is permitted subject to this policy. Users should not expect that transmissions made through County 
equipment or the County network are private or confidential. 

  
The use of the County’s Internet resources and services for non-work purposes is permitted only in 
compliance with the following criteria: 
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1. The cost (in time spent using the Internet for non-work activities) to the County must be negligible. 
 
2. The use must not hinder productivity or interfere with a County employee's obligation to carry out 

County duties in a timely and effective manner. Time spent engaged in the non-work use of County 
Internet resources is not considered to be County work time. 

 
3. The use must in no way undermine the use of County resources and services for official purposes. 

 
4. The use neither expresses nor implies sponsorship or endorsement by the County. Any posting to public 

forums such as newsgroups, or any transmittal of electronic mail through the Internet for personal use 
must include a disclaimer that the views are those of the employee-user and not the County of San 
Mateo. Forums should be used with care and not cause any adverse publicity or embarrassment to the 
County. 

 
5. The use must be consistent with local, state and federal laws regarding obscenity, libel, or the like, and 

state and federal laws and County policies regarding political activity, the marketing of products or 
services, or other inappropriate activities. 

 
6. The use shall not result in personal gain, i.e., outside business activities, items for sale, etc.. 

  

 Examples of Acceptable Use of the County’s Resources:  
The list below is by no means exhaustive, but is an attempt to provide a framework for activities that fall into 
the category of acceptable use. 
1. Obtaining information regarding County business, i.e., policy, legislation, public meetings, technical 

research, etc. 
 
2. Transmitting or receiving a file or document (in conjunction with Email) that does not otherwise fall 

into the category of unacceptable use. 
 

3. Providing information regarding County business to the public, i.e., meeting agendas, key points of 
contact, etc. 

 
4. Delivery of County services, such as tax payments, facility reservations, health education and disaster 

coordination. Providing information regarding County business to the public, i.e., meeting agendas, key 
points of contact, etc. 

 
5. Incidental use of the internet, i.e., generally considered to be 10-15 minutes at a time not to exceed 30 

minutes per day for the purpose of checking bank balances, personal e-mail accounts, transit schedules, 
traffic congestion, map sites for directions, online newspapers, etc. 

 Examples of Unacceptable Use of the County’s Resources: 
Illegal activities under local, state, federal, or international laws are strictly prohibited. In applying these 
guidelines, each case will depend upon the particular circumstances and other important factors such as 
materiality or reasonableness. Each employee is responsible for understanding and complying with the 
County’s Internet Policy. Supervisors/managers have the additional responsibility to ensure that their 
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subordinate employees are aware of this policy as well as to address any potential non-compliance with this 
policy.  
 
Employees should consult with their supervisors in advance if they have any questions about appropriateness 
of certain practices. A supervisor's decision cannot, however, circumvent other policies and procedures of the 
County of San Mateo that may restrict personal use beyond the limitations cited in these guidelines.  

The list below is by no means exhaustive but is an attempt to provide a framework for activities that fall into 
the category of unacceptable use.  

1. Accessing any kind of website to view images or documents that are in violation of our Equal 
Employment Opportunity policy on discrimination and harassment, including sexual harassment. In 
addition, such material, including sexually explicit images and documents may not be viewed, archived, 
stored, distributed, edited or recorded using our network or computing resources. 

2. Downloading software from the Internet without prior written approval of the Chief Information Officer 
or his/her designate. 

3. Downloading of any executable files or programs which change the configuration of your system by 
anyone other than Information Systems personnel is prohibited. 

4. Installing or running any programs or services that provide ongoing communications with the Internet 
which have not been approved by the Chief Information Officer, including but not limited to instant 
messengers, screen savers, peer to peer communications (skype, bitTorrent, gnutella, KaZaA for 
example) or other on-line services to access the internet (America OnLine, Compuserve, Earthlink) on 
County computers which do not fulfill legitimate job functions. 

5. Accessing any on-line gambling websites (i.e., casino.com). 

6. Accessing any non-work related, time consuming internet sites, including but not limited to on-line 
gaming or on-line auctions (i.e., gamezilla.com, mpog.com, eBay). 

7. Accessing any streaming media sites which do not fulfill legitimate job functions (viewing full episodes 
of network television shows, streaming internet radio). 

8. Conducting any non-County business activity not listed above for longer than 10-15 minutes not to 
exceed 30 minutes per day. 

 
4.  Management and Administration  

The County has software and systems in place that can monitor and record all internet usage. County 
employees shall have no right or expectation of privacy in any Internet activity using County equipment or 
networks. Supervisors and Managers shall have the right to review any Internet activity of any employee 
supervised by them at any time and for any reason. If the activity to be reviewed goes beyond the department, 
other Department systems and records may be searched with the approval of the head of that Department. 
The County may monitor and report on Internet use by County employees. A supervisor/manager may 
restrict Internet use by anyone supervised by him/her if such supervisor/manager believes the employee is not 
in compliance with this policy. The County may restrict access to Internet sites whose content appears to 
have no purpose related to the business of the County.  

 
5. Enforcement  

 Violators of this policy may be subject to appropriate disciplinary action up to and including employment 
termination, termination of agreements, denial of service, and/or legal penalties, both criminal and civil. For 
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inappropriate release of Protected Health Information (PHI) the disciplinary action contained in the Protected 
Health Information Sanction Policy will apply. 
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EXHIBIT “F” 
 

ASSURANCE OF COMPLIANCE WITH 
SECTION 504 OF THE REHABILITATION ACT OF 1973, AS AMENDED 

 
The undersigned (hereinafter called the “Contractor”) hereby agrees that it will comply with Section 504 of 
the Rehabilitation Act of 1973, as amended, all requirements imposed by the applicable DHHS regulation and 
all guidelines and interpretations issued pursuant thereto. 
 
The Contractor gives this assurance in consideration for the purpose of obtaining contracts after the date of this 
assurance.  The Contractor recognizes and agrees that contracts will be extended in reliance on the 
representations and agreements made in this assurance.  This assurance is binding on the Contractor, its 
successors, transferees, and assignees, and the person or persons whose signatures appear below are authorized 
to sign this assurance on behalf of the Contractor. 
 
The Contractor: 
 
 employs fewer than 15 persons 
 
 employs 15 or more persons and, pursuant to section 84.7(a) of the regulation (45 C.F.R. 

84.7(a)), has designated the following person(s) to coordinate its efforts to comply with the 
DHHS regulation. 

 
 
    
  Name of 504 person:  
 
 
 
  Name of Contractor: 
 
I certify that the above information is complete and correct to the best of my knowledge. 
 
  
 Dated:      
      Signature and Title of Authorized Official 
 
* Exception: DHHS regulations state that: 
 “If a recipient with fewer than 15 employees finds that, after consultation with a handicapped 

person seeking its services, there is no method of complying with (the facility accessibility 
regulations)... other than making a significant alteration in its existing facilities, the recipient 
may, as an alternative, refer the handicapped person to other providers of those services that are 
accessible.” 
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REQUEST FOR PROPOSAL - ATTACHMENT B 
CONTRACTOR CERTIFICATION FORM 

 I certify that neither __________________ (Applicant) nor any of its proposed subcontractors are 
currently under suspension or debarment by any state or federal government agency, and that neither Applicant 
nor any of its proposed subcontractors are tax delinquent with the State of California.  I have listed all contracts 
with courts, government or other governmental agencies during the two years preceding submission of this 
Proposal. 
 
 I acknowledge that if Applicant or any of its subcontractors subsequently are placed under suspension or 
debarment by a local, state or federal government entity, or if Applicant or any of its subcontractors 
subsequently become delinquent in California taxes, our Proposal may be disqualified. 
 
 
 
 Printed Name 
 
 
 
 
 Signature Date 
 
 
 Title 
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CONTRACTOR CERTIFICATION FORM (CONTINUED) 

Please list all contracts with courts or governments or other governmental agencies during the two years 
preceding submission of this proposal: 
 
1.   
 
2.   
 
3.   
 
4.  
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REQUEST FOR PROPOSAL - ATTACHMENT “C” 
PRICING SHEET 
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REQUEST FOR PROPOSAL – ATTACHMENT “D” 
CURRENT AVERAGES OF CHILDREN’S WAITING ROOM USAGE 

 
  Jul. 08 Aug. 08 Sept. 08 Oct. 08 Nov. 08 Dec. 08 Jan. 09 Feb. 09 Mar. 09 Total 
Superior Court, County of San Mateo  
Hall of Justice (HOJ) & Youth Services Center (YSC)  

Total # of Children 198 180 105 104 129 100 121 117 138 1192 

Boys: 92 88 50 46 58 50 54 63 66 567 

Girls: 106 92 55 58 71 50 67 54 72 625 

Average age: 6 YRS 6M 7 YRS 4M 5 YRS 9M 5 YRS 6M 6 YRS 9M 6 YRS 6M 5 YRS 3M 6YRS 11M 5 YRS 9M   

Average time: 1 HR .52 1 HR .55 1 HR .50 1 HR .28 1 HR .53  2 HRS .08 1 HR 45 1 HR .13 2 HRS .10   
Hall of Justice 

# of children served: 157 135 93 88 106 80 97 103 108 967 

Boys: 71 68 47 37 44 38 43 54 52 454 

Girls: 86 67 46 51 62 42 54 49 56 513 

Average age: 6 YRS 6 YRS 6M 5 YRS 4 YRS 9M 5 YRS 5 YRS 4 YRS 9M 5 YRS 7M 4 YRS 8M   

Average time: 1 HR .54 1 HR .58 2 HR .02 1 HR .37 1 HR .40 1 HR .08 1 HR .56 2 HRS .14 2 HRS .09   
Youth Service Center 

# of children served: 41 45 12 16 23 20 24 14 30 225 

Boys: 21 20 3 9 14 12 11 9 14 113 

Girls: 20 25 9 7 9 8 13 5 16 112 

Average age: 7 YRS 8 YRS 2M 6 YRS 7M 6 YRS 2M 6 YRS 6M 8 YRS 2 M 5 YRS 9M 8 YRS 3M 6 YRS 8M   

Average time: 1 HR .50 1 HR .52 1 HR .38 1 HR 20 2 HRS .06 1 HR .30 1 HR .35 1 HR .19 2 HRS .11   

Hall of Justice                     

Jury Duty: 26 12 16 14 10 8 9 8 5 108 

Caregiver stayed: 23 9 12 20 31 14 18 16 19 162 
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October 2008 
SUNDAY  MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATUR

HALL OF JUSTICE  
TOTAL NUMBER OF CHILDREN = 88 
 
AM/CHILDREN = 32 
PM/CHILDREN = 44 
AM/PM/CHILDREN = 12 

1 
AM = 1 
 
PM = 0 
 
AM/PM = 0 

2 
AM = 0 
 
PM = 1 
 
AM/PM = 0 

3 
AM = 0 
 
PM = 2 
 
AM/PM = 0 

4 

5 6 
AM = 1 
 
PM = 4 
 
AM/PM 0

7 
AM = 0 
 
PM = 3 
 
AM/PM 0

8 
AM = 1 
 
PM = 3 
 
AM/PM 0

9 
AM = 0 
 
PM = 3 
 
AM/PM 0

10 
AM = 4 
 
PM = 1 
 
AM/PM 2

11 

12 13 
 
 
CLOSED 

14 
AM = 1 
 
PM = 2 
 
AM/PM = 0 

15 
AM = 2 
 
PM = 3 
 
AM/PM = 0 

16 
AM = 1 
 
PM = 3 
 
AM/PM = 0 

17 
AM = 2 
 
PM = 2 
 
AM/PM = 1 

18 

19 20 
AM = 4 
 
PM = 1 
 
AM/PM = 3 

21 
AM = 2 
 
PM = 0 
 
AM/PM = 0 

22 
AM = 0 
 
PM = 1 
 
AM/PM = 1 

23 
AM = 2 
 
PM = 2 
 
AM/PM = 0 

24 
AM = 0 
 
PM = 3 
 
AM/PM = 0 

25 

26 27 
AM = 3 
 
PM = 4 
 
AM/PM = 0 

28 
AM = 4 
 
PM = 0 
 
AM/PM 2 

29 
AM = 0 
 
PM = 2 
 
AM/PM = 2 

30 
AM = 3 
 
PM = 2 
 
AM/PM = 1 

31 
AM = 1 
 
PM = 2 
 
AM/PM = 0 
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November 2008 
 MONDAY TUESDAY WEDNESDAY THURSDAY            FRIDAY SATUR

HALL OF JUSTICE - TOTAL NUMBER OF CHILDREN = 106 
 
AM/CHILDREN = 34 
PM/CHILDREN = 64

1 

2 3                  
 
AM = 2 
PM = 2 
AM/PM = 0

4 
 
AM = 3 
PM = 3  
AM/PM = 0 

5 
 
AM = 3 
PM = 2 
AM/PM = 0 

6 
 
AM = 3 
PM = 1 
AM/PM = 1 

7 
 
AM = 2 
PM = 6 
AM/PM =0 

8 

9 10 
 
AM = 3 
PM = 3 
AM/PM = 1 

11 
 
 
CLOSED 

12 
 
AM = 1 
PM = 2 
AM/PM = 1 

13 
 
AM = 0 
PM = 1 
AM/PM = 1 

14 
 
AM = 2 
PM = 5 
AM/PM = 0 

15 

16 17 
 
AM = 4 
PM = 3 
AM/PM = 1

18 
 
AM = 1 
PM = 6 
AM/PM = 0 

19 
 
AM = 0 
PM = 1 
AM/PM = 1 

20 
 
AM = 3 
PM = 7 
AM/PM = 0 

21 
 
AM = 5 
PM = 0 
AM/PM = 2 

22 

23 24 
 
AM = 1 
PM = 9 
AM/PM = 0 

25 
AM = 1 
PM = 6 
AM/PM 0 

26 
 
AM = 0 
PM = 7 
AM/PM = 0 

27 
CLOSED 

28 
CLOSED: 

29 

30  
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December 2008 
SUN         MONDAY TUESDAY WEDNESDAY THURSDAY                  FRIDAY                 SATURDAY 

 1 
 
AM = 2 
PM = 2 
AM/PM = 0 
 

2 
 
AM = 3 
PM = 0 
AM/PM = 0 

3 
 
AM = 1 
PM = 1 
AM/PM = 0 

4 
 
AM = 1 
PM = 4 
AM/PM = 1 

5 
 
AM = 3 
PM = 4 
AM/PM = 0 

6 

7 8 
 
AM = 1 
PM = 3 
AM/PM = 0 

9 
 
AM = 4 
PM = 1 
AM/PM = 0 

10 
 
AM = 0 
PM = 4 
AM/PM = 1 

11 
 
AM = 1 
PM = 0 
AM/PM = 0 

12 
 
AM = 0 
PM = 5 
AM/PM = 0 

13 

14 15 
 
AM = 5 
PM = 1 
AM/PM = 0 

16 
 
AM = 4 
PM = 0 
AM/PM = 0 

17 
 
AM = 3 
PM = 5 
AM/PM = 0 

18 
 
AM = 2 
PM = 5 
AM/PM = 0 

19 
 
AM = 1 
PM = 0 
AM/PM = 0 

20 

21 22 
 
AM = 5 
PM = 1 
AM/PM = 0 

23 
 
AM = 5 
PM = 1 
AM/PM = 0 

24 
 
AM = 0 
PM = 0 
AM/PM = 0 

25 
 
 
CLOSED 

26 
 
 
CLOSED 

27 

28 29 
 
 
CLOSED 

30 
 
 
CLOSED 

31 
 
 
CLOSED 

HALL OF JUSTICE  
TOTAL NUMBER OF CLIENTS: 80 
 
AM/CHILDREN = 41 
PM/CHILDREN 37
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January 2009 
SUN MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SAT

HALL OF JUSTICE  - TOTAL NUMBER OF CHILDREN = 97 
 
AM/CHILDREN = 39 
PM/CHILDREN = 37 
AM/PM/CHILDREN = 21 

1 
 
 
CLOSED 

2  
 
AM = 0 
PM  = 0 
AM/PM =1 

3 

4 5 
 
AM = 3 
PM = 3 
AM/PM = 1 

6 
 
AM = 4 
PM = 7 
AM/PM = 1 

7 
 
AM = 3 
PM = 1 
AM/PM = 0 

8 
 
AM= 0 
PM = 2 
AM/PM = 0 

9 
 
AM = 0 
PM = 2 
AM/PM = 1 

10 

11 12 
 
AM = 0 
PM = 3 
AM/PM = 2 

13 
 
AM = 4 
PM = 0 
AM/PM = 3 

14 
 
AM = 0 
PM = 4 
AM/PM = 2 

15 
 
AM = 2 
PM = 0 
AM/PM = 1 

16 
 
AM = 0 
PM = 1 
AM/PM = 1  

17 

18 19 
 
 
CLOSED 

20 
 
AM = 1 
PM = 0 
AM/PM = 1 

21 
 
AM = 2 
PM = 4 
AM/PM = 1 

22 
 
AM = 3 
PM = 0 
AM/PM = 1 

23 
 
AM = 2 
PM = 1 
AM/PM = 0 

24 

25 26 
 
AM = 5 
PM = 1 
AM/PM = 2 

27 
 
AM = 2 
PM = 5 
AM/PM = 0 

28 
 
AM = 3 
PM = 0 
AM/PM = 1 

29 
 
AM = 2 
PM = 3 
AM/PM = 1 

30 
 
AM = 3 
PM = 0 
AM/PM = 1 

31 
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February 2009 
SUN MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SAT

1 2 
 
AM = 6 
PM = 02 
AM/PM = 0 

3 
 
AM = 2 
PM = 0 
AM/PM = 0 

4 
 
AM = 0 
PM = 3 
AM/PM = 2 

5 
 
AM = 2 
PM = 0 
AM/PM = 2 

6 
 
AM = 2 
PM = 5 
AM/PM = 2 

7 

8 9 
 
AM = 2 
PM = 5 
AM/PM = 1 

10 
 
AM = 2 
PM = 3 
AM/PM = 0 

11 
 
AM = 1 
PM = 1 
AM/PM = 1 

12 
 
 
CLOSED 

13 
 
AM = 3 
PM = 5 
AM/PM = 0 

14 

15 16 
 
 
CLOSED 

17 
 
AM = 4 
PM = 0 
AM/PM = 4 

18 
 
AM = 7 
PM = 5 
AM/PM = 2 

19 
 
AM = 1 
PM = 3 
AM/PM = 1 

20 
 
AM = 3 
PM = 4 
AM/PM = 0 

21 

22 23 
 
AM = 0 
PM = 2 
AM/PM = 0  

24 
 
AM = 2 
PM = 4 
AM/PM = 0 

25 
 
AM = 0 
PM = 1 
AM/PM = 0 

26 
 
AM = 0 
PM = 3 
AM/PM = 0 

27 
 
AM = 2 
PM = 3 
AM/PM = 0 

28 

HALL OF JUSTICE - TOTAL NUMBER OF CHILDREN = 103 
 
AM/CHILDREN = 39 
PM/CHILDREN = 49 
AM/PM/CHILDREN = 15 
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March 2009 
SUN MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SAT

1 2 
 
AM = 3 
PM = 1 
AM/PM = 0 

3 
 
AM = 3 
PM  = 0 
AM/PM = 0 

4 
 
AM = 2 
PM  = 1 
AM/PM = 0 

5 
 
AM = 4 
PM = 1 
AM/PM = 0 

6 
 
AM = 3 
PM = 2 
AM/PM = 0 

7 

8 9 
 
AM = 2 
PM  = 4 
AM/PM = 0 

10 
 
AM = 3 
PM = 4 
AM/PM = 0 

11 
 
AM = 0 
PM = 2 
AM/PM = 0 

12 
 
AM = 1 
PM = 6 
AM/PM = 1 

13 
 
AM = 2 
PM = 1 
AM/PM = 1 

14 

15 16 
 
AM = 2 
PM = 0 
AM/PM = 0 

17 
 
AM = 3 
PM = 4 
AM.PM = 0 

18 
 
AM = 1 
PM = 1 
AM/PM = 0 

19 
 
AM = 1 
PM = 8 
AM/PM = 0 

20 
 
AM = 4 
PM = 5 
AM/PM = 0 

21 

22 23 
 
AM = 2 
PM = 5 
AM/PM = 0 

24 
 
AM = 0 
PM = 2 
AM/PM = 2 

25 
 
AM = 0 
PM = 2 
AM/PM = 1 

26 
 
AM = 4 
PM = 2 
AM/PM = 0 

27 
 
AM = 3 
PM = 2 
AM/PM = 0 

28 

29 30 
 
AM = 2 
PM = 5 
AM/PM = 0 

31 
 
 
CLOSED 

 
HALL OF JUSTICE  - TOTAL NUMBER OF CHILDREN = 108 
 
AM/CHILDREN = 45 
PM/CHILDREN = 58 
AM/PM/CHILDREN = 5 
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October 2008 
SUNDAY  MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY 

 
YOUTH SERVICES CENTER 
TOTAL NUMBER OF CHILDREN = 16 
 
AM/CHILDREN = 11 
PM/CHILDREN = 5 

1 
 
AM =1 
 
PM = 0 

2 
 
AM =3 
 
PM = 1 

3 4 

5 6 7 
 
AM = 0 
 
PM  = 0 

8 
 
AM = 2 
 
PM  = 0 

9 
 
AM = 2 
 
PM = 0 

10 11 

12 13 14 
 
AM = 0 
 
PM = 0 

15  
 
AM = 0 
 
PM = 1 

16  
 
AM = 1 
 
PM = 1 

17 18 

19 20 21 
 
AM = 0 
 
PM = 1 

22 
 
AM = 2 
 
PM = 0 

23 
  
AM = 0 
 
PM = 0 

24 25 

26 27 28 
 
AM = 0 
 
PM = 0 

29 
 
AM = 0 
 
PM = 1 

30 
 
AM = 0 
 
PM = 0 

31 
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November 2008 
SUNDAY  MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY 

 
YOUTH SERVICES CENTER TOTAL NUMBER OF CLIENTS: 23 
 
AM/CHILDREN = 2 
PM/CHILDREN 21

1 

2 3 4 
 
AM = 0 
 
PM = 0 

5 
 
AM = 0 
 
PM = 4 

6 
 
AM = 2 
 
PM = 2 

7 8 

9 10 11 
 
AM = 0 
 
PM = 0 

12 
 
AM = 0 
 
PM = 2 

13 
 
AM = 0 
 
PM = 2 

14 15 

16 17 18 
 
AM = 0 
 
PM = 3 

19 
 
AM = 0 
 
PM = 3 

20 
 
AM = 0 
 
PM = 4 

21 22 

23 24 25 
 
AM = 0 
 
PM = 1 

26 
 
CLOSED 

27 
 
CLOSED 

28 29 

30  
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December 2008 
SUNDAY  MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY 

 1 2 
 
AM = 0 
 
PM = 3 

3 
 
AM = 0 
 
PM : 3 

4 
 
AM = 0 
 
PM = 3 

5 6 

7 8 9 
 
AM = 0 
 
PM = 2 

10 
 
AM = 0 
 
PM : 0 

11 
 
AM = 0 
 
PM = 0 

12 13 

14 15 16 
 
AM = 0 
 
PM = 2 

17 
 
AM = 0 
 
PM = 2 

18 
 
AM = 0 
 
PM = 3 

19 20 

21 22 23 
 
AM = 0 
 
PM = 2 

24 
 
AM = 0 
 
PM = 0 

25 
 
 
CLOSED 

26 27 

28 29 30 
 
 
CLOSED 

31 
 
 
CLOSED 

YOUTH SERVICES CENTER  
TOTAL NUMBER OF CLIENTS: 20 
 
AM/CHILDREN = 0 
PM/CHILDREN 20 
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January 2009 
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY 

 
YOUTH SERVICES CENTER  - TOTAL NUMBER OF CLIENTS: 24 
 
AM/CHILDREN = 4 
PM/CHILDREN = 20 

1 
 
 
CLOSED 

2 3 

4 5 6 
 
AM = 0 
 
PM = 1 

7 
 
AM =1 
 
PM = 3 

8 
 
AM = 0 
 
PM = 1 

9 10 

11 12 13 
 
AM = 1 
 
PM = 1 

14 
 
AM = 2 
 
PM = 0 

15 
 
AM = 0 
 
PM = 0 

16 17 

18 19 20 
 
AM = 0 
 
PM = 0 

21 
 
AM = 0 
 
PM = 0 

22 
 
AM = 0 
 
PM = 3 

23 24 

25 26 27 
 
AM = 0 
 
PM = 4 

28 
 
AM = 0 
 
PM = 3 

29 
 
AM = 0 
 
PM = 4 

30 31 
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February 2009 
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY 

1 2 3 
 
AM = 0 
 
PM = 0 

4 
 
AM = 0 
 
PM = 6 

5 
 
AM = 0 
 
PM = 0 

6 7 

8 9 10 
 
AM = 1 
 
PM = 0 

11 
 
AM = 0 
 
PM = 0 

12 
 
 
CLOSED 

13 14 

15 16 17 
 
AM = 0 
 
PM = 2 

18 
 
AM = 0 
 
PM = 1 

19 
 
AM = 0 
 
PM = 0 

20 21 

22 23 24 
 
AM = 0 
 
PM = 3 

25 
 
AM = 0 
 
PM = 0 

26 
 
AM = 0 
 
PM = 1 

27 28 

 
YOUTH SERVICES CENTER  - TOTAL NUMBER OF CLIENTS: 14 
 
AM/CHILDREN = 1 
PM/CHILDREN = 13 



RFP 09-001- Superior Court, County of San Mateo 
Courthouse Children’s Waiting Rooms Staffing 

Attachment D – Daily Attendance Records 
 

 Page 57 of 57 Rev. April 2009 
 

 

March 2009 
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY 

1 2 3 
 
AM = 2 
 
PM = 1 

4 
 
AM = 0 
 
PM : 1 

5 
 
AM = 0 
 
PM = 2 

6 7 

8 9 10 
 
AM = 0 
 
PM = 1 

11 
 
AM = 1 
 
PM = 0 

12 
 
AM : 0 
 
PM = 3 

13 14 

15 16 17 
 
AM = 2 
 
PM = 2 

18 
 
AM = 3 
 
PM = 0 

19 
 
AM = 0 
 
PM = 2 

20 21 

22 23 24 
 
AM = 0 
 
PM = 3 

25 
 
AM = 0 
 
PM = 5 

26 
 
AM = 0 
 
PM  = 2 

27 28 

29 30 31 
 
 
CLOSED 

 
YOUTH SERVICES CENTER  - TOTAL NUMBER OF CLIENTS: 30 
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	[NOTE: Click on item to navigate to the section] 
	II. STATEMENT OF WORK 
	III. PROCUREMENT AND EVALUATION PROCESS
	Vendors are specifically directed NOT to contact any Court personnel or consultants for meetings, conferences, or discussions that are specifically related to this RFP at any time prior to any award of a contract.  Unauthorized contact with any Court personnel or consultants may be cause for rejection of the vendor’s response.
	  A mandatory pre-proposal conference to answer questions related to this RFP and to tour the sites where the work will be performed will be held on the date and at the time specified in Section 3.1.  The location of the pre-proposal conference is stated below:
	If a vendor submitting a proposal discovers any ambiguity, conflict, discrepancy, omission, or other error in this solicitation document, the vendor shall immediately provide the Submittal Contact listed in Section 3.2 written notice of the problem and request that the solicitation document be clarified or modified.  Without disclosing the source of the request, the Court may modify the solicitation document prior to the date fixed for submission of proposals by providing an addendum to potential applicants and/or by posting the addendum on the Court website.
	The applicant must state specifically in its Executive Summary (see Section 4.2) how it will comply with each minimum qualification specified above.  Subject to the Court’s right in its complete discretion to waive minor deviations or defects, only those proposals that meet all of the foregoing minimum qualifications shall be considered for a full evaluation and a possible contract award.
	The following must be received no later than the Proposal Due Date and time specified in Section 3.1 (the “Proposal Closing Time”) at the address listed in Section 3.2 for the Submittal Contact: 
	 One unbound original of the program and of the cost proposal; 
	 Three bound hard copies of both the program and the cost proposals; 
	 One electronic copy of the program proposal in Microsoft Word or PDF format, and one electronic formatted copy of the cost proposal in Microsoft Excel format.
	 All proposals must be submitted in double envelopes that are sealed.  The inner envelope, not the outside addressed envelope, must be clearly marked with the RFP Number, Project Title, the Proposal Due Date, and the applicant’s name.
	 Proposals received prior to the Proposal Closing Time that are marked properly will be securely kept, unopened until the Proposal Closing Time.  Late proposals will not be considered.  All proposals must be delivered via U.S. Mail, common carrier, or hand delivery.  A receipt should be requested for hand delivered material.
	 The applicant is solely responsible for ensuring that the full proposal is received by the Court in accordance with the solicitation requirements, prior to the date and time specified in the solicitation, and at the place specified.  The Court shall not be responsible for any delays in mail or by common carriers or by transmission errors or delays or missed delivery.
	Unless a applicant is submitting a joint proposal, the applicant represents and warrants that by submitting its proposal it did not conspire with any other vendor to set prices in violation of anti-trust laws.
	 The Court will conduct a comprehensive, fair, and impartial evaluation of proposals received in response to this RFP.  All proposals received from vendors will be reviewed and evaluated by a committee of qualified personnel (“Evaluation Committee”).  The name, units, or experience of the individual members will not be made available to any vendor.  The Evaluation Committee will first review and screen all proposals submitted, except for the cost proposals, according to the minimum qualifications set forth in Section 3.8.
	 a)  The Court, in its complete discretion, may eliminate proposals that have not meet the minimum qualifications of Section 3.8, or have not scored adequately in relation to other proposals to warrant further consideration.  The Court reserves the right to reject any or all proposals, in whole or in part, and may or may not waive any immaterial deviation or defect in a proposal. 
	 b)  The Court’s waiver of an immaterial deviation or defect shall in no way modify the solicitation document or excuse a vendor from full compliance with solicitation document specifications.
	 c)  If a proposal fails to meet a material solicitation document requirement, the proposal may be rejected.  A deviation is material to the extent that a response is not in substantial accord with the requirements of the solicitation document.  Material deviations cannot be waived.
	 d)  Unless otherwise specified in the solicitation, the Court may accept any item or combination of items as specified in the solicitation, of any proposal unless the applicant expressly restricts an item or combination of items in its proposal and conditions its response on receiving all items for which it provided a proposal.  In the event that the applicant so restricts its proposal, the Court may consider the applicant’s restriction and evaluate whether the award on such basis will result in the best value to the Court or may determine in its sole discretion that such restriction is non-responsive and renders the applicant ineligible for further evaluation.
	The Court reserves the right to seek clarification or additional information from any applicant throughout the solicitation process.  The Court may require an applicant’s representative to answer questions during the evaluation process with regard to the vendor’s proposal.  Failure of an applicant to demonstrate that the claims made in its proposal are in fact true may be sufficient cause for deeming a proposal non-responsive.
	 The Contracting Officer’s decision shall be considered the final action by the Court unless the protesting party thereafter seeks an appeal of the decision by filing a request for appeal with the Court Executive Officer noted in Section 3.2 within five (5) calendar days of the issuance of the Contracting Officer’s decision.  
	A. The justification for appeal is limited to:
	1) Facts and/or information related to the protest, as previously submitted, that were not available at the time the protest was originally submitted; or 
	2) The Contracting Officer’s decision contained errors of fact, and that such errors of fact were significant and material factors in the Contracting Officer’s decision; or
	3) The decision of the Contracting Officer was in error of law or regulation.
	1) The name, address telephone and facsimile numbers and e-mail address of the vendor filing the appeal or their representative; 
	2) A copy of the Contracting Officer’s decision;
	3) The legal and factual basis for the appeal; and
	4) The ruling or relief requested.  Issues that could have been raised earlier will not be considered on appeal.
	 If the protest is upheld, the Court will consider all circumstances surrounding the procurement in its decision for a fair and reasonable remedy, including the seriousness of the procurement deficiency, the degree of prejudice to the protesting party or to the integrity of the competitive procurement system, the good faith efforts of the parties, the extent of performance, the cost to the Court, the urgency of the procurement, and the impact of the recommendation(s).  The Court may recommend ay combination of the following remedies:


	IV. PROPOSAL FORMAT AND CONTENT
	4.4.1 Start-Up Budget
	 The applicant’s proposal must include a statement as to whether the applicant accepts the General Conditions in Exhibit C of the attached proposed contract or whether the applicant takes any exception to those terms.  The applicant will be deemed to have accepted such terms and conditions, except as is expressly called out in the applicant’s proposal.  If exceptions are taken, applicant must submit a “redlined” version of the term or condition showing all modifications proposed by the applicant (a MSWord version will be provided upon request for redlining).  The applicant must provide an explanation as to why the modification is required.  The applicant’s willingness to accept the General Conditions, with minor clarifications, shall be an affirmative factor in the evaluation of the applicant’s proposal.  
	Although the Court will consider alternate language proposed by an applicant, the Court will not be bound by contract language received as part of an  applicant’s response.  If the applicant requires that some or all of the applicant’s proposed contract language bind the Court, the proposal may be considered non-responsive and may be rejected.
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	1. Services to be performed by Contractor.  In consideration of the payments hereinafter set forth, Contractor shall perform services for the Court in accordance with the terms, conditions and specifications set forth herein and in Exhibits “A”, “B”, “C”, “D” and “E”” attached hereto and incorporated herein by reference.  Contractor shall ensure compliance with all state, federal and local laws or rules applicable to performance of the work required under this contract.
	2. Term and Effective Date of Agreement
	 This Agreement shall be effective from XXXXX, 2008 through XXX, 2009 unless otherwise terminated.  This Agreement is of no force or effect until signed by both parties.  Contractor shall not perform any of its obligations under this Agreement, until this Agreement is fully executed.
	3. Contract Amount 
	4. Contract Documents
	 Incorporated into this Contract for Services are the following attachments (collectively, “the Contract Documents”):
	 In the event of a conflict between the terms of the Contract Documents, the following order of precedence shall govern and shall determine which terms will prevail:  The provisions of the Contract for Services and Exhibit “C”-General Terms and Conditions; Exhibit A - Statement of Work and Exhibit B – Schedule of Fees and Method of Payment.  Any Amendments to this Agreement, starting with the most recent, shall take precedence over the existing Contract Documents. In the event of a conflict between an Amendment and the terms of any other Contract Document, the terms of the Amendment shall prevail.
	5. Representatives:
	Hall Of Justice Staff Coverage
	EXHIBIT - C
	EXHIBIT “D”
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