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ADDITIONAL TERMS AND CONDITIONS

See attached document(s) for additional Terms and Conditions




GENERAL TERMS AND CONDITIONS:

1. CONTRACTUAL AGREEMENT:; Issuance of a Award Document signed by the
Purchasing Division Director, or his designee, and approved as to form by the Attomey
General’s office constitutes acceptance of this Contract made by and between the State of West
Virginia and the Vendor. Vendor’s signature on its bid signifies Vendor’s agreement o be bound
by and accept the terms and conditions contained in this Contract.

2. DEFINITIONS: As used in this Solicitation/Contract, the following terms shall have the
meanings attributed to them below. Additional definitions may be found in the specifications

included with this Solicitation/Contract.

2.1. “Agency” or “Agencies” means the agency, board, commission, or other entity of the State
of West Virginia that is identificd on the fitst page of the Solicitation or any other public entity
secking to procure goods or services under this Contract.

2.2. “Bid” or “Proposal” means the vendors submitted response to this solicitation.

2.3. “Contract” means the binding agreement that is entered into between the State and the
Vendor to provide the goods or services requested in the Solicitation.

2.4. “Director” means the Director of the West Virginia Department of Administration,
Purchasing Division,

2.5, “Purchasing Division” means the West Virginia Department of Adminigtration, Purchasing
Division.

2.6. “Award Document” means the document signed by the Agency and the Purchasing
Division, and approved as to form by the Attorney General, that identifies the Vendor as the

contract holder.

2.7. “Solicitation” means the official notice of an opportunity to supply the State witk goods or
services that is published by the Purchasing Division.

2.8. “State” means the State of West Virginia and/or any of its agencies, commissions, boards,
etc. as context requires.

2.9. “Vendor” or “Vendors” means any entity submitting a bid in response to the
Solicitation, the entity that has been selected as the lowest responsible bidder, or the entity that

has been awarded the Coniract as context requires.

Revised 10/27/2015




3. CONTRACT TERM; RENEWAL; EXTENSION: The term of this Contract shall be
determined in accordance with the category that has been identified as applicable to this
Contract below:

Term Contract

Initial Contract Term: This Contract becomes effective on

July 15, 2018 and extends for a period of one {1) year(s).
Renewal Term: This Contract may be renewed upon the mutual written consent of the Agency,
and the Vendor, with approval of the Purchasing Division and the Attorney General’s office
(Attorney Genera! approvai is us to form oniy). Any request for renewal should be submitted to
the Purchasing Division thirty (30) deys prior to the expiration date of the initial contract term or
appropriate rencwal term. A Contract renewal shall be in accordance with the terms and
conditions of the original contract. Renewal of this Contract is limited to tiee 3)
successive one (1) year periods or multiple renewal periods of less than one year, provided that
the multiple renewal periods do not exceed tity-six38)  months in total. Automatic renewal of
this Contract is prohibited. Notwithstanding the foregoing, Purchasing Division approval is not
required on agency delegated or exempt purchases. Attomney General approval may be required
for vendor terms and conditions,

Delivery Order Limitations: In the event that this contract permits delivery orders, a delivery
order may only be issued during the time this Contract is in effect. Any delivery order issued
within one year of the expiration of this Contract shall be effective for one year from the date the
delivery order is issued. No delivery order may be extended beyond one year after this Contract

has expired.

[ Fixed Period Contract: This Contract becomes effective upon Vendor’s receipt of the notice
to proceed and must be completed within days.

[] Fixed Period Contract with Renewals: This Contract becomes effective upon Vendor’s
receipt of the notice to proceed and part of the Contrect more fully described in the attached
specifications must be completed within days,

Upon completion, the vendor agrees that maintenance, monitoting, or warranty services will be
provided for one year thercafter with an additional successive one year
renewal periods or multiple renewal periods of less than one year provided that the multiple
renewal periods do not exceed ' months in total. Automatic renewal of this

Contract is prohibited.

[] One Time Purchase: The term of this Contract shall run from the issuance of the Award
Document until all of the goods contracted for have been delivered, but in no event will this
Contract extend for more ilian one fiscai year.

[] Other: Sec attached.
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4. NOTICE TO PROCEED: Vendor shall begin performance of this Contract immediately
upon receiving notice to proceed unless otherwise instructed by the Agency. Unless otherwise
specified, the fully executed Award Document will be considered notice to proceed.

5. QUANTITIES: The quantities required under this Contract shall be determined in accordance
with the category that has been identified as applicable to this Contract below.

Open End Contract: Quantities listed in this Solicitation are approximations only, based on
estimates supplied by the Agency. It is understood and agreed that the Contract shall cover the
quantities actually ordered for delivery during the term of the Contract, whether more or less

than the quantities shown.

Service: The scope of the service to be provided will be more clearly defined in the
specifications included herewith.

[] Combined Service and Goods: The scope of the service and deliverable goods to be
provided will be more clearly defined in the specifications included herewith.

[] One Time Purchase: This Contract is for the purchase of & set quantity of goods that are
identified in the specifications included herewith. Once those items have been delivered, no
additional goods may be procured under this Contract without an appropriate change order
approved by the Vendor, Agency, Purchasing Division, and Attorney General’s office.

6. PRICING: The pricing set forth herein is firm for the life of the Contract, unless specified
elsewhere within this Solicitation/Contract by the State. A Vendor’s inclusion of price
adjustment provigions in its bid, without an express authorization from the State in the
Solicitation to do so, may result in bid disgualification.

7. EMERGENCY PURCHASES: The Purchasing Division Director may authorize the
Agency to purchase goods or services in the open market that Vendor would otherwise provide
under this Contract if those goods or services are for immediate or expedited delivery m an
emergency. Emergencies shall include, but are not limited to, delays in transportation or an
unanticipated increase in the volume of work. An emergency purchase in the open market,
approved by the Purchaging Division Director, shall not constitute of breach of this Contract and
shall not entitle the Vendor to any form of compensation or damages. This provision does not
excuse the State from fulfilling its obligations under a One Time Purchase contract.

8. REQUIRED DOCUMENTS: All of the items checked below must be provided to the
Purchasing Division by the Vendor as specified below.

[] BID BOND: All Vendors shall furnish a bid bond in the amount of five percent (5%) of the
total amount of the bid protecting the State of West Virginia. The bid bond must be submitted

with the bid.
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[] PERFORMANCE BOND: The apparent successful Vendor shall provide & performance
bond in the amount of - The performance bond must be received by the

Purchasing Division prior to Contract award. On construction contracts, the performance bond
must be 100% of the Contract value.

(] LABOR/MATERIAL PAYMENT BOND: The apparent successful Vendor shall provide a
labor/material payment bond in the amount of 100% of the Contract value, The Iabor/material
payment bond must be delivered to the Parchasing Division prior to Contract award.

In licu of the Bid Bond, Performance Bond, and Labor/Material Payment Bond, the Vendor may
provide certified checks, cashier’s checks, or itrevocable letters of credit. Any certified check,
cashier’s check, or irrevocable letter of credit provided in lien of a bond must be of the same
amount and delivered on the same schedule as the bond it replaces. A letier of credit submitted in
lieu of a performance and labor/material payment bond will only be allowed for projects under
$100,000. Personal or business checks are not acceptable.

[1MAINTENANCE BOND: The apparent successful Vendor shall provide a two (2) year
maintenance bond covering the roofing system. The maintenance bond must be issued and

delivered to the Purchasing Division prior to Contract award.

INSURANCE: The apparent successful Vendor shall furnish proof of the following insurance
prior to Contract award and shall list the state as a certificate holder:

Commercial General Lisbility Insurance: In the amount of ohe mifion dolars (81,000,000.00)
or more. ].

[] Builders Risk Insurance: In an amount equal to 100% of the amount of the Contract.

0

O

Cl
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The apparent successful Vendor shall also furnish proof of any additional insurance requircments
contained in the specifications prior to Contract award regardless of whether or not that
insurance requirement is listed above.

[JLICENSE(S) / CERTIFICATIONS / PERMITS: In addition to anything required under the
Section entitled Licensing, of the General Terms and Conditions, the apparent successful Vendor
shall furnish proof of the following licenses, certifications, and/or permits prior to Contract
award, in a form acceptable to the Purchasing Division.

O

O
O
O

The apparent successful Vendor shall also furnish proof of any additional licenses or
certifications contained in the specifications prior to Contract award regardiess of whether or not

that requirement is listed above.

9. WORKERS’ COMPENSATION INSURANCE: The apparent successful Vendor shall
comply with laws relating to workers compensation, shall maintain workers’ compensation
insurance when required, and shall fumish proof of workers’ compensation insurance upon
request.

10. LITIGATION BOND: The Director reserves the right to require any Vendor that files a
protest of an award to submit a litigation bond in the amount equal to one percent of the lowest
bid submitted or $5,000, whichever is greater. The entire amount of the bond shall be forfeited if
the hearing officer determines that the protest was filed for frivolous or improper purpose,
including but not limited to, the purpose of harassing, causing unnecessary delay, or needless
expense for the Agency. All litigation bonds shell be made payable to the Purchasing Division.
In lieu of a bond, the protester may submit a cashier’s check or certified check payable to the
Purchasing Division. Cashier’s or certified checks will be deposited with and held by the State
Treasurer’s office. If it is determined that the protest has not been filed for frivolous or improper
purpose, the bond or deposit shall be retumed in its entirety.

11. LIQUIDATED DAMAGES: Vendor shall pay liquidated damages in the amount of
N/A

for NA .
This clause shall in no way be considered exclusive and shall not limit the State or Agency’s

right to pursue any other available remedy.
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12. ACCEPTANCE: Vendor's signature on its bid, or on the certification and signature page,
constitutes an offer to the Statc that cannot be unilaterally withdrawn, signifies that the product
or service proposed by vendor meets the mandatory requirements contained in the Solicitation
for that product or service, unless otherwise indicated, and signifies acceptance of the terms and
conditions contained in the Solicitation unless otherwise indicated.

13. FUNDING: This Cantract shall continue for the term stated herein, contingent upon funds
being appropriated by the Legislature or otherwise being made available. In the event funds are
not appropriated or otherwise made available, this Contract becomes void and of no effect
beginning on July 1 of the fiscal year for which funding has not been appropriated or otherwise

made available.
14. PAYMENT: Payment in advance is prohibited under this Contract. Payment may only be
made after the delivery and acceptance of goods or services. The Vendor shall submit invoices,

in arrears.

15. TAXES: The Vendor shall pay any applicable sales, use, personal property or any other
taxes arising out of this Contract and the transactions contemplated thereby. The State of
West Virginia is exempt from federal and state taxes and will not pay or reimburse such taxes.

16. CANCELLATION: The Purchasing Division Director reserves the right to cancel this
Contract immediately upon written notice to the vendor if the materials or workmanship supplied

do not conform to the specifications contained in the Contract. The Purchasing Division Director
may also cancel any purchase or Contract upon 30 days written notice to the Vendor in
accordance with West Virginia Code of State Rules §§ 148-1-6.1.¢.

17. TIME: Time is of the essence with regard to all matters of time and performance in this
Contract.

18. APPLICABLE LAW: This Contract is governed by and interpreted under West Virginia
law without giving effect to its choice of law principles. Any information provided in
specification manuals, or any other source, verbal or written, which contradicts or violates the
West Virginia Constitution, West Virginia Code or West Virginia Code of State Rules is void
and of no effect,

19. COMPLIANCE: Vendor shall comply with all applicable federal, state, and local laws,
regulations and ordinances. By submitting a bid, Vendor acknowledges that it hes reviewed,
understands, and will comply with all applicable laws, regulations, and ordinances.

20, PREVAILING WAGE: Vendor shall be responsible for ensuring compliance with
preveiling wage requirements and determining when prevailing wage requirements are
applicable.

21. ARBITRATION: Any references made to arbitration contained in this Contract, Vendor’s

bid, or in any American Institute of Architects documents pertaining to this Contract are hereby
deleted, void, and of no effect,
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22. MODIFICATIONS: This writing is the parties’ final expression of intent. Notwithstanding
anything contained in this Contract to the conttery no modification of this Contract shall be
binding without mytual written consent of the Agency, and the Vendor, with approval of the
Purchasing Division and the Aftorney General’s office (Attorney General approval is as to form
only). Any change to existing contracts that adds work or changes contract cost, and were not
included in the original contract, must be approved by the Purchasing Division and the Attorney
General's Office (as to form) prior to the implementation of the change or commencement of
work affected by the change.

23. WAIVER: The failure of either party to insist upon a strict performance of any of the terms
or provision of this Contract, or to exercise any option, right, or remedy herein contained, shall
not be construed as a waiver or a relinquishment for the future of such term, provision, option,
right, or remedy, but the same shall continue in full force and effect. Any waiver must be
expressly stated in writing and signed by the waiving party.

24, SUBSEQUENT FORMS: The terms and conditions contained in this Contract shall
supersede any and all subsequent terms and conditions which may appear on any form
documents submitted by Vendor to the Agency or Purchasing Division such as price lists, order
forms, invoices, sales agreements, or maintenance agreements, and includes internet websites or
other electronic documents. Acceptance or use of Vendor’s forms does not constitute acceptance
of the terms and conditions contained thereon.

25. ASSIGNMENT: Neither this Contract nor any monies due, or to become due hereunder,
may be assigned by the Vendor without the express written consent of the Agency, the
Purchasing Division, the Attorncy General’s officc (as to form only), and any other government
agency or office that may be required to approve such assignments. Notwithstanding the
foregoing, Purchasing Division approval may or may not be required on certain agency delegated
or exempt purchases.

26. WARRANTY: The Vendor expressly warrants that the goods and/or services covered by
this Contract will: (a) conform to the specifications, drawings, samples, or other description
furnished or specified by the Agency; (b) be merchantable and fit for the purpose intended; and
(c) be free from defect in material and workmanship.

27. STATE EMPLOYEES: State employees are not permitted to utilize this Contract for
personal use and the Vendor is prohibited from permitting or facilitating the same.

28. BANKRUPTCY: In the event the Vendor files for bankruptcy protection, the State of West
Virginia may deem this Contract null and void, and terminate this Contract without notice.
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29, PRIVACY, SECURITY, AND CONFIDENTIALITY: The Vendor agrees that it will not
disclose to anyone, directly or indirectly, any such personally identifiable information or other
confidential information gained from the Agency, unless the individual who is the subject of the
information consents to the disclosure in writing or the disclosure is made pursusnt to the
Agency’s policies, procedures, and rules. Vendor further agrees to comply with the
Confidentiality Policies and Information Security Accountability Requirements, set forth in
htp://www.gtate wv.us/admin/purchase/orivacy/defyult html.

30. YOUR SUBMISSION IS A PUBLIC DOCUMENT: Vendor's entire response to the
Solicitation and the resulting Contract are public documents. As public documents, they will be
disclosed to the public following the bid/proposal opening or award of the contract, as required
by the competitive bidding laws of West Virginia Code §§ 5A-3-1 et seq., 5-22-1 et seq., and
5G-1-1 et seq. and the Freedom of Information Act West Virginia Code §§ 29B-1-1 et seq.

DO NOT SUBMIT MATERIAL YOU CONSIDER TO BE CONFIDENTIAL, A TRADE
SECRET, OR OTHERWISE NOT SUBJECT TO PUBLIC DISCLOSURE.

Submission of any bid, proposal, or other document to the Purchasing Division constitutes your
explicit consent to the subsequent public disclosure of the bid, proposal, or document. The
Purchasing Division will disclose any document labeled “confidential,” “proprietary,” “tradc
secrel,” “private,” or labeled with any other claim against public disclosure of the documents, to
include any “trade secrets” as defined by West Virginia Code § 47-22-1 et seq. All submissions
are subject to public disclosure without notice.

31. LICENSING: In accordance with West Virginia Code of State Rules § 148-1-6.1.e, Vendor
must be licensed and in good standing in accordance with any and all state and local laws and
requirements by any state or local agency of West Virginia, including, but not limited to, the
West Virginia Secretary of State’s Office, the West Virginia Tax Department, West Virginia
Insurance Commission, or any other state agency or political subdivision. Upon request, the
Vendor must provide all necessary releases to obtain information to enablc the Purchasing
Division Director or the Agency to verify that the Vendor is licensed and in good standing with
the above entities.

32. ANTITRUST: In submnitting a bid to, signing a contract with, or accepting a Award
Document from any agency of the State of West Virginia, the Vendor agrees to convey, sell,
assigu, or transfer to the State of West Virginia all rights, title, and interest in and to all causes of
action it may now or hereafter acquire under the antitrust laws of the United States and the State
of West Virginia for price fixing and/or unreasonable restraints of trade relating to the particular
commodities or services purchased or acquired by the State of West Virginia. Such assignment
shall be made and become effective at the time the purchasing agency tenders the initial payment

to Vendor.
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33, VENDOR CERTIFICATIONS: By signing its bid or entering into this Contract, Vendor
certifies (1) that its bid or offer was made without prior understanding, agreement, or connection
with any corporation, firm, limited liability company, partnership, person or entity submitting a
bid or offer for the same matetial, supplies, equipment or services; (2) that its bid or offer is in all
respects fair and without collusion or fraud; (3) that this Contract is accepted or entered into
without any prior understanding, agreement, or connection to any other entity that could be
considered a violation of law; and (4) that it has reviewed this Solicitation in its entirety;
understands the requircments, terms and conditions, and other information contained herein.

Vendor’s signature on its bid or offer also affirms that neither it nor its representatives have any
interest, nor shall acquire any interest, ditect or indirect, which would compromise the
performance of its services hereunder. Any such interests shall be promptly presented in detail to
the Agency. The individual signing this bid or offer on behalf of Vendor certifies that he or she is
authorized by the Vendor to execute this bid or offer or any documents related thereto on
Vendor’s behalf; that he or she is authorized to bind the Vendor in a contractual relationship; and
that, to the best of his or her knowledge, the Vendor has properly registered with any State

agency that may require registration.

34. PURCHASING CARD ACCEPTANCE: The State of West Virginia currently utilizes a
Purchasing Card program, administered under contract by a banking institution, to process
payment for goods and services. The Vendor must accept the State of West Virginia’s
Purchasing Card for payment of all orders under this Contract unless the box below is checked.

[ Vendor is not required to accept the State of West Virginia’s Purchasing Card as
payment for all goods and services.

35. VENDOR RELATIONSHIP: The relationship of the Vendor to the State shall be that of an
independent contractor and no principal-agent relationship or employer-employee relationship is
contemplated or created by this Contract. The Vendor as an independent contractor is solely
liable for the acts and omissions of its employees and agents. Vendor shall be responsible for
selecting, supervising, and compensating any and all individuals employed pursuant to the terms
of this Solicitation and resulting contract. Neither the Vendor, nor any employees or
subcontractors of the Vendor, shail be deemed to be employees of the State for any purpose
whatsoever, Vendor shall be exclusively responsible for payment of employees and contractors
for all wages and salaries, taxes, withholding payments, penalties, fees, fringe benefits,
professional liability insurance premiums, contributions to insurance and pension, or other
deferred compensation plans, including but not limited to, Workers’ Compensation and Social
Security obligations, licensing fees, etc. and the filing of all necessary documents, forms, and
returns pertinent to all of the foregoing.

Vendor shall hold harmless the State, and shall provide the State and Agency with a defense

against any and all claims including, but not limited to, the foregoing payments, withholdings,
contributions, taxes, Social Security taxes, and employer income tax retums.
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36. INDEMNIFICATION: The Vendor agrees to indemnify, detend, and hold harmless the
State and the Agency, their officers, and employees from and against: (1) Any claims or losses
for services rendered by any subcontractor, person, or firm performing or supplying services,
materials, or supplies in connection with the performance of the Contract; (2) Any claims or
losses resulting to any person or entity injured or damaged by the Vendor, its officers,
employess, or subcontractors by the publication, translation, reproduction, delivery,
performance, use, or disposition of any data used under the Contract in a manner not authorized
by the Contract, or by Federal or State statutes or regulations; and (3) Any failare of the Vendor,
its officers, employees, or subcontractors to observe State and Federal laws inchiding, but not
limited to, Iabor and wage and hour laws.

37. PURCHASING AFFIDAVIT: In accordance with West Virginia Code § 5A-3-10a, all
Vendors are required to sign, notarize, and submit the Purchasing A ffidavit stating that neither
the Vendor nor a related party owe a debt {o the State in excess of $1,000. The affidavit must be
submitted prior to award, but should be submitted with the Vendor’s bid. A copy of the
Purchasing Affidavit is included herewith.

38. ADDITIONAL AGENCY AND LOCAL GOVERNMENT USE: This Contract may be
utilized by other agencies, spending units, and political subdivisions of the State of West
Virginia; county, municipal, and other local government bodies; and school districts (“Other
Govemnment Entities™). Any extension of this Contract to the aforementioned Other Government
Entitics must be on the same prices, terms, and conditions as those offered and agreed to in this
Contract, provided that such extension is in compliance with the applicable laws, rules, and
ordinances of the Other Government Entity. If the Vendor does not wish to extend the prices,
terms, and conditions of its bid and subsequent contract to the Other Government Entities, the
Vendor must clearly indicate such refusal in its bid. A refusal to extend this Contract to the Other
Government Entities shall not impact or influence the award of this Contract in any manner,

39. CONFLICT OF INTEREST: Vendor, its officers or members or employees, shall not
presently have or acquire an interest, direct ar indirect, which would conflict with or compromise
the performance of its obligations hereunder. Vendor shall periodically inquire of its officers,
members and employees to ensure that a conflict of interest does not arise. Any conflict of
interest discovered shall be promptly presented in detail to the Agency.

40. REPORTS: Vendor shall provide the Agency and/or the Purchasing Division with the
following reports identified by a checked box below:

Such reports as the Agency and/or the Purchasing Division may request. Requested
reports may include, but are not limited to, quantities purchased, agencies utilizing the
contract, total contract expenditures by agency, ctc.

Quarterly reports detailing the total quantity of purchases in units and dollars, along
with a listing of purchases by agency. Quarterly reports should be delivered to the

Purchasing Division via email at purcheging requisitions@wv.gov.
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41. BACKGROUND CHECK: In accordance with W. Va. Code § 15-2D-3, the Director of the
Division of Protective Services shall requirc any service provider whose employees are regularty
employed on the grounds or in the buildings of the Capitol complex or who have access to
sensitive or critical information to submit to & fingerprint-based state and federal background
inquiry through the state repository. The service provider is responsible for any costs associated
with the fingerprint-based state and federal background inquiry.

After the contract for such services has been approved, but before any such employees are
permitted to be on the grounds or in the buildings of the Capitol complex or have access to
sensitive or critical information, the service provider shall submit a list of all persons who will be
physically present and working at the Capitol complex to the Director of the Division of
Protective Services for purposes of verifying compliance with this provision. The State reserves
the right to prohibit & service provider’s employces from accessing sensitive or critical
information or to be present at the Capitol complex based upon results addressed from a criminal
background check.

Service providers should contact the West Virginia Division of Protective Services by phone at
(304) 558-9911 for more information.

42. PREFERENCE FOR USE OF DOMESTIC STEEL PRODUCTS: Except when
authorized by the Director of the Purchasing Division pursuant to W. Va. Code § 5A-3-36, no
contractor may use or supply steel products for a State Contract Project other than those steel
products made in the United States. A contractor who uses steel products in violation of this
section may be subject to civil penalties pursuant to W. Va. Code § 5A-3-56. As used in this
section:

a. “State Contract Project” means any erection or construction of, or any addition to,
alteration of or other improvement to any building or structure, including, but not limited
to, roads or highways, or the installation of any heating or cooling or ventilating plants or
other equipment, or the supply of and materials for such projects, pursuant to a contract
with the State of West Virginia for which bids were solicited on or after June 6, 2001.

b. “Steel Products” means products rolled, formed, shaped, drawn, extruded, forged, cast,
fabricated or otherwise similarly processed, or processed by a combination of two or
more ot such operations, from steel made by the open heath, basic oxygen, electric
furnace, Bessemer or other steel making process. The Purchasing Division Director may,
in writing, authorize the use of foreign steel products if:

¢. The cost for each contract item used does not exceed one tenth of one percent (.1%) of
the total contract cost or two thousand five hundred dollars ($2,500.00), whichever is
greater. For the purposes of this section, the cost is the value of the steel product as
delivered to the project; or

d. The Director of the Purchasing Division. determines that specified steel materials are
not produced in the United States in sufficient quantity or otherwise are not reasonably
available to meet contract requirements.
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43. PREFERENCE FOR USE OF DOMESTIC ALUMINUM, GLASS, AND STEEL: In
Accordance with W. Va. Code § 5-19-1 et seq., and W. Va. CSR § 148-10-1 et seq., for every
contract or subcontract, subject to the limitations contained herein, for the construction,
reconstruction, alteration, repair, improvement or maintenance of public works or for the
purchase of any item of machinery or equipment to be used at sites of public works, only
domestic aluminum, giass or steel products shall be supplied unless the spending officer
determines, in writing, after the receipt of offers or bids, (1) that the cost of domestic aluminum,
glass or steel products is unreasonable or inconsistent with the public interest of the State of
West Virginia, (2) that domestic aluminum, glass or steel products are not produced in sufficient
quantities to meet the contract requiremenis, or (3) the avaitable domestic aluminum, giass, or
steel do not meet the contract specifications. This provision only applies to public works
contracts awarded in an amount more than fifty thousand dotlars ($50,000) or public works
contracts that require more than ten thousand pounds of steel products.

The cost of domestic aluminum, glass, or steel products may be unreasonable if the cost is more
than twenty percent (20%) of the bid or offered price for foreign made aluminum, glass, or steel
products. If the domestic aluminum, glass or steel products to be supplied or produced in a
“substantial labor surplus area”, as defined by the United States Department of Labor, the cost of
domestic aluminum, glass, or steel products may be unreasonable if the cost is more than thirty
percent (30%) of the bid or offered price for foreign made aluminum, glass, or steel products.
This preference shall be applied to an item of machinery or equipment, as indicated above, when
the item is a single unit of equipment or machinery manufactured primarily of aluminum, glass
or steel, is part of a public works contract and has the sole purpose or of being a permanent part
of a single public works project. This provision does not apply to equipment or machinery
purchased by a spending unit for use by that spending unit and not as part of a single public
works project.

All bids and offers including domestic aluminum, glass or steel products that exceed bid or offer
prices including foreign aluminum, glass or steel products after application of the preferences
provided in this provision may be reduced to a price equal to or lower than the lowcst bid or
offer price for foreign aluminum, glass or steel products plus the applicable preference. If the
reduced bid or offer prices are made in writing and supersede the prior bid or offer prices, all
bids or offers, inciuding the reduced bid or offer prices, will be reevaluated in accordance with

this rule.

Revised 10/27/2015



CERTIFICATIONAND SIGNATURE PAGE

Bysignmghe]nw ormhmﬂhngdommmtaﬂmﬂ:mughvaASIS,IcetﬁQrﬁatlhavemewed
this Solicitation in its entirety; that I understand the requirements, terms and conditions, and
other information contained herein; that this bid, offer or proposal constitutes sn offeér to the
State that caxmot:be unilaterally witidrawn; that the produgt or service proposed meets the
taandatory requirerpsnts contained in the Solicitation for that produet or service, nnless
otherwisc stated herein; that the Vendor accepts the teyms and conditions contained in the
Soﬂnﬂﬁnmmmm“smdhmﬁnlmsuMmﬂsbﬂ,oMMmﬂfm
review and considerition; that T am authorized by the vendor o execute and submit titig bid,
offier, ar propassl, or any documents related thereto an vendor’s behalfs that T am suthorized to
bmdthemdminnmnﬁmﬂalu]aﬁmﬂhip mdﬂutﬂolhebcstnl’myknowledge the vendor

— ~ 7 Fé .- .' ‘A A A’Q
¢/ UAAA ag_u_,u-' 2 0L

{Authorized Signature) (Representative Name, Titlc)
B0£338 3072 B0y 335L5:7 o/ fr M

(Phone Number) (Fax Number) (Date)

Revised 10/27/2015



TEMPORARY STAFFING SERVICES

SPECIFICATIONS

1. PURPOSE AND SCOPE: The West Virginia Purchasing Division is soliciting bids to
establish a statewide open-end contract for 18 specific temporary job classifications
commonly required by State Agencies. Job classification requirements for each position are
included as attachment,_1,

2. DEFINITIONS: The terms listed below shall have the meanings assigned to them below,
Additional definitions can be found in section 2 of the General Terms and Conditions.

2.1 “Contract Services” means 18 specific temporary job classifications commonly
required by the West Virginia State Agencies as more fully described in these

specifications.

2.2 “Pricing Page™ means the pages, contained wvOASIS or attached hereto as Exhibit
A, upon which Vendor shonld list its proposed price for the Contract Services,

2.3 “Solicitation” means the official notice of an opportonity to supply the State with
goods or services that is published by the Purchasing Division.

2.4 “Temporary Employee” means an empioyee provided by a vendor awarded a
contract under this Solicitation, to an agency of the State of West Virginia on a

temporary basis,

2.5“CNA” means Central Non-Profit Agency bidding on this solicitation and gets
awarded a contract.

2.6 “Withholding” means any fee, tax or other sum of money required to be withheld
from an employee’s paycheck by federal, state, county, or mumicipal governing
bodies.

Revised 10/27/2014



TEMPORARY STAFFING SERVICES

3. QUALIFICATIONS:

Vendor, or Vendor's staff if requirements are inherently

limited to individuals rather than corporate entities, shall have the following

minimum qualifications:

3.1. NOTE: If a Vendor awarded a contract subsequent to the RFQ observes any
periods of shutdowns for more than a public holiday or a weekend, that
information must be provided to the West Virginia State Agencies that they
have provided temporary employees. An emergency telephonc number must
be supplied to permit the State Agencics a contact at the temporary agency
during any overtime hours worked.

4, MANDATORY REQUIREMENTS:

4.1 Mandatory Contract Services Requirements and Deliverables: Contract Services
must meet or exceed the mandatory requirements listed below.

4.1.1 Payment:

4.1.1.1 Agencies shall pay Vendor for all temporary services in

accordance with the rates established by the Contract as shown on
the Pricing Pages. The only exceptions include overtime and
holiday pay and authorized travel. The Vendors billing rate for
each job classifications shall include all costs associated with
facilitating the temporary employment (e.g. employee
compensation and overhead), as well as any and all insurance,
taxes and other costs associated with employment of the
Temporary Employees.

4.1.2 Overtime and Holiday Pay:

Revised 10/27/2014

4,1.2.1 Temporary Employees may work more than forty (40) hours in a

week. Any Temporary Employee working in excess of forty (40)
hours per week must obtain prior authorization from the agency.
4.1.2.1.1 Vendor shall bill and Agency shall pay 1.5 times the
hourly billing rate contained on the Pricing Pages for
all authorized work in excess of forty (40) hours per
week.



TEMPORARY STAFFING SERVICES

4.1.2.2 Temporary Employees may work on days recognized as a holiday
by the State of West Virginia. Vendor shail bill and Agency shall
pay 1.5 times the hourly billing rate for any work performed on
days recognized as a holiday by the State of West Virginia.

4.1.2.3 In any instance where the Agency is billed 1.5 times the hourly
billing rate, Yendor must pay the Temporary employee 1.5 times
the Temporary Employee’s normal wage.

4.1.3 Fee Adjustment:

4.1.3.1 The State of West Virginia may consider a vendor’s request to
increase the hourly billing rate only if the federal or state minimum
wage rate changes during the life of the contract and that rate
change entitles the Temporary Employee to an increased salary.
Any adjustment shall be based on the actval dollar value of the
increase not a percentage. A request to increase the hourly billing
rate by the Vendor may result in a change to the Vendor’s priority
level.

4.1.3.2 Any request for an increase should be submitted to the Purchasing
Division thirty (30) calendar days prior to the effective date of the
increase and the coniract may be amended accordingly or
cancelled and re-bid. No other increases will be considered.

4,14 Time Card:

4.14.1 The Vendors shall supply all Temporary employees with time
cards, Hours worked shall be reviewed and approved on a daily or
weckly basis by the State Agency’s area supervisor or designee,
Computer generated time keeping is acceptable as long as the time
record is updated daily.

4.1.5 Conduct and Management;

4.1.5.1 The Vendors shall be responsibie for the conduct and management
of the Temporary employee provided through this Contract and the
Temporary empioyee arc and shali remain the employees of the
contractor. The State of West Virginia shall in no way be
considered a co-employer.

Revised 10/27/2014
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41.6 One-Week Notice of Temporary Employee Replacement

4.1.6.1 Vendors shall provide one week notice, except in cases of a bona
fide emergency, should Vendor be required to replace the existing
Temporary Employee or provide a new Temporary Employee.
The State Agency is not required to justify any request to replace a
Temporary Employee, nor are the State Agencies required to give
advance notice.

41,7 Smoke Free and Drug Free:
4.1.7.1 Vendors shall advise their employees that the State Agencies
require a smoke free and drug free work place. This Contract may
require drug testing of the Vendor's employees for specific
placements.
4.1.8 Background Check/References:
4.1.8.1 State Agencies may request background checks and/or references
for any Temporary Employee. State Agencies may request to
interview the Temporary Employee prior to filling the positions to
verify the individual has the qualification for the temporary
assignment. Please note that, if requested, Vendors will be
responsible to pay for background check.

419 HIPPA
4.1.9.1 The HIPPA requirements are attached. This must be signed by the
Vendors and returned prior to issuance of any Contract.
4.1.10 Ethics in Public Confracting:

4.1.10.1 Vendors certifies the temporary services contract is entered into
without collusion or fraud and the Vendors has neither offered nor
received any inducements from any individual(s), public or private,
in the preparation and pricing of the setrvices to be provided.

4.1.11 Immigration Reform and Control Act of 1986:

4.1.11.1 Vendors shall provide temporary workers which are in compliance
with the Immigration Reform and Control Act of 1986 (or current

immigration laws).

Revised 10/27/2014
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4.1.12 Equal Employment Opportunity:
4.1.12.1 Vendors shall be an Equal Opportunity Employer and shall take alf
employment actions without regard to an individwal’s race, color,
national origin, ancestry, sex, religion, age, physical handicap,
disability or political affiliations.

4.1.13 Reports:

4.1.13.1 In addition to what is covered by the General Terms and
Conditions on this solicitation, Quarterly reports required from the
Vendors must contain:

Identification of each Temporary Employee (complete
name).

Classification of each Temporery Employee.

State Agencies where each Temporary Employee is
working.

Number of hours each Temporary Employee has worked
(for each quarter, YTD, and since initially beginning work
for any State Agency).

The Hourly pay rate for each Temporary Employee.

Total dollars paid to the Temporary Employee.

NOTE: These reports are mandatory; feilure to adhere to this may result in
the cancellation of the Contract. Such reports must be sent electronically
(excel document) to each agency utilizing this Contract and to the buyer
responsible for this Contract at the Purchasing Division, These reports are
due within thirty (30} calendar days after the end of each calendar year

quarter,

4.1.14 Exception Iabor Sources:

4.1.14.1 There are certain labor services available to the State Agencies
outside of the temporary services contracts, and the issuance of the
temporary service contracts shall not alter or interfere with the
existing laws, policies, and/or procedures for the use of these
exceptional labor sources. Some example of these sources include:

¢ Division of Personnel’s temporary personnel registers.

Revised 10/27/2014

Other State Agencies.

The CNA.
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¢ Prison labor.
s Students from institutions of higher leamning.
e Volunteers.

4.1.15 Agency Ordering Procedures:

4.1,15.1 When the Contract(s) are issued, the State Agencies will receive a
spreadsheet to identify the lowest cost supplier for each
classification, according to regions. In instances where the CNA
bids on a Temporary Employee classification, the CNA may
receive a first priority contract even though it is not the lowest cost
supplier for that classification.

4.1.15.2 If the CNA bids and is awarded a Contract, the CNA will have first
priority for providing that Temporary Employee classification even
if the CNA is not the lowest cost supplier and State Agencies shall
first contact the CNA using TSCS Form (Temporary Services
Contract Sheet) or TSCN Form (Temporary Services Change
Notice) to fill a position in the Temporary Employee classification
awarded to the CNA. CNA shall reply to the State Agency within
forty-eight (48) hours. A reply from the CNA indicating an
unwillingness or inability to supply a Temporary Employee shall
operate as a waiver from the CNA and must be retained by the
State Agency. When CNA is unable to supply the Temporary
Employee, or does not respond to the Agency within forty-eight
(48) hours, the awarded Vendor with the lowest hourly rate for that
position in the region in question shall be contacted. If the
Temporary Employee sent by the CNA is unable or unwilling to
perform the job duties, the State Agency may request a waiver
form the CNA and contact the next Vendor if a waiver is granted.

Delivery Orders in excess of $25,000.00 shall require
processing as Centralized Delivery Orders through the WV
State Purchasing Division. Order of $25,000.00 or under will
be processed as Agency Delivery Orders. Signed, dated vendor
quote shall be included with each Delivery Order (i.e., scanned
and electronically attached in WVQasis).

Revised 13/27/2014
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Revised 10/27/2014

4.1.15.3 A Vendor providing services for this Contract shall respond to any

request for a Temporary Employee within forty-eight (48) hours of
receiving the request, unless the request is identified by the
Agency as an emergency. When a Temporary Employee is
required on an emergency besis, the State Agency may require an
expedited response from the CNA or a Vendor providing the
Temporary Employee under this Contract.

4.1.154 State Agencies must send a Delivery Order to the Vendor to

initiate the procurement of temporary services. The Delivery
Order shall contain a description of the services required, job
location within the relevant region, job classification, hourly
billing rate and number of hours required, and start wand end dates
of the assignment. All Delivery Orders shall be completed by the
ordering State Agency. Waivers from the CNA must be attached
to all invoices processed through the West Virginia State Auditor’s
office.

4.1.15.5 At the discretion of the West Virginia State Agency, the form

attached as Exhibit B Temporary Worker Request Form may be
required prior to accepting a Temporary Employee offered by any
Vendor, If this form is used, it shall detail the job description,
acceptable dress code, avertime requirements, and any other
pertinent information the State Agency finds relevant. This will
ensure that all Temporary Employees arriving at a West Virginia
State Agency will have a full understanding of all that is required
of them for the temporary position. If requested by the State
Agency, this form must be signed by the Vendor and the
Temporary Employee, indicating that both the worker and the
Vendor understand and accept the restriction and requirements for
the temnporary position. The State Agency may also use this form
to list any prohibited activities by the Temporary Employee
(discussion of pay, cell phone use, internet privileges, tobacco use,
etc.).
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4.1.15.6 If CNA or any Vendor has indicated they can fill the position and
the temporary worker does not report for the temporary position
without & reasonably acceptable explanation (in the opinion of the
West Virginia State Agency), the State Agency may then go to the
next low bidder to fill the temporary position.

4.1.16 Absent Temporary Workers:

4.1.16.1 All Vendors (including CNA) must notify the West Virginia State
Agency immediately upon learning that a8 Temporary Employee
will be tardy or will be absent from work. The Vendor must
instruct its employees that they must report absences to the Vendor
and Vendor will communicate the absence to the State Agency.
Failure to notify the State Agency of an absent employee is
grounds to move on to the next bidder to fill the position.
Information for Temporary Employees supplied through the CNA
should be reported to the CNA and the CNA will report the
absence to the State Agency.

Note: It is strongly recommended to the Vendors that they check
with each temporary worker one day prior to the beginning of the
assignment to verify the start date. Vendors with a high percentage
of “no shows” or a history of sending unacceptable temporary
workers may be removed from the contract.

4.1.17 Removing a Temporary Worker:

4.1.17.1 Whenever a Temporary Employee is to be relieved of duties, the
Vest Virginia State Agency shall notify the Vendor. Whenever
this removal is due to behavior and/or other unacceptable problem,
the Vendor shall assist the State Agency in retrieving the electronic
pass card whenever one has been issued.

4.1.18 Solicitation for Temporary Employee’s:

4.1.18.1 Vendor shall not solicit work from the West Virginia State
Agencics. When the need arises for a Temporary Employee, the
State Agency shall make the neccssary contact. Solicitation for
work for temporary workers is strictly prohibited.

Revised 10/27/2014
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4.1.19 Hiring of Temporary Workers/Credit Applications:
4.1.19.1 There shall be no fee incurred by the State of West Virginiz if an

Agency decides to hire a Temporary Employee into a permanent
position.

4.1.19.2 Vendor shall not require a credit application to be completed by

any State Agency.

4.1.19.3 Vendor shall not request nor require any additional forms, policy

staternents, etc. to be signed by any State Agency.

4.1.19.4 No additional terms and conditions shall be requested or required

by Vendors to any State Agency for any position filled through this
contract.

4.1.20 Temporary Worker’s Job Classifications (job description and
requirements will be provided as attachment 1).

4.1.20.1
4.1.202
4.1.20.3
4.1.204
4.1.20.5
4.1.20.6
4.1.20.7
4.1.20.8
4.1.20.9
4.1.20.10
4,1.20.11
4.1.20.12
4.1.20.13
4.1.20.14
4.1.20.15
4.1.20.16

Revised 10/27/2014

Accounting Technician 2
Administrative Services Assistant 1
Administrative Services Assistant 2
Cook

Custodian

Data Entry Operator 2

Executive Secretary
Groundskeeper

Health Service Worker

Laboratory Assistant 3

Laborer

Mail Runner

Office Assistant 2

Office Assistant 3

Painter

Paralegal
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4.1.20.17 Parking Attendant
4.1.20.18 Word Processor

5. CONTRACT AWARD:

5.1 Contract Award: The Confract is. intended to provide Agency with a
purchase price for the Contract Services, The Contract award may be limited
to the three (3) lowest bidders meeting the specifications in each job
classification for each Region. Under this scenario, it will be possible for a
Vendor to be awarded a contract for only a portion of the temporary positions
they bid on.

5.2 Pricing Page: The State of West Virginia has divided the State into four (4)
Regions. The Vendor should provide billing information for each job
clasgification in each Region they are bidding on. Vendor should complete
the Pricing Pages (Exhibit A) for each region (1 thru 4) they are interested in
suppling temporary workers by providing an hourly rate paid to the
Temporary Worker, Withholding, and overhead rates. Those three (3) items
will be added to determine the Total Rate amount for each job classification in

the region Vendor is bidding.

Vendor should complete the Pricing Pages in full as failure to complete the
Pricing Page in its entirety may result in Vendor’s bid being disqualified.

Vendor should type or electronically enter the information into the Pricing
Pages to prevent errors in the evaluation. Notwithstanding the foregoing, the
Purchasing Division may correct errors as it deems appropriate.

6. PERFORMANCE: Vendor and Agency shall agree upon a schedule for performance of
Contract Services and Contract Services Deliverables, unless such a schedule is already
included herein by Agency. In the event that this Contract is designated as an open-end
contract, Vendor shall perform in accordance with the release orders that may be issued

against this Contract.

7. PAYMENT: Agency shall pay hourly rate as shown on the Pricing Pages, for all Contract
Services performed and accepted under this Contract. Vendor shall accept payment in
accordance with the payment procedures of the State of West Virginia,

Revised 10/27/2014
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8. TRAVEL: Vendor will only be paid for Temporary Employee’s travel in instances where
the State Agency specifically provides written authorization for the Temporary Employee to
travel. Vendor shall only bill for time that Temporary Employees are working at a
designated temporary employment location or on approved travel. Vendor shall not bill for
travel from the Temporary Employee’s home to the designated temporary employment
location. The Vendor shall be reimbursed for a Temparary Employees travel expenses in
accordance with the State of West Virginia travel regulations.

9. FACILITIES ACCESS: Performance of Contract Services may require access
cards and/or keys to gain entrance to Agency's facilities. In the event that access

cards and/or keys are required;

9.1. Vendor must identify principal service personnel which will be issued access
cargs and/or keys to perform service.

9.2. Vendor will be responsible for controlling cards and keys and will pay
replacement fee, if the cards or keys become lost or stolen.

9.3. Vendor shall notify Agency immediately of any lost, stolen, or missing card or
9.4. Anyone performing under this Contract will be subject to Agency’s security
protocol and procedures,

9.5. Vendor shall inform all staff of Agency’s security protocol and procedures.

10. VENDOR DEFAULT:
10.1. The following shall be considered a vendor default under this Contract,

10.1.1. Failure to perform Contract Services in accordance with the requirements
contained herein.

10.1.2. Failure to comply with other specifications and requirements contained

10.1.3. Failure to comply with any laws, rules, and ordinances applicable to the
Contract Services provided under this Contract.

Revised 10/27/2014
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10.1.4.Failare to remedy deficient performance upon request.
10.2. The following remedies shall be available to-Agency upon defagl,
10.2.1. Immediate cancellation of the Contract.

10.2.2. Immediate cancellation of one or more release orders issved under this

Contract,
10.2.3. Any other remedies available in law or equity.

11. MiISCELLANEOUS:

11.1.ContraetMlnager During its performance of this Contract, Veéndor must
degigmate snd misififiin a primary confract manager responsible for overseeing
Veador's responsibilities under this Contract. The Contract mansger must be
available during normsel business hours to address any costomier servive or other
issues related to this Contract. Vendor should list its Contract manager end his or
her contact information below.

@ '#d%ﬁ&% 0t



SOLICITATION NUMBER: CRFQ SWC1600000009
Addendum Number: 1

Thepmposeofﬂ:iuddendnmismmodﬂ'yﬂmmﬁcimﬁmidmﬂﬁedas
(“Solicitation”) to reflect the change(s) identified and described below.

Applicable Addendum Category:
i ] Modify bid opening date and time
I | Modify specifications of product.or seévice being sought
I¥/{ Astachment of veridor questions anid responses-
I | Aftachiment of pre-bid sign<n sheet
I | Coméctionofetror
[ | Other

Description of Modification to SoLcitation:
1. Vender Questions and Reasponses attached.

No-otherchanges mads.

Additional Documentation: Documenitstion related to this Addendom (if any) has been
included herewith as Attachment A and is specifically incorperated herein by reference.

Terms and Conditions:

1. All provisions of the Solisitetion and other addenda not modified herein shall remain in

full force and-effect,

2. Vendor should acknowledge receipt of all addensia issucd for this Solicitation

compieting an Addendam Acknowledgment, s copy of which is included

F&ihnnhukmndodge-sﬂdmdamayremltinbidtﬁsauaﬂﬂmﬁm The addendum
acknowledgement should be submitted with the bid to expedite document processing,

Revised /872012
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ADDENDUM_1 CRFQ:0212 SWC1600000009
ATTACHMENT A TEMPORARY STAFFINGSWCS  QUESTIONS AND RESPONSES

QUESTION 1:
What fs the definition of overhead rate?

RESPONSE:

Any fee; markup; or other sum of money that the vendor deems as cost assoclated with thelr ability to
provide the services requested Ih the solleitation and.Is not & part of the Worker Pay Rute or
“Whtiholding Rate” listed In Section 2 subsection 2.6 of the spectfications.

QUESTIONS 2:

is it single award or multiple award?

RESPONSE:

Multiple, please sea Specification Section 5 Contract Award.

QUESTION 3: B
is there it ficumbent on this AFP? Ifyes; please provide the incumbent detalls. o
RESPONSE: There are multiple Incumbents on the current contract that will expire.on 5/18/2016. You

may view.the TEMP24 contract by visiting the syncpsis tab within following wéb fink:

o/ P state wv,us/admi a P.him
QUESTION 4: _
Please fet iis know the last year’s spending on the-REP:
RESPONSE:
2015fy spending is éxpected-to éxceed $1.5 million dolars.
QUESTION 5:

What [s the annual bugget for this RFP?

RESPONSE:
The State does not release budgeting amounts. This is an open end contract that will require temporary

workers on an “as.needed” basls.
QUESTION 6: _ .
ls Tt possible to racelve the cuirént Empioyed Puy Rute, BIl:Rate and-Markup for the curment contract?

RESPONSE:
You may.view-the current contract Temp14 by golng to the following link anii'selecting each contract for

review.

http://www.state, dmi P.ht]
QUESTION 7:

How many temps do you currently have?

RESPONSE:

Information not available. This.contract is state wide covering 4 Reglons and.55 counties with numerous
state agencies.

QUESTION &

Can you provide the approximate spend for each job class coverad by the last contract?

RESPONSE:
See response to question 7.

1lPage



ADDENDUM_1 CRFQ 0212 SWC1600000009
ATTACHMENT A TEMPORARY STAFFING SVCS ~ QUESTIONS AND RESPONSES

QUESTION 9;
Can we bid category wise for this requirement?

RESPONSE:
Vendors may bid orly one, all, or any number of classifications they wish to provide Temporary Workers.

QUESTION 10:

What vou need in response llke, resume, company references, hourly rate etc.?

Please review all.documents for this solicitation and respond accordingly. Resumes and company
refereénces re not required. Please submit Bids in accordance with the specifications as written.

QUESTION-11:
How miany resources required:for'this project?

RESPONSE:
Do not understand what “resources” being referred to. All requirements for this solicitation may be

viewed by entering the public access tabon the following wib link:

QUESTION 12:
if there is a current contract in place, whiat was the total spend under it for 20157 What Is the

anti¢ipated total annual spend under the new contract?

RESPONSE:

For curment contract, please see respornse for Guestions 3 and 6.

For total spend 2015, please see response for Question 4.

There Is no anticipated total spend on this contract. Agencles will utilize the contract on an "as needed”

basls.

QUESTION 13:

Addendum Acknowledgemént Form would only need to be submitted If we recélve additional
Addendurns for this RFQ?

RESPONSE:

Vendor Is to acknowledge all addenda recelved.

QUESTION 14;

s there a Mandatory Pre-Bid Maeting? And if so...place and time...nothing was checked, but  Just want
to make sure.

RESPONSE:

No Mandatory Pre-Bid Meeting for this solicitation.

2|Page
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ADDENDUM _1
ATTACHMENT A TEMPORARY STAFFING SVCS QUESTIONS AND RESPONSES
QUESTION 15:

When submitting our Bid Information Into the \WV Qasis System, Is our Login & Password the Identifier

that links the submitted.information to.each specific vendor such as J0OGXMNNX
Your login and password:in the Vender Self Service (VSS) Is an idetitifier arid will link to the taxpayer id

number essociated with the Login.d.
NOTE: thissolicitation does not:permit an online response In WVOASIS due to the complexity of the

priting page bid scenario {Le. classification, region, county, ete.).

QUESTICNM 15:

Can you provide Temporary Staffi
RESPONSE:

Regfonal spend Information Is not avallable. For anticipated total spend information please zee
rasponsa to Guestion 4.

ng Services spand by Reglon ever the last 1 year renewal period?

QUESTION 17:
Paragraph 5.2 of the RFQ Specifications state that a Pricing Page for each region that we bid on must be

filled out In its entirety or it may be rejected. Does that mean we must quote rates forall 18
classiflcation, or can we quote rates just for the sarvices we-wish:to provide?

RESPONSE:
Please see response to question 9. Also, sections 5.2 states “should™ complete in fts entirety, not

“rust”. The intent is to provide complete Information for each classification the vendor Is Interested In
providing Temp Workers. Faflure to list all the Informaticn for the classification (L.e. Worker Rate,

Withholding Rate, Overhead Rate, Total Rate, Region, County, etc.) may result in bid disqualification.

QUESTION 18:
Paragraph 2.6 of the RFQ Specifications defines “Withholding®, Is that the same definition for the cost

listed on the Pricing Page, Withholding Rate? Since withhoiding Is a cost to the emplovee only, can you
further define what costs should be Includad in the Withholding Rate?

RESPONSE:

“Withholding® as-defined In 2.6 of the RFQ Specifications and the pricing pages “Withholding Rate” are

tha samae,

QUESTION 189:
Paragraph 15 of the General Terms and Conditions state that vendors are responsible for any sale tak
that arises from this contract. However, it also state that the State of WV Is exempt form “state and

federal taxes®. Does that Include being exempt from state sales and municipal taxes?

RESPONSE:
Per Item #15 of the General Terms and Conditions, the State of WV is exempt from Federal and State

taxes and will not reimburse back 1o tha vendor such taxes,

3|Page



ADDENDUM ACKNOWLEDGEMENT FORM
SOLICITATION NO.; SWC1600000009

Acimowledgment; T hercby acknowledge receipt of the following addenda and huve mads the

(VM Addendmm No. 1 [ 1 AddendnmNo.6
[ ] Addendum No.2 [ 1 AddendumNo.7
[ § Addendum No.3 [ 1 Addendum No.8
[ ] AddendumNo.4 [ 1 AddendumNo.9
[ 1 Addeodum No.5 [ 1 Addendum No.10

1 understand that failure to confirm the receipt of eddenda may be cause for rejection of this bid. I
ﬁuﬂmmdmundthutmymbalrepmmmﬁmmudeorumedwbemdedmingmyorﬂ
dimuuionhnldbetwomedm‘smpmsenuﬁmmdmyMpmmnelisnmbhding. Only the
hfomuﬁmhmedmwdﬁngmdaddodmthnpwiﬁmimsbymoﬁciﬂadddemisbmding.

NOTE: This adderidim ackriowledgernsnt should be:subraitted with the bid to-expedite doctiment processing.




EXHIBIT B
Temporary Worksr Request Form

[Wesi Virginia Seate Ansney:
Gontagh: _
Teisphene Number:
Clssiffcation:

feat Virginia Sate AGerioy ReqUirsmarits For Temporay Workere)

Restrictions/Prohibiiions for Temporary Workors

Form:must be signed by.both.the tamporiry worker and represenitative of the tamporery

egency Indicating acosptance of st requirements and restriclions for this temporary
worker position.

Temporary Agsncy Represaniztive Temporary Workar
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ATTACHMENT 1
CRFQ 0212 SWC1600000009
TEMPORARY STAFFING SERVICES
JOB CLASSIFICATIONS

AND
REQUIREMENTS



ACCOUNTING TECHNICIAN 2

Mature of Work
Under general supervision, performs entry level accounting

support duties. The incumbent is responsible for performing
routine posting and adjusting to the general ledger,
processing claims and invoices, and reviewing transactions
for completeness, accuracy, and compliance with state and
federal laws and requlations. Performs related work as

required.

Distinguishing Characteristics
This is beginning level paraprofessional
accounting/auditing work. Duties are distinguished by the
recording and balancing of routine financial and numerical
data in accordance with agency standards and work

procedures.

Examples of Work
Processes claims and invoices; accurately calculates and
records amounts.
Prepares bank deposits and/or checks.
Performs routine posting and adjusting to ledger.
Tdentifies and corrects own routine posting errors.
Classifies/ codes according to a chart of accounts.
Performs routine reconciliation reports such as bank
reconciliations and batch reports.
Maintains accounting records; gathers data and prepares
financial statements and reports from records maintained.
Contacts associates, administrators, and general public in
order to obtain information, discuss changes in documents,
or resolve routine problems with accounts.

Xnowledge, Skills, and Abilities
Knowledge of basic mathematical computations.
Knowledge of the operation of office equipment such as a
copier, fax machine, and personal computer.
Skill in the use of a calculator.
Ability to detect and correct errors in arithmetic or to
refer to proper source for correction.
Ability to gather and compile data for use 1ir financial

repcrts.
Ability to communicate effectively, both verbally and in

writing.



ACCOUNTING TECHNICIAN 2 (CONT'D)

Knowledge, Skills and Abilities (cont’d)
Ability to establish and maintain effective working

relationships with others.

Minimum Qualifications
TRAINING:
Graduation from a standard four-year high school or the

equivalent.

EXPERIENCE:
Two years of full time or equivalent part time paid

bookkeeping, accounting or related experience.

SUBSTITUTION:
Successful completion of college-level acceunting courses

from an accredited college or university may be substituted
at the rate of three semester hours equals six months
experience;

OR
Successful completion of related business school or

vocational training may be substituted for the experience
through an established formula.



ADMINISTRATIVE SERVICES ASSISTANT 1

Nature of Work:

Under general supervision, performs administrative work in
providing support services such as fiscal, personnel, payroll or
procurement in a small division or equivalent organization level.
May function in an assist role or in a specialized capacity in a
large agency or department. Develops or assists in developing and
implements plans/procedures for resolving operational problems and
in improving administrative services, Work is typically varied and
includes inter- and intra-govermnmental and public contact. Performs
related work as required.

Distinguishing Characteristics:

Positions in this class are distinguished from the Administrative
Services Assistant 2 by the size of the unit served and by the
independence of action granted. Positions in a small agency or
division may be responsible for a significant administrative
component; other positions assist an administrative supervisor in a
large state agency. Authority to vary work methods or policy
applications or to commit the agency to alternative course of
acticn is limited.

Examples of Work

Confers with inter- and intra-agency persconnel to transact
business, gather information, or discuss information; may be in a
position with public or federal government contact.

Gathers and compiles information for state records; writes reports,
balances tally sheets, and monitors inventories, purchases, and
sales.

Updates records and contacts employees to gather information;
represents the supervisor or unit in the area of assignment at in-
house meetings.

Maintains files of information in hard copy files or electronic
format; runs reports for regular or intermittent review.

Assists in determining the need for changes in procedures,
guidelines and formats; devises a solution; monitors the success of
sclutions by devising quantitative/qualitative measures to document
the improvement of services.

Assists in the writing of manuals in the area of assignment;
clarifies the wording and describes new procedures accurately.

Enowladge, Skills and Abilities
Knowledge of regulations, processes and procedures in the area of

assignment.
Knowledge of general office practices and procedures.
Knowledge of state and federal laws and regulations related to the

area of assignment.



ADMINISTRATIVE SERVICES ASSISTANT 1 {cont‘d)

Enowledge, 8Skills and Abilities {CONT’D}

Ability to collect and compile accurate information.

Ability to conceptualize the nature of service difficulties and
devise appropriate work methods, tools, and configqurations to
correct the problem.

Ability to prepare flowcharts, graphs and status reports.

Ability to communicate with a wide variety of people, both orally
and in writing.

Ability to perform basic arithmetic.

Minimum Qualificationa
Training:
Graduation from an accredited college or university. Preference may

be given to candidates with a major in the area of public or
business administration, accounting, industrial relations,
commuhications or related field.

Substitution:
Additional qualifying experience as described below may be

substituted on a year-for-year basis for the required training.

Experience:
One year of full-time or equivalent part-time raid employment in a

technical or advanced clerical positicn providing administrative
services such as accounting, budgeting, project monitoring and
reperting, personnel, or procurement and broperty. Experience must
have been at the Office Assistant 3 or Accounting Technicilan 3

level or higher.

Substitution:
Successful completion of graduate study in an accredited college or

university in one of the above fields may be substituted for the
required experience on a year-for-year basis.



ADMINISTRATIVE SERVICES ASSISTANT 2

Nature of Work:
Under limited supervision, performs administrative and

supervisory work in providing support services such as fiscal,
personnel, payroll or procurement in a state agency or facility
or serves as the assistant supervisor in a major administrative
support unit of a large state agency.

Develops policies and procedures for resolving operational
problems and for improving administrative services. Supervises
the work of office support staff in rendering required services
Work is typically varied and includes extensive inter- and
intragovernmental and public contact. Has some authority to vary
work methods and policy applications and to commit the agency to
alternative course of action. Performs related work as required.

Distinguiehing Characteristics: Positions in this class are
distinguished from the Administrative Services Assistant 1 by
the supervisory nature of the work performed, by the size of the
unit served and by the independence of action granted. Positions
in this class are responsible for a significant administrative
component in a medium size agency or state facility or serves as
an Assistant Director of a major administrative support
component of a large state agency. Authority to vary work
methods and to commit the agency to alternative course of action

is granted.

Examples of Work

Confers with inter- and intra-agency personnel toc transact
business, gather information, or discuss information; may be in
a position with public or federal government contact.

Conducts performance surveys and reviews agency methods of
cperation; devises flowcharts and graphs; may conduct cost
analysis studies.

Gathers and compiles information for state records; writes
reports, balances tally sheets, and monitors inventories,
purchases, and sales.

Updates records and contacts employees to gather information;
represents the agency in the area of assignment in both internal
and external meetings.

Maintains files of information in hard copy files or electronic
format; runs reports for regular or intermittent review.
Determines the need for changes in procedures, guidelines and
formats; devises a solution; monitors the success of solutions
by devising quantitative/qualitative measures to document the

improvemert of services.




ADMINISTRATIVE SERVICES ASSISTANT 2 (CONT 'D)

Examples of Work (cont’d)

Writes manuals in the area of assignment; clarifies the wording
and describes new procedures accurately.

Supervises the work of Office Assistants, Accounting

Assistants or other support staff.

Knowledge, Skills and Abilities
Knowledge of regqulations, processes and procedures in the ares
of assignment.

Knowledge of general office practices and procedures,
Knowledge of state and federal laws and regulations related to
the area of assignment.

Ability to collect and compile accurate information.

Ability to conceptualize the nature of service difficulties and
devise appropriate work methods, tools, and configurations to
correct the problem.

Ability to prepare flowcharts, graphs and status reports.
Ability to communicate with a wide variety of people, both
orally and in writing.

Ability to perform basic arithmetic.

Ability to supervise the work of others.

Minimum Qualificationsg

Training:

Graduation from an accredited college or university. Preference
may be given to candidates with a major in the area of public or
business administration, accounting, industrial relations,
communications or related field.

Substitution:
Additional qualifying experience as described below may be
substituted on a year-for year basis for the required training.

Exparience:

Two years of full-time or eguivalent part-time paid employment
in a technical or professional position providing administrative
services such as accounting, budgeting, project monitoring and
reporting, personnel, or procurement and‘property.

Substitution:
Successful completion of graduate study in an accredited college
or university in one of the above fields may be substituted for

the required experience on a year for-year basis.




COOK

Nature of Work

Under general supervision, performs full-performance level work
prepvaring and cocking and/or baking food items in a state
facility. May select or vary methods and foods as needed. May
supervise Food Service Workers or cther positions assigned to
this area, as directed by supervisor. Performs related work as

required,

Exanples of Work

Cooks meats, vegetables, and pastries in accerdance with
standard recipes or oral instructions.

Prepares regular and special diets.

Operates mixers, ovens, steamers, peelers, grills and other food
preparation equipment.

Sets up cafeteria lines and serves meals orn the line or in the
dining room.

Receives and stores food and food service items.

Cleans stoves, refrigerators and work areas.

Trains new workers in food preparation and kitchen procedures.
May order or participate in ordering food and supplies.

Knowledge, Skills and Abllitias

X¥nowledge of the methods and equipment used in large scale food
preparation and the preparation and serving of food in large-
scale kitchens,

Knowledge of terminology, temperature and measurements used in
food preparation.

Ability to read and understand recipes for food preparation.
Ability to determine portion yield for all foods used in large-
scale food preparation.

Ability to lead and direct the work of kitchen workers.

Minimum Qualifications

TRAINING :

Ability to pass a written test at the eighth grade level.
EXPERIENCE:

One year of full-time or equivalent part-time paid experience in
large—scale food preparation and serving.

SPECIAL REQUIREMENTS:

Applicant must furnish an approved food handier's certificate
within seven days after appointment.



CUSTODIAN

Nature of Work
Under general supervision, performs routine manual work at the

full-performance level cleaning in and around State buildings
and institutions. Work involves maintaining cleanliness and
orderliness in an assigned area. Performs related work as

required.

Examples of Work

Dusts, cleans, polishes, and waxes furniture, fixtures,
woodwork, and equipment.

Washes windows and cleans blinds.

Cleans restrooms and replenishes with suppiies.

Sweeps, mops, waxes, and polishes floors, stairs, corridors, and
courts using brooms, mops, and buffers.

Cleans rugs and carpets with vacuum cleaners.

Disposes of trash and waste materials.

Cleans doors, door facings, and walls with disinfectant.
Assists in moving equipment or in other manual tasks.

Checks and replaces light bulbs.

Sweeps sidewalks around buildings.

May shelve restroom and laundry supplies.

May deliver mail, messages and packages to other State offices,
local businesses, or central mail room.

Knowledge, Skills and Abilities
Knowledge of cleaning methods and procedures.

Ability to understand and follow oral instructions.
Apility to perform manual work.

Ability to operate vacuum cleaners and buffers.
Ability to choose and use appropriate cleaning agents.

Minimum Quamlifications
TRAINING:
No formal education required.




DATA ENTRY OPERATOR 2

Natura of Work

Under direct supervision, at the full-performance level, rapidly
and accurately transcribes alpha/numeric data from routine,
complex, or rough source documents into computer usable form by
operating any of several devices. Performs complex assignments
such as entering detailed budgets and pay plans or data which
deviates from a standard procedure according to changes in coded
information, Accessing and manipulating the data is normally not
required. Shift work may be necessary.

Performs related work as required.

Distinguishing Characteristics

Both Data Entry Operator 1 and 2 are production-intensive
classes using multiple formats as quidelines for proper entry of
the data. The work requires repetitive and sustained high speed
operation of data entry devices, sitting for long periods of
time at fixed posture, handling confidential information and
working in a production envirconment under demanding time
constraints.

Data Entry Operator 2 is distinguished from Data Entry Operator
1 by the performance of the employee when evaluated against
several criteria such as strokes per hour, error rate,
indeperidently developing low-level format programs for new jobs
and familiarity with multiple screens; the source documents are
also considered in the evaluation.

Examples of Work

Enters routine to complex data for computer input using either
teleprocessing terminals, key-to-disk, key-to-tape, key-to-
diskette or card punch machines.

Follows varied procedures as well as established guidelines such
as formats for entering data.

Develops and maintains low-level format programs for new jobs.
After entering data, posts to batch ticket or production log
such information as the batch type, quantity, operator's name
and section, data, number processed, number rejected, etc.
Verifies data entered by other operators using either
teleprocessing terminals, key-to-disk, key-to-tape, key-to-
diskette, or card punch machines and makes necessary
corrections,

Mey identify errors on the source documents and make necessary

correcticons.



DATA ENTRY OPERATOR 2 (CONT'D)

EKnowledge, Skills and Abilities
Knowiedge of the operation of data entry equipment.
Knowledge of the data entry standards and formats used by the
unit.

8kill in the operation of data entry equlpment such as
teleprocessing terminals, key-to-disk, key-to-tape, key-to-
diskette or card punch machines.

Ability to develop low-level format programs.

Ability to understand and follow detailed oral and written
instructions.

Ability to perform repetitive tasks accurately.

Ability to establish and maintain effective working
relationships with others,

Minimum Qualificatione

TRAINING:

Graduation from a standard four-year high school or equivalent.
EXPERIENCE :

One year of full-time or part-time equivalent experience in data
entry.

SUBSTITUTION:

(1) Completion of twelve hours in computer science from an
accredited college or university

OR

{2) Completion of four courses in data processing, data entry,
and/or word processing from an accredited business or vocational
school may substitute through an established formula for the

required experience.



EXECUTIVE SECRETARY

Nature of Work

Under limited supervision, performs highly responsible advanced
level administrative support work in providing assistance to a
department secretary. Work involves independent responsibility
for making limited policy interpretations in dealing with the
public and acting with auvthority on office management and
administrative functions in the absence of the supervisor.
Responsibilities include high level secretarial, clerical,
office management and general administrative duties with primary
emphasis on relieving the supervisor of administrative details.
Work is performed in strict confidence and in accordance with
modern professional secretarial principles and techniques.
Supervision may be exercised over subordinate office clerical
perseonnel. Performs related work as required.

Examples of Work

Performs a variety of administrative tasks for the supervisor
including organizing an appcintment calendar, screening visitors
and telephone calls, making travel arrangements, answering
routine correspondence, accumulating information for reply to
requests by correspondence and/or telephone.

Takes dictation of a confidential and technical nature from the
supervisor or transcribes dictation from a transcribing machine.
Types correspondence, reports, forms, contracts, bulletins,
manuals, narratives and other documents and related office
material which may require a familiarity with specialized
terminolegy such as medical and/or legal terms.

Independently composes and types correspondence for the
supervisor's signature from general instruction or marginal
notes.

Supervises the clerical operation of the office; directs the
clerical staff on departmental or divisional policies and
procedures.

Gathers and computes information for the supervisor on special
assignments, regular reports, budgets or speeches.

Schedules conferences and meetings; contacts individuals to
participate, assuring convenient time for all those involved or
arranges time changes convenient to all participants, arranges
meeting facilities, transportation for guest participants and/or
speakers; takes minutes of meetings and transcribes minutes and
assures appropriate distribution of copies.

Maintains and organizes the office files; assures that proper
security measures are followed concerning confidential files and
materials; mailntains supervisor's manuals, regulations, slaffing
patterns, etc.




EXECUTIVE SECRETARY (CONT'D)

Examples of Work (cont’d)
Agsists the supervisor in planning and analyzing specific office

problems affecting operations; advises the supervisor of the
current situation and problems resulting; and makes
recommendation of possible solutions.

Knowledge, Skills and Abilities

Knowledge of modern office procedures, practices, and egquipment .
Knowledge of agency rules, regulations, and procedures,

Ability to maintain detailed records according to a prescribed
format..

Ability to retrieve and utilize information from multiple
sources to complete assignments.

Ability to compose correspondence dealing with routine inquiries
regarding the services or procedures of the organizatioral unit.
Bbility to plan, schedule, assign and review the work of other
employees.

Ability to take dictation or operate a transcribing machine.
Ability to deal with the public in an effective and courteous
manner, and to establish and maintain effective working
relationships with superiors, subordinates, assogiates, other
organizations, and the general public,

Ability to analyze operational procedures and prepare reports of
findings and recommendations for modifications.

Apility to operate standard office equipment.

Ability to add, subtract, divide, and multiply whole and
fractional numbers.

Minimom Qualifications
TRAINING:
Graduation from a standard four-year high school or equivalent.

EXFPERIENCE :
Six years of full-time or equivalent part-time paid secretarial

experience, two years of which must have included administrative
support or complex clerical duties.

SUBSTITOTION:
Successful full-time study in an accredited college or
university or rclated business or vocational school training may
be substituted through an established formula for the required
experience outside the area of assignment.




GROUNDSKEEPER

NATURE OF WORK

Under general supervision, performs work at the full performance
level by being responsible for the appearance, repair and
general care of the grounds of a state facility. Plants grass,
flowers, shrubs, trees; mows grass and trims shrubbery.
Performs necessary preventive measures for insect and vermin
control and against other damaging effects.

Assists in the selection of supplies and equipment.

Jas some latitude to vary methods and procedures, within
prescribed guidelines.

May perform additional routine maintenance work and/or assign
work to other staff or residents.

Performs related work as regquired.

ESSENTIAL JOB FUNCTIONS

(Any specific position in this c¢lass may not include all of the
duties listed, nor do the examples listed cover all of the
duties that may be assigned.)

Assigns work details to employees, patients or inmates.
Supervises and participates in grounds maintenance, including
trimming trees, cutting grass and cultivating plants and shrubs.
Makes improvements to walks, lanes, sheds and benches, including
painting and minor repairs.

Performs preventive maintenance pertaining to grounds area.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of grounds keeping and simple horticulture practices.

Knowledge of care of flowers, trees and shrubs common to grounds
work and of methods of cultivating, pruning, spraying, trimming

and sodding.
Knowledge of the materials and tools used in such work and of

ordinary plant diseases and pest control.

Ability to maintain and make ordinary repairs to machinery and
egquipment.

Ability to make improvements and minor repairs to walks, lanes,
parking lots, sheds and benches.

ability +to plan, layout and supervise the work of patients,
inmates or employees,



GROUNDSEEEPER (CONT'D)

MINIMUM QUALIFICATIONS
Training:
Must be able to pass a written test at the eighth grade level,

Exparience:
Six months of full-time or equivalent part-time paid experience

in grounds keeping work.

Special Requirement: Possession of a valid driver’s license may
be required.



HEALTH SERVICE WORKER

Nature of Work

Under direct supervision, performs work at the fuli-performance
level providing basic personal and nursing care related to the
treatment, habilitation and rehabiiitation for the mentally
and/or physically challenged at state operated facilities or in
a community setting.

Performs basic nursing care under direct supervision; performs
basic personal and/or therapeutic treatment duties.

Travel may be required. Performs related work as required.

Distinguishing Characteristics

This is full-performance level work providing basic care. The
incumbents have successfully completed training courses and/or
have passed competency skills and written tests.

Examples of Work

Participates in a formal training program to develop the
knowledge and abilities required for the class and for career
growth and opportunity.

Provides required personal care and hygiene services for clients
such as bathing, grooming, dressing, and feeding clients.
meaches clients basic skills for the development of daily living
habits regarding clesnliness, personal hygiene, dressing, and
eating skills, etc.

Motivates and encourages clients to promote their treatment and

development by engaging in one-to-one discussions and supportive

relationship with the clients.

Provides nursing care such as taking temperature, blood

pressure, pulse readings, and performs routine treatment and
first-aid under the direction of a licensed practical nurse,
registered nurse or physician.

Irteracts with clients in a therapeutic manner.

Participates with other treatment team members in overall

programmatic rehabilitation activities to facilitate change in

the clients' behavior.

Oversees or participates in planned recreational and social

programs.

Cbserves, records and reports clients' behavior, attitudes and

physical condition and reports significant changes to proper
staff.

Serves as a role model in the training of less experienced

workers.

Escorts clients to meals, therapy, medical appointments and
cheduled activities within and ocutside the facility.



HEALTH SERVICE WORKER (CONT'D)

Examples of Work (cont’d)
Performs duties recessary to maintain a safe, clean and orderly

living and work area.

Knowledge, Skills and Abilities
Xnowledge of the concepts of mental health, health disorders and
related physical conditions and treatment approaches.

Knowledge of simple nursing care, first-aid and rersonal and
environmental hygiene.

Knowledge of the policies and procedures of the department,
facility or service entity.

Ability to provide simple nursing care, personal care and
hygiene.

Ability to perform established treatment and programmatic
activities.

Ability to teach clients eating, bathing, dressing, grooming and
other self-care skills.

Ability to observe, record and report clients' behavior,
attitudes and physical condition.

Ability to perform basic arithmetic.

Ability to observe the rights and personal dignity of clients.
2bility to maintain effective working relationships with clients

and other employees.
Minimum Qualifications

Training:

Graduation from a standard high school or equivalent.

Experience:
Cne year of full-time or equivalent part-time paid or volunteer

experience in the care, treatment and development of the
physically challenged, mentally ill or mentally retarded.

Substitution for Veterans Nursing Facility, Long Term Care
Facilities (Hopemont Hospital, Lakin Hospital, John Manchin Sr.
Health Care Center and Jackie Withrow Hospital and the long term
unit located at Welch Community Hospital):

Certification or registration as a Nursing Assistant or Nurse
Alde may substitute for the above training and experience,
Special Requirement for Department of Health and Human
Resourg=g:

Preference will be given to applicants who have completed an
approved Nursing Assistant course from an approved Vocational
Edacation Technical Center or other approved program or
certification by Department of Health and Human Resources as

Health Service Worker,




HEALTH SERVICE WORKER (CONT'D)

Special Requirement for Department of Health and Human Resources
{cont’d)

Applicants for positions in long-term care facilities or long-
term care units must meet the following requirements:

1) Registration with the Nurse Alde Registry by passing a
written and manual skills competency evaluation;

OR

2) 8it for the written and manual skills competency evaluation
within twenty-four (24) months of completing a state-approved
curriculum which includes at least eighty (80) hours of
instruction and thirty-two (32) hours of clinical supervision;
OR

3) Certification through reciprocity from an out-of-state
program approved by the state agency



LABORATORY ASSISTANT 3

Nature of Work:
Under general supervision, performs work at the advanced level

by conducting varied technical laboratory tests and analyses and
complex and difficult laboratory tasks and examinations.
Provides comprehensive assistance to technical or professional
personnel. May have lead work responsibility.

Performs related work as required.

Distinguishing Characteristics:
Performs various laboratory tests and analyses, as well as
complex and difficult technical laboratory tasks. Work at this
level has more impact and éonsequence of error than the full-
performance level. Incumbent possesses considerable latitude to

accomplish tasks.

Examples of Work
Performs various tests and analyses, including total organic
carbon and chemical oxygen demand.

Registers and prepares samples for analysis.

Reads, interprets and computes test results.

Prepares media and reagents.

Responds to inquiries, requests and problems.

Sterilizes and discards infectious and disposable waste
materials according to Food and Drug Administration (FDA) and
Environmental Protection Agency (EPA) regulations.

Cleans and sterilizes laboratory glassware and equipment and
work area.

Maintains standardization of instruments and equipment to ensure
precision and accuracy of measurements.

Maintains adequate supplies.

Maintains required records.

Knowledgae, Skills and Abilities

Knowledge of laboratory equipment, terminology, techniques and
practices.

Knowledge of the federal requirements regarding proper disposal
of laboratory waste materials.

Ability to perform calculations involving the application of
basic mathematics.

Ability to communicate effectively orally and in writing. i
Ability to set-up and meintain accurate records.




LABORATORY ASSISTANT 3 (CONT'D)

Minimum Qualifications .
Training:

Graduation from a standard high school or the eguivalent.
Experience: Three years of full-time or equivalent part-time
pald experience in medical or other laboratory work.

Substitution:

Successfully completed study in an accredited college or
university which included at least ten semester hours in
physical or biological sciences or completion of a recognized
laboratory assistant course from a vocational school may be
substituted on a year-for-year basis for the required
experience.



LABORER

Nature of Work

Performs unskilled, light and heavy manual tasks in a wide
variety of construction and maintenance work. Some assignments
require limited skills which can be readily learned on the job.
Works under the close supervision of a superior in performing
new or non-routine tasks and under general supervision when
performing routine and repetitive tasks. Work is performed both
indoors and outdoors in all weather conditions and raguires
physical strength to lift heavy objects. Performs related work

as required.

Examplaes of Work

Picks up trash and debris and empties trash barrels.

Cleans pit toilets and comfort stations.

Paints and stains outbuildings and outdoor equipment,

Shovels snow and applies salt and sand as necesgsary.

Digs holes and drainage trenches, cleans out culverts with pick
and shovel.

Loads and unloads trucks with sand, gravel, and waste material
using hand tools.

Cuts grass with a hand scythe or hand mower.

Loads and unloads equipment and supplies using a hand truck.
Moves furniture and equipment located in state buildings.

Knowledge, Skills and Abilities

Knowledge of hand tools and maintenance techniques to keep them
in good conditiom.

Apility to use simple hand tools and motorized equipment.
Ability to understand and follow oral instructions.

Ability to lift heavy objects and perform other strenuous tasks.

Minimam Qualifications
Training:
Nc formal education required.



MAIL RUNNER

Nature of Work

Under general supervision, performs entry level mail delivery
tasks. Opens, sorts, and distributes incoming and outgoing mail
within a section or division of a state agency.

Work involves travel between other sections or divisions of the
agency, within the immediate area or between counties.

May retrieve and deliver supplies or parts if necessary.
Performs related work as required.

Examples of Work

Oopens and sorts incoming mail for correct distribution.
Delivers mail, packages, or supplies to individual distribution
points.

Gathers and transports outgoing mail to the post office.
Delivers or picks-up packages from other points to be taken to a
final destination,

May assist in bulk mailings by folding, stuffing envelopes,
batching, affixing mailing labels, or recording number of items
sent.

May weigh items to be shipped and determine the method of
shipping; calculates shipping costs.

May keep a log of items received and delivered; may keep a log
of mailing costs for usage reportis.

Knowledge, Skills and Abilities
Knowledge of the agency's divisions or sections and their

function.
Ability to learn U.S. Post Office regulations and mailing

procedures.
Ability to 1ift heavy packages.
Apility to maintain simple records.

Minimum Qualifications
Training:
No formal training required.

Note: A valid West Virginia Driver's License may be required.



OFFICE ASSISTANT 2

Nature of Work:

Under general supervision, performs full performance level work
in multiple-step clerical tasks calling for interpretation and
application of office procedures, rules and regulations.
Performs related work as required.

Distinguishing Charactaeristics:

Performs tasks requiring interpretation and adaptation of office
procedures as the predominant portien of the job.

Tasks may include posting information to logs or ledgers, and
checking for completeness, typing a variety of documents, and
calculating benefits.

May use a standard set of commands, screensg, or menus to enter,
access ahd update or manipulate data.

At this level, the predominant tasks require the understanding
of the broader scope of the work function, and requires an
ability to apply job knowledge or a specific skill to a variety
of related tasks requiring multiple steps or decisions.
Cay-to-day tasks are routine, but initiative and established
procedures are used to solve unusual problems.

The steps of each task allow the employee to operate with a
latitude of independence.

Work is reviewed by the supervisor in process, randomly or upon
completion. Contacts are usually informational and
intergovernmental.

Examples of Work

Posts information such as payroll, materials used or equipment
rental to a log or ledger; may be required to check for
ccmpleteness; performs basic arithmetic calculations (addition,
subtraction, division or multiplication); corrects errors if the
answer is readily available or easily determined.

Maintains, processes, sorts and files documents numerically,
alphabetically, or accordirg to other pPredetermined
classification criteria; reviews files for data and collects
information or statistics such as materials used or attendance
information.

Answers telephone, screens calls, takes messages and complaints;
gives general information to callers when possible, and specific
information whenever possiblie.

Receives, sorts and distributes incoming and outgoing mail.
Operates office equipment such as adding machine, calculator,
copying machine or other machines requiring no special previous

training.



OFFICE ASSISTANT 2 (CONT'D)

Examples of Work (cont'd)

Types a varilety of documents from verbal instruction, written or
voice recorded dictation.

Collects, receipts, counts and deposits money.

Calculates benefits, etec., using basic mathematics such as
addition, subtraction, multiplication, division and percentages.
Posts records of transactions, attendance, etc., and writes
reporte.

May ccmpile records and reports for supervisor.

May operate a VDT using a set of standard commands, screens,
menug and help instructions to enter, access and update or
manipulate data in the performance of a variety of clerical
duties; may run reports from the database.

Knowledge, Skills and Abilities

Knowledge of office procedures and methods.

Xnowledge of business English, spelling and arithmetic.

Ability to operate the common types of office equipment related

te the jeb.
Ability to understand and follow oral and written instructions.

Minimam Qualifications
Training:
Graduation from a standard high school or the equivalent.

Exparience:
™o years of full-time or equivalent part-time paid experience

in routine office work.

Substitution:
College hours, related business school, or vocational training

may be substituted through an established formula for the
required experience.



OFFICE ASSISTANT 3

Nature of Work:
Under general supervision, performs advanced Jevel, responsible

and complex clerical tasks of a complicated nature invelving
interpretation and application of policlies and practices.
Interprets office procedures, rules and regulations.

May function as a lead worker for clerical positions.
Performs related work as required.

Distinguishing Characteristics:
Performs tasks requiring interpretation and adaptation of office
procedures, policies, and practices.

A significant characteristic of this level is a job inherent
latitude of action to communicate agency policy to a wide
variety of people, ranging from board members, federal auditors,

officials, to the general public.

Examples of Work
Analyzes and audits invoices, bills, crders, forms, reports and

documents for accuracy and initiates correction of errors.
Maintains, processes, sorts and files documents numerically,
alphabetically, or according to other predetermined
classification criteria; researches files for data and gathers
information or statistics such as materials used or payroll
information.

Types a variety of documents from verbal instruction, written or
voice recorded dictation.

Prepares and processes a variety of personnel information and
payrell documentation.

Plans, organizes, assigns and checks work of lower level
clerical employees.

Trains new employees in proper work methods and Procedures.
Answers telephone, screens calls, takes messages and complaints
and gives information to the caller regarding the services and
procedures of the organizational unit.

Receives, sorts and distributes incoming and outgoing mail.
Operates office equipment such as electrical calculator, copylng
machine or other machines.

Posts records of transactions, attendance, etc., and writes
reports.

Files records and reports.

May operate a VDT using a set of standard commands, screens,
menus and help instructions to enter, access and update or
manipulate data in the performance of a variety of clerical
duties; may run reports from the database and analyze data for

management.



OFFICE ASSISTANT 3 (CONT'D)

Enowledge, S5kills and Abilities

Knowledge of office methods of practices and procedures.
Knowledge of business English, spelling and arithmetic.
Knowledge of program operations and policies with respect to
general functions performed.

Ability to maintain or supervise the maintenance of records of
some complexity and to prepare reports and tabulations from
these records.

Ability to establish and maintair effective working
relationships with other. employees and the public.

Ability to understand and effectively carry out complex oral and
written directions.

Minimum Qualifications
Training:
Sraduation from a standard high school or the equivalent.

Experiance:
Four (4) years of full-time or equivalent part-time paid
experience performing routine office work.

Substitution:
College hours, related business school, or vocaticnal training
may be substituted through an established formula for the

required experience.



PAINTER

Nature of Work
Under general supervision, performs, at the intermediate to

experienced journey level, painting, finishing and decorating
wood, metal and concrete surfaces of buildings, equipment,
machinery and furnishings, interior and exterior, at state
correctional, educational, recreational, health facilities, and
other public buildings.

Performs related work as required.

Examples of Work
Moves furniture and covers non-movable items such as shelves and

lab bench tops to protect them from splatters.

Cleans new and old surfaces for finishing by the use of
sandpaper, burners, scrapers, brushes, sanding machines,
dusters, washing compounds and finish removers; fills small
heles and cracks.

Mixes paints and allied products; matches colors, applies
undercoats and Finish coats to furnishings, machinery,
equipment, exterior and interior surfaces of buildings using
brush, roller or spray gun.

Erects scaffolding needed to paint structures.

Creates and uses stencils; letters signs.

Cuts and installs glass; performs routine glazing operations.
Performs a limited amount of related carpentry, minor plumbing
and electrical tasks occasionally as well as other maintenance

work.

Knowledge, Skills and Abilities

Knowledge of methods, materials, tools and equipment used in
painting and finishing.

Krowledge of occupational hazards and safety precauntions of the
trade.

Skill in preparing surfaces for finishes.

Skxill in using brush, roller and spray gun in painting and
finishing.

Skill in preparing and applying varnishes, shellacs and paints
which have water, oil and latex bases.

Skill in mix paints and match colors.

Ability to keep simple records and pPrepare simple reports.
Apility to safely work with finishing products that produce
texic or hazardous fumes.

Ability to safely worx at various heights on ladders, platforms

and scaffolds.



PAINTER (CONT'D)

Minimum Qualifications
TRAINING:
No formal education required.

EXPERIENCE:

Twe years of full-time or eguivalent part-time paid experience
as a painter or self-employment in the painting trade or as a
gkilled painter's helper.



PARALEGAL

Nature of Work

An emplioyee in this class assists an attorney or administrative
superior in a legal setting by conducting research of legal
sources such as statutes, regulations, legal opinions and
related documents necessary for the preparation of briefs,
pleadings and appeals.

In a regulatory setting, the incumbent may review and approve
applications and reports for compliance with laws and
regulations.

The work may involve the preparation of case summaries and
reports of pertinent facts in hearings attended.

Considerable contact is maintained with attorneys and judicial
rersonnel in the compilation of information.

The incumbent may direct an office clerical staff.

Performs related work as required.

Examples of Work
Researches legal sources such as statutes, recorded judicial
decisions and legal codes.

Writes abstracts of evidence presented at administrative
hearings and summaries of information on hearings or claims.
Writes transcripts of appeal proceedings and transmits a copy of
such transcripts to the appeal or hearing board.

Directs clerical personnel in the typing and preparation of
briefs and legal documents.

Writes transcripts or hearings of appeals proceedings and
transmits copy of such transcripts to the appeal or hearing
board.

Maintains records of all cases before counsel including briefs
submitted, rulings and opinions and all cases appealed to the
Supreme Court of Appeals.

Artends hearings before the appeal or hearing board or the
Supreme Court of Appeals.

Keeps abreast of changes in agency or departmental laws, rules
and regulations as well as state, federal and local laws
relating to the area of assignment.

Collects and summarizes information from books and periocdicals
for review by a responsible administrator or counsel.

Composes routine correspondence.

May maintain office statistical records.

May prepare legal documents for civil action in tax cases.
Mcnitors the movement of. pending legislation in order to answer
questions for departmental or agency personnel.



PARALEGAL (CONT’D)

Knowledge, Skills and Abilities

Knowledge of the broad principles and application of law,
evidence, pleadings, and judicial procedure in West Virginia.
Knowledge of and ability to effectively utilize the English
language.

Knowledge of legal citations.

Ability to gather and interpret pertinent statutory and
regulatory provisions and present findings in a logical and
persuasive written form.

Ability to supervise personnel engaged in clerical duties.
2bility to understand governmental organization and operation,

Minimum Qualificatione

Training:

Successful completion of a Paralegal (Legal Assistant) training
program.

Substitution:

Two years of full-time or equivalent part-time paid experience
in a legal setting which required performing legal research,
reading and interpreting laws and other legal autherities, and
preparing legal documents, under the supervision of an attorney,
may substitute for the required training OR a combination of
training and experience as described above may substitute
through an established formula for the required training.



PARKING ATTENDANT

Nature of Work:

Under general supervision, controls parking and provides
information to the public and employees.

Work is performed mainly outdoors and involves long periods of
standing and exposure to all types of weather.

Performs related work as required.

Examples of Work
Regqulates parking on the governor's drive ard assigned parking

area; monitors metered parking areas use.
Monitors two hour metered parking area use.

Monitors assigned employee and reserved parking spaces; ensures
buses use assigned places.

Directs public and delivery vehicles to available rarking

spaces.
Greets public and provides directions to various agencies,

departments and meetings.
Gives information to tourists concerning interstates, the

Capitol Complex, and points of interest.

Knowledge, Skills and Abilities
Knowledge of the location of the various agencies, departments,

and special meetings in the Capitol Complex.

Knowledge of the various areas in the different lots in order to

know where to send buses, delivery trucks, visitors and vendors.
Ability to give clear directions and information to the public

and employees,
Ability to stand for long periods of time in all kinds of

weather.
Ability to keep simple records.

Minimum Qualifications
Training:

Education equivalent to completion of the eighth
(8} Grade.

Substitution:
Experience as described below may substitute for two years of

the required training.

Experiencea:
Two years of full-time or equivalent part-time paid experience

irvelving public contact.




WORD PROCESSOR

Nature of Work

Under close supervision, at the full-performance level, performs
skilled operation of word processing equipment such as a memory
typewriter, a personal computer, or other electronic keyboard to
produce draft and final copies of a variety of typed materials
such as letters, memos, reports, newsletters, brochures,
articles, functional statements, legal motions, briefs,
contracts, etc.

This class is limited to those positions where the primary
function is the operation of word processing equipment capable
of data storage, formal coding, and/or text editing in a
production setting requiring advanced typing skills.

It is not intended for use in general office settings where
workers use word processing equipment in lieu of typewriters in
the course of daily clerical support.

Performs related work as required.

Exzmples of Work

Creates and sorts numerical and/or alphabetic data files.
Chooses form and format for routine correspondence and reports;
follows given instructions for new or more complex tasks; may
suggest style of format to users.

Refers to equipment manuals to determine methods for operating
eguipment and coding; refers to departmental manuals for
commonly used formats.

Inserts and deletes information; moves material from document to
document; merges items; searches for spelling errors; searches
and replaces items globally.

tores information on disk or other magnetic storage medium;
retrieves information from storage medium for revision or
printing.

Specifies and executes printer control commands such as single
or double space, special margins, last line instructicns, etc.
roofreads printed materials to ensure accuracy and proper
grammar, corrects errors, and reprints the copy.

Deletes obsolete documents from storage.

Knowledge, Skills and Abilitias

Krowledge of grammar, spelling and punctuation.

Krowledge of standard office procedures and practices.

Skills in using the text editing functions of the word
processing equipment.

Ability to type accurately and rapidly.

Ability to edit documents without altering the intended legal

meaning.



WORD PROCESSOR (CONT'D)

Knowledge, Skills and Abilities {cont’d)
Ability to read equipment and departmental manuals and implement
their instructions.

Minimum Qualifications
TRAINING:
Education equivalent to graduation from a standard high school

or the equivalent.

EXPERIENCE :
One year of full-time or equivalent part-time paid experience in

an office clerical position requiring word processing.

SUBSTITUTION:

Completion of formalized training in word processing from a
business or vocational school may substitute through an
established formula for six months of the required experience.



HIPAA BUSINESS ASSOCIATE ADDENDUR

This Heafth Insurance Portability and Accountability Act of 1998 (hereafter, HIPAA)
Business Associate Addendum (“Addendum®). is- made a part of the Agréemernt ("Agreement”)
by and between the Siste of West Virgiila (*Agency”), and Business Associate ("Associste’),
and is effectivé as of the date. of execution of the Addendym.

“The Associate performs certain services-on behsif of o for the: Agency piireuant to the
underfying Agreement that requires the echangé of Information inclgding. protecied heatth
information protested by -theé Health Insurance Portability and Acoountability Act of 1966
("HIPAAY), a8 amended by the American Recovery and Reinvestment Act'of 2000 {Pub. L. No.
111-6) (the "HITECH Aat’), any assaciated raguigtions ani the federal regulations puhlwhad at
46 CFR parls 160 ang 164 (sometmes aollectively refarred to.as "HIPAA")., The Agency is-a
“Covered Entity" as-that tem is defined in HIPAA, and the parties to the-underlymg Agresment
dre eftering into this Addendum fo establish the responsibliies -of both partiés regarding
HiPAA-coverad infermation and to bnng the ynderlying Agreement into- tomplistice with. HIPAA.

Whereas it is desirable, in ordsr to fitrther the' continued efficient eperations of Agency o
disclose to its Associate certain information which may contain confidential individusily
|deritifiable haalth irformation {hereaftar, Protected Health. Information or PHI); and

Whereas, it is the desite of hoth parliss that the ponfidentiality of the PHI disclosed
hereundet be maintained and treated In &ecorddnce with all applicable laws relating to
confidentizlity, Inoluding the: Privacy and Securily Rules, the HITECH Act and tts assaclated
reguiations, and the parties do agree fo at all fimes treat the PHI and. interpret this Addendum

vonsigtent. with that desirg.

NOW THEREFORE: ## parties agres that in consideration of the. mutual promises
heteln, In the Agréement, and of the exchange of PHI hereunder thet:

. Definitions. Terms uged, but not otherwise defined, it this Addendum shall have the sarne
meaning as those terms in the Privacy, Seécurity, Brieach Noftification, and: Enforesmant
Rules at 45 CFR Pért 160-and Pért 164,

a. Ageney Pmnunement Ofﬁcer shall maan the appropnate Agency individual

b. Ageiit shall mean thoée person(s) who ate agepl(s) of the Businegs Associate,
g! mame with. the Faderal commen law of agenty, as referenced in 45 CER
160.402(cj

- Breach shall mean the acquisition, acceds, use or disclesure of protected heatth
information Wwhich esmpromiises the securty or privagy of such information,
.except as-excluted inthe definition of Breach in 45 CFR § 164.402.

d- Busmoeags Assoclate shall hiave the mganing given to such term in 45 CFR §
180.1

e HITECH Agt shall mean the Health Information Teghndlogy for Egonomic and
Chinical Health-Act. Pubfic Law No, 111-05 141" “Congress (2008),

"



Privacy Rule means the Standards for Privacy of Individually ldentifiable Health
informiation found at 45 CFR Parts 160 and 164,

Protected Hedilth information or PHI shall kave the mearing given to auch term
in 45 GFR § 18D.103, limited-1o the information created or recelved by Associato
from or orr beheif of Agency

8equrity Incident means any known succeseiul er unsuccessful attempt by an
authorized et unauthorized indjvidual to. inappropriately use, disclose, moicify,
access, or destroy any informetion or nlrference with systém operations in an
information system,

Security Rule means the Security Standards for the Piotection of Electronic
Proteciad Haalth Infortmation found at 45 CFR Paris 160 and, 164,

Subcontractor means a person fo whom & business assoclate delegates a
function, activity, or service, othsr then in tie' capacify of & member of the
workforee of such business associate,

2. Permitted Uses and Disclosyires.

PHI Descritied. This mearnis PH created, reosived, mainfained or transmitted on
behalf of the Agency by the Associats, Thig PHI is govemned by this Addéfidum
and. is limited to the minimum necessary, to complste: the tasks or to provide: the
services associated with the-terms of the original Agreement, and Is doscribed in
Appendix A,

Purposes. Except as ctherwise lijvited in this Addendinm, Asspisiale may uss or
disclose the PHI ‘on behalf of, or-to provids services to, Agency for the pumoses
recedsary o compiafe the tasks, or provide the servicss, associated with, and
fequired by the terms of the. original Agreement, or as required by faw, i stich
use or disclosure of the PHI would not violate the Privacy. or Begunty Rules or
spplicable stats law i done by Agency or Assosiate, or violats the miliium
necossary ard relaled Prvacy. and Security policies and protedures of the
Agency.. The Assoolate is directly liuble. undsrHIFAA for Impemissible uges and
disciosliras of the PHI t haridies-on bahalf of Agency.

Further Uses and Disclosures. Except as otherwise fimited i this Addehdurn,
the Associste may. disclose PHI lo third parties for the purose ofits:own proper
management. and. administration, or as required by law, provided that () the
disclogure. is Fequired by law, or (i) the: Aeseciate has obisinsd. from the fhir
party rensonable assurances that the PHL will be held-confidentially and used ot
futher diselosed only as required by. law ‘or for the purposa for which & was
disciosed foths third party by the. Aesoplate; and, (i) an agreement to nofify itie

-Agsoclate and Agenty of any Instanées of which it (the third parly) Is aware in

which the coifidentiality of the Information has. baes breached. Jo the exant
practical, the information should be in a limited dats se! of the minimum
hecagsary infermafion purspant to 45 CFR § 164.502, or take other measures as
necessary.to satigfy the Agericy's ebligations under 46 CFR § 164,502,




3. Obligations of Assoclate,

a,

e,

Stated Purposes Only. The PHI may not be used by the Assoclate for any
purpose other than as stated in this Addendum or s required or permited by
lﬂw.' '

Limitad Disciosure. The PHI ie- confidential and will hot be disciosed by the
Assocldte other than as stated in this Addendum or as required or permitied by
law: Associate is protiibited from directly or indirectly receiviig any remuneration
in exchange:for an indwvidual's PHI uriless Agericy gives wiitter:appraval arid the
inglividoal provides a valid authorization. Asseciete will refraiti from marketing
activities. that would violate MIPAA, including specifically. Section 13406 of the
HITECH Ast. Associsite. will report to Agency aty use or disclosure of the PHI,
including any Security Incident.not provided for by this Agreement of which it
becomes aware:

Safeguards. The Asacciate will use appropriste safeguards, and comply with
Subpart C of 45 CFR Part 164 with respsct to electronic profected heatth
information, to prevent use or disclosure of the PHI, except as provided for in this
Addendum. This shall include, but not be [imited to:

L Limitition of the groups of itsworkforce and: agents, fo whom-the PHI is.
disclosed to those reasonsbly required to accomplish the purposes
gtated in this Addendum, and the uee and disclosure of the minimum
PHI nacessary of a Limited Dats Set;

il. Approprigte notification and training of its workfaree and agents in order
o protect the PH! from unauthorized use and disclosure;

iik. ‘Maintenance of a comprehensive, regsonablé and appropriate written
PH! prvaey and secwity bregram that includes administrative, technical
and physical saféguards appropriate fo the size, nature, scope and
complexity of the Associate's opsrations, in compliance with the Segurity
Rule;

iv. in devordants with 45 CFR §§ 164:502(e)(1)iii) -and 164.308th)2), If
applfcable, ensure that any subcontraciors thaf create, receive,
maintain, or transmit protected health information on behalf of ftie
busittess associafe agree fo the same réstrictions, conditions, and
réquirerents that apply 1o the business. associete with respect to such
iformation.

Compliange With Law. The Associate will nof, use or distlose the PHI i a
manper fin violation of existing. léw-and spedifically rot in'violation ofitaws relating
to confidentiality: of PHI, includlivg. but not fimited to, the Privacy and Security

Riles.

Mitigation; Associate agrees o mitigate, to the extent practicable, any harmfil
affect that Is known to'Asscciate of & use or disclosure of the PHI by Associate in
wiolation of the requirements of this Addendum, end report its mitigation acfivity

back to the Agency.



Support of individusal Rights.

il

Iv.

Access to PHI. Associate shall make the PHI maintaived by Associate
or-lts agents or subeontractors In Designated Record Seis available to
Agency for inspection and copying, and in elegronic format, if
requested, within ten (10) days of & request by Agency io enable
Agency to fulfill fts obligations andar-the Privacy Rule, dnchitting, but not
mﬂédd_tlogﬁ CFR § 184.524 and -ebneistent with Sesfien 13465 of ie
HITECH Act;

Amendmant of PHI. Within ten (16} days. of receipt of & request from
Agency for an amendment of the PHI or & record about an fndividual
canfained i a Desigriaied Record $et, Associate or its agents or
subgontractors $hall make such PHI avalisbie to Agenoy for amendment
#l Ihgorporate any such. amendrment to enable Agency to- fulfill its
obfigations under the Privacy Rule, including, but not limted to, 45 GFR

§ 164.526.

Accounting Rights. Within ten (10) days of notice of a request for an
accounting of disclosurés of the PH), Associgle and Its agenty or
subedntractors shall make evailable ko Agancy the ddeurnentation
requited to provide an accounting of disclosures to enable Agéncy t6
fuifill te obligations under the Pnvacy Rule, Ineluding, but not iimited to,
45 GFR §164.528 and conslstant with Seation 13405 of the: HITECH
Acl. Assdciate agrées to document disclosures of the PHI and
mfarmation related to: such dclosures ag woult be reuirsd for Agericy
fo respond-to g requast by an individual for an acsounting of disclosures
of PHI in acoqedante with 45 CFR § 164.528. This should include &
progeas thet allows for an eccounting to-be soliagied and maintained by
Ashotlate and its dpents or subgeniractors for at isast six {6} yeare from
tha diite of disclosure; or longer it required by stats faw: At-e minimum,
sych dogumertation shal nehids:
¢ the date of disciosure;
e the name of the entity or person who received tha PHI, and
If ktiown, the dddress ofthe erifity of person;
'x & brisf desaription of the PHI distiosed: and
. 8 brief statement of purpoess of the distlosura that
reasonably jiforms the Wdiidusl of the basis for the
disciogure, or a cupy of the Indlvidual's authoreation, or 2
copy ot the written request for disciosure.

Request for Reatriction. Under the direcfion of the Agency, sbids by
any individudl's: retiuest. £ restrit the disslosure of PHI, ennsjstent with
iha reguiremaits. of Section 13406 of the HITECH Act end 45 CFR §
164:522, when the Agency delermines to do-g6 {axosbt &5 tequired by
faw) and f the disclosyre Is: ta & heaith piart for:payjment o heaith care
operations and it pertaiis to & heslth: tdre iteni or servige for which the
health céve provider wae paid in full *out-of-pocket.”

immediate. Discontinuance of Use or Disslosuyre. The Assogiate. will
immediately discantinue use or-disclosura of Agency PHF pertaining to
a%'-‘lhdmdual when #0 requested by Agehcy. This includes, bot-ts not

1o, cases. in-which an indidual has withdrawn or modifisd an
autharizatlen to use or-disclose £HI.

4
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Retenticn of PHI. Notwithstanding section 4.a. of this Addendurn, Asseciate and
fts subicontractors or agents:shall retain afl PRI pursuait {o state and federal law
and shall contihue fo maintain the PHI required under Section 3.1 of this
Adidendum- for a period of six (8) years after terminatlon. of the Agreement, or

longer if requirad under state law.

Agenit's, Subcontractor's Complianse. The Aséotiate shall notify the. Agency
of all subcentracts and agreements relaing to the Agreement, whers the
suboontractor o agent receives PHI as described In section 2.8. of this
Addendiym Suoh notification shall: oceur within: 30 (thirty) calentiar days of the
exacphion of the subgontratt ahd shall tie. dalivered to-the Agency Procurdrient
Officer. The. Associaté will ensure that any of ife subgontractors; to whom. if
provides any of thie PHI It receives hereunder, or fo whorm it providss any. PHI
which the Associate creates or retalves on beshaif of ‘the Agehty, agise fo the
resirictipng anct conditions which apply to the:Assotiste Kereunder The Agency
meay tequest coples of downstream subtontracts and agreements to determine
whigther all restretions, termis- and conditions: have been-flowed down. Failore to
ensure that downetréain contracts, subcontracts and agreements contain the
required restrictions, lerms: and condifions may. resulf in “termindtion of the

Agreemerit:

Fedaral and Agency Access. The Associate shall make. ite internal practices,
books, and resords releting to the: use and disclesura of PHJ, as well as the. PHI,
recaived fram, or crested or receivad by the Assoolats on behalf ‘of the Agency
avaiiabie to the. U § Ssoretary. of Health srd Huran Seriées cohsistent with 45
CFR § 164,504 The Asseciale shall also make tiése records available {0
Agengy, ar Agengy’s confractar; for pefiodic audit of Asspciatg’s compliance with
the Privacy and Secwity Rules. Upon Agency’s request, the Associate shall
provide proof of sompliance with HIPAA and HITECH ddta privacyiprotection
guidelings, certfication of a sepure network and other assuranca: relitive to
campliarce with the Privicy aiid Security Rules. This secfion shall dlso apply fo
Assotlate's. sitbdontractors, if any.

Seourity. The Associats shall take all steps necessary to ensiire the tontinuous
securiy of all PH) and data systefs sonfaining PHI. 1 addition, sompliance with
74 FR 10006 Guidance Spedifying the Technciogies. and Methodologles “That
Réndsr PHI Unusable, Umresdable, or Indecipherable to Unauthonzed
Individuaie for Purposes of the Brearh Notification Requirements urider Secticn
13402 of Title XiH Is required, to the extent practicable. If Assodiate chooses not
to adopt such methodologies as definéd in 74 FR 18008 fo secure the PHI
qovermed by this Adderdur, k- must submit such written. rationale; including: s
Security Risk Anglysis, to the Agency Procurement Gfficar for reviaw ptiorto the
execution of the Atidendum. This review may fake-up toten (10) days..

Notification of Breach. Dulifg the-teri of this Addandum, the Asseciate shall
nidtify the: Agency’ and, unlees ofherwiae-directed by e Aganw In writing, the

WV Ofiee of Technology immresiately by e-mall or wasb form upon the discovary
of any Breach of ungevurad PHI; o withif 24 Hisure by e-thsll or web fotm of any
suagectod Seourity Incident, nfrasion or Unautherized use. or-discfosure of PHIin
viglation .of Hils Agreeimient and this Addendum, or polential loss of confidentiat
deta effecting this Agreement. Notification shall be provided to tha Agency
Procurement Officer at wwow. state.wy us/admin/purchaselvc/agenciii.hith: dnd,




uniagy gthenise ditestsd by the Agency in writing, the: Office of Technology at
' L)arais =,

cy in ]
ipcidenf@wy.gov or hitp otfmiDefatt aspx

The Assotiete shall immediately investigate sth Sedurity Incident, Broach, or
unauthorizad use or disclosure of PHI or confidiehtial data. Within 72 hours of the
discovery, the Assocldte shall notify the Aganoy Frocuremerd Gffiest, and, uniess:
otherwise dirsoted by the Agenoy In writing, the Office rf Taohmoldgy of: (8) Date:
of discovery; {b) What data, elements were Involvad &nd-the: wxtanif of the dits
Invoived i the' Breach; (e} A description of the unauthorized persons known of
raasonably balitved 16 have improperly used or dlsciosed PHI or vonfidenitial
data, {d} A descriptioh of where the PHI or sonfidentinl data Is beliaved to have
been improperly transmitted, sent, or utilized; (&) A tescription of the probable
causes of the improper use.or disclosurs; and. i) Whether any federdl or state
tws reguiring Intivisual notifiatione of Breithes ars triggared.

Ageiﬁ Wik codrtinate with Asscclate 1o detormine addfitionat specific. actions
that will be required of the Assocmte for mitigation of the Breach, which ™Ry
inetude nofification o thes individual or other autherities.

All assotfated cogte shall pe ba‘meme Asswabe T-tﬁs _r_!aay'kinﬁlud_eﬁ but not
e limitad t0 costs associated with nottfying Affested individyais.

If the Associate enters infs & subcontrant feluting to the Agreément where the
Subcontractor or agent repeives PHI as deseribed in section 2.a. of this
Addendur, &ll such siboontracts or dovinsiream agreements: shall contain the
same inclient netificalion requirements as corfained hersir, with raporting
directly fo the Agency Proourament Officer. Fafiure to include sutk requirariont
in ‘any” subeontracet. dr agreement may result in the Agency's: termination of the
Agresmient.

Asgsistance In Litigation or Adminisirative Proceedings. The Assoginte shall
make #iself and any: subconitanters, workforee or sysnts assisting Assobiate in
the parbmancs of its obligations under this Agresment, availabls.to the Agency
at no cost 1 the Agsncy to festify s witneissas, or otherwise, in the event of
liti%a’ﬂoh & adminlsitative proceedings being commenced againgt the Agenay, s
offivers or amploynee. based upon cisimed wiolations of HIPAA, the HIPAA
regulations er other. laws relting 1o secunty dnd privacy; which tveives. indction
or actions. by the: Assooiats, except where Assostate or Ite: subconiractor;
workisree or-agent is a nimed-4s an idverse: party.

4. Addendum Administration,

a'

Tert.  This Addendum shelf temmindte orr termiination of the underlying
Agreement or on the date the Agency -tarminates for caues gé authorized in
paragraph (c) of this Section, whichever is soonar

Duties at Termination. Upon any termination of the. undellying Agreerient, the
Abgociete shall retufn or destroy, =i e Agency's option, gl PRI reesived from, or
ereated Gr recalved by the Associate on hehalf of the Agericy that e Associate
SUll maintaing in any form: wnd retain no copies of such PHI or, Fatich returyy or
destryclion is not feasible, the Assoclats ehalt exténd ths prateetions of this
Aldendumty the PHI and limt further usés and disclosilres fo the. purposaes that
Frizkce! thie refOrmi-or destructioh of the. PHI infeasible. This: shall algo apply 1o
‘egents and subceriractors of Aseocigle. The duty of the Assboiate aid Its doents

8



e

¢,

and-subconfractors to assjst the Agency with arly HIPAA teqived accounting of
disglosures. survives the termination.of the underlying Agreement.

Ternination for Cause, Assotiate authotizes tarmination of this Agreemenit by
Agenay, if Agéncy determines Assoclale hae violated @ material iomn: of the
Agreement.  Agency may, at its sole discretion, dllow: Associate 3 reasonable
period of tme 1o eure the matstial breath before termmation,

Judisial or Administretive Proceedings. The Agency may: temminate this.
Agreement [ the Associate Is found guilty of a crimingl vivlation of HIPAA. The
Agency may terminate fhis Agreement if a finding or stipulition fhat the Associate
fras vickated any standard or requirement of HIPAA/HITECH, or other securily or
privacy (aws s made in any edriinistrative or civil preceeding in which the
Assooiate i9 a:pafty of has béen Joined. Assogiate shall be subject to prosecution
by the Department of Jusfige for viclations of HIPAA/HITECH and shall be
responsible for any and gll costs gssoclated with-proacittion.

Survival. The respective rights .and obligations of Associate under thig
Addendum shall survive the termination of the underlying Agieement.

5. Generat Provisions/Ownership of PHI.

.

h.

Retsiition of Ownership:. Gumership: of the PHI resides with. the Agsncy arnd Is

‘o be returned on-demand or destroyed, at the Ageney's. option, at. ary tirme, and

subject to the restristions found within section 4, above .

Secondary PHI. Any data or PHI generated from the PMI disciosed hereunder
whiich would parmit identification.of an individusl, must ba held confidential and ks
dalso the property. of Ageney.

Electronic Transmisslon, Except as permitted by law or this Addendum, the
PHI1 or any data generated from the PHI which would permit identifieation of ‘an

indiwidual must net bis tranamilted 10 antther paity by electronic or ether means
for sdditivnel Uses or disclosures nof aiithorizad by this Addendum or o anvther
contractor, or allied dgehcy, or-affifiate without prior written approval of Aggircy.

No 8dles. Reporis or data sonfaining the PHI may not be sold withaut Agericy's
orihe affected individual's written consert.

No Third-Paity Beéneflclaries. Nothing: express or Impliei in this Addendum is
interidid t6 confer, nar shall anything hereln confer; Lpon: any persan othef than
Agency, Associgte #nd thelr redpddtive SubosEsors or assigns, any rights,
remadies, obligations or liatilities whatsoeveér.

Interpratation. The provisions of this Ardendum shall prevail over any
provisions: in the Agresment that may confliet or -appear: inconsistent with any
provisions in ms Addéndum. The interpretation of this Addendum shall be made.
urider the laws.of the Elete of West Virginia,

Amendment. The parties agree that fo thie extent necessary to: cémply with
applicable law they will agree to further amignd this Addendum,

Addlitionsl Temms and Qoriditions. Additional disprelionary terma may be
included in the releasé order or change-order progess:

7.



AGREED:

7 e
Name of Associate; éﬂ'#fi/ L4 \_ﬁ_t/zﬂ/ £

SleH eSS By 2 b
Date: 7’ // fz Z 5@

Form « WWBAA-012004
Amended 08.28,2013




Appendix A

(To be completed by the Agency's Procurement Officer prior to the execution of the Addendum,
and shall be made a part of the Addendum. PHI net Identified prior to execution of the
Addendum may only be added by amending Appendix A and the Addendum, via Change

Order.)

Name of Associste:

Name of Agency;___1he State of West Virginia

Describe the PHI {do not include any actual PHI). If not applicabie, please indicate the same.

All possible Parsonal Health Information.




REGION 1:

TEMP1§
SYNOPSIS AWARD LEVELS 1-3 Temporary Staffing Services
Hancock] Brooke | Ohic ['Marshall]  Wetzel [Monongailaf ~ Marion { Harrison | Dodridge | Glimer | Pleasants] Calhoun | Wirt ¥ Wood | Tyler | Rirchic
AWARD LEVEL 1 AWARD LEVEL 2 AWARD LEVEL 3
CLASSFICATION VENDOR RATE $ ﬂrvsnnon RATES | VENDOR { RATES
o AccountingTechnianz | Ware TS~ s [ DPRES Emp |3 12931 Reily owes 1 515367
Administrative Services Assfstant { WVARE__1$ 13546 | EXPRESSEmp | $ 1233 | KELLY Svcs $ 12,60
Administrativa Services Assistant 2 WVARF IS 1581 | EXPRESSEmp J $ 13.18 | KELLY Sves $ 1386
' Cock WVARF $ 13.00 | EPRESSEmp | § 12.33 22nd CENTURYH $ 12.94
Custadian WVARF $ 1300 KELLY Swes |3 11.97 | EXPRESS Emp | § 12.33
Data Entry Operator2 WVARE 1S 3405] Kelivsws |$ 12.60] SAUNDERS $ 12,63
Executive Secretary WVARF_ 1S 1686 | EXPRESSEmp | 5 14.61 ] KELLY Sves $ 14.62
Groundskeeper WVARF 1§ 13.00 ] KELYSwes 1% 12.23 | OXPRESS Emp § 5 12.33
Health Service Worker WVARF_ 85 14.05 | EXPRESS Emp ]| $ 14.04 §22nd CENTURY $ 16.03
Laboratroy Assistant 2 EXPRESSEmp i 12.33 ]22nd CENTRUY $ 12.65 | MANPOWER 13.88
ilarhorer WVARF Zon 1300 § KEELY Sves | $ 11.34 | EXPRESS Em § 12.33
Malil Runner WVARF $ 1265] KELLY Sves S 11.34 | SAUNDERS ‘13 11.95
Office Assistant 2 WVARF 19 13.49] KELLYSwes |5 11.34] SAUNDERS $ 12.09
~ Office Assistant 3 WVARF 5 14900 KEUYSws §$1197] SAUNDERs [§ 12.45
Painter WVARF_ 43 14.05 §22nd CENTRUY] $ 1258 | ADECCO $ 12,64
Paralegal EXPRESS Emp § § _ 14.32 J22nd CENTRUY] § 17.97 | KELLY Swes $ 18,27
Parking Attendant WVARF $ 1300] KELLYSves [$ 11.34 | EXPRESS Emp | § 12.23
Word Processor WVARF 1349 ) KELLYSwes S 1182 | SAUNDERS | § 12.36
o - R
:::::::::::::::::::::::::::::::::::::::::::::n:-:aén:zazverzsz:::::::::::::::::::::::::::::::::::::::::::
EONTRACTS COUNTIES
[CMA 0212 0212 TEMP1GA WVARF ALL
[CMA 0212 0212 TEMPISE KELLY SVCS ALL
[CMA 0212 0212 TEMPIGC EXPRESS EMPLOYMENT PROFESSIONALS ALL
JCMA 0212 0212 TEMPIGD SAUNDERS STAFFING ALL
[CMA 0212 0212 TEMPIEE_22nd CENTURY TECHNOLOGIES ALL
CMA 0212 0212 TEMPI6F ADECCO ONLY Huncock, Brooke, Ohio, Marshall, Wetzel, Monongalla, Marion, Pleasants, Wood, Ritchie,
CMA 0212 0212 TEMP16G MANPOWER OF WV ONLY  |™onongaila, Marion,Harrison,Dodridge, Gilmer,Peasants, Wirt, Wood, Tyler, Ritchle,
i i Effective Date: 07/15/2016

REGION 1




REGION 2:

TEMP16
SYNOPSIS AWARD LEVEL 1-3 Temporary Staffing Services
| Mason | Cabell § Wayne § Mingo Logan | Boone J  Lincoln  JKanawha§ Putmam | Roane | Jackson | || ] ]
R 1 —
AWARD LEVEL 1 AWARD LEVEL 2 AWARD LEVEL 3
CLASSIFICATION VENDOR RATE $ venoOoR | RATES | venpor | Rate$
[~ " Accounting Technician 2 WVARE |5  14.90 JEXPRESSEmp |5 12.33 JKELLY Sves | S 13.86.
Administrative Services Assistant 1 [WVARF S 15.45 JOXPRESSEmp | & 12.33 JKELLY Sves $ 12.60
Administrative Services Assistant 2 PWVARF S 15.31 JEXPRESSEmp | 13.18 JKELLY Sves S 13.86
Cook fwvarr S 13.00 [EXPRESSEmp 15 12.33 [22nd CENTURY | § 12.94
Custodian fwvars S 13,00 JKELLY Svcs $ 11.97 |EXPRESS Emp | § 12.33
Data Entry Operator2 FWVARF 5 14,05 JKELLY Swcs $ 12,50 [SAUNDERS $ 12,63
Executive Secretary ~JWVARF S 16.85 |EXPRESS Emp | 5 14,61 JKELLY Sves $ 14.62
Groundskeeper [WVARF 13.00 JKELLY Svcs $ 12.23 [EXPRESSEmp [[$ 12.33
Health Service Worker ARF $  14.05 [EXPRESSEmp I $ 14.04 [22nd CENTURY ] 5 16.03
Laboratroy Assistant 3 EXPRESS Emp [$  12.33 [22nd CENTURY | $ 12.65 [MANPOWER |5 13.88
Laborer ARF S 13.00 JKELLY Svcs $ 11.34 JEXPRESS Emp | 5 12.33
Mall Runner JWVARF § 12,65 JKELLY Svcs $ 11.34 J[SAUNDERS $ 11.95
Office Assistant 2 ARF $  13.49 JKELLY Svcs $ 11.34 [SAUNDERS $ 12.09
Office Assistant 3 ARF $ 1490 JKELLY Sves $ 11.97 [SAUNDERS $ 12,45
Painter ARF §  14.05 [22nd CENTURY ] 5 12.58 JADECCO $ 12,64
Paralegal EXPRESS Emp |'$ _ 14.32 J220d CENTURY | $ 17.97 JKELLY Sves $ 18.27
Parking Attendant ARF $  13.00 [KELLY Sves $ 11.34 JEXPRESSEmp | 5 1233
Word Processor ﬁvw«nr § 13,49 JKELLY Svcs $ 11.82 JSAUNDERS $ 1236
7
CONTRACTS T
OMA 0212 0212 TEMP16A WVARF AL
|cma 0212 0212 TEMP16B  KELLY SVCS ALL
[cMA 0212 6212 TEMP16C EXPRESS EMPLOYMENT PROFESSIONALS ALL
fcma 0212 0212 TEMPI6D SAUNDERS STAFFING ALL
JCMA 0212 6212 TEMP1SE 22nd CENTURY TECHNOLOGIES ALL
EMMIZIZOZI.!EMPISF ADECCO ONLY Mason, Cabelt, Wayne, Logan, Boone, Lincoln, Kanawha, Puinam, Roane, Jackson.
[cMA 0212 0212 TEMP16G MANPOWER OF WV ALL | '

| [ Effective Date:07/15/2016

REGION 2



REGION 3:

TEMP16
SYNOPSIS AWARD LEVELS 1-3 Temporary Staffing Services
Lewts I Upshur | RardolphfPendelton]  Hardy | Grant ] Tempehie I Minerai]  Wiorgan |WW|W'
AWARD LEVEL 1 AWARD LEVEL 2 AWARD LEVELS ] - “1
CLASSIFICATION VENDOR | Rate$ | vewoon | mares| venoor [ matzs
" Accounting Techniclans 7T EETe [EXPRESSEmp | 3 1233 | WELLY v 13 1335
Administrative Services Assistant 1 WVARE__H$ 1545 DPRESSEmp|$ 12.33] KELLYSves [ € 1200
Administrative Services Assistont 2 NVARE_ ¥ 5 1581 ) EXPRESS Emp S 13.18] KELLY Sves ] § 1388
Cook WVARF_ 5 _ 13.00 | EXPRESS Emp 'S 1233 | 220d CENTURY] & 12.54
Custodian WVARF IS 13001 KELLYSves |8 12.57 § EXPRESS Emp 1§ 12.33
Dats Entry Operator2 WVARF 1.05] KElVSws [51260] SAUNDERs | ¢ 127
Execirtiva Secretary WVARE 1S 1686 J EXPRESS Emp | S 1461 ) KeLlySves |5 10.62
GroUmdrkeeper WVARF 13.00) KELLYSvcs §$ 12.23 | EXPRESS Emp B § 1233
Haalth Service Worker WVARE I $  14.05 | EXPRESS Emp § $ 14.04 | 22nd CENTORY] & 13.47
Laboratroy Assistant 3 EXPRESSEMPI S 12.33 Raand CENTURY 'S 12.65 | MANPOWER 1S 1350
Laborer WYARE Y5 _13.00 KELLYSvcs §1134 | EXPRESS Emp | & 12.33
Mail Runner WVARE 1S 12650 KELYSves S 1134] SAUNDERS [ 12.08
Office Assistant 2 WVARF 1349 | KELYSues RS 13.34] SAUNDERS 1§ izon
Office Assistant 3 WVARF_ 15 1490F KELLYSves | € 1257] SAUNDERS | 1250
Painter WVARF_ B S 14.05 [32nd CENTURW § 12.58 ] MANPOWER [ & 1o ox
Paralegal EXPRESSEMP) § 1432 |pond CENTURY] ¢ 17.97] KEWYSwes | § 1827
Parking Attendant WVARF 13.00 § KELLY Sves 'S 1134 | EXPRESS Emp | € 1233
Ward Processor ARy B S 1349] wevsves FSTisa] saUwDeRs 13 2.4
-.—I-.-.------—.-.----—--.—.--h--.------.---‘---.--------_l-I-ﬂ-.--—-----—-—------l.“.---------,---I-----I-
—-—-—-—-—-—-_._-—--------.-.-.-..I--._._-----_I------B—AE?E-_-------------—-----—--II-----'—-—-_----._H-I-H-
CONTRALTS I
0212 0212 TEMPIGA WVARF AlL
JCMA 0212 0212 TEMPT6R _ KELLY services ALL
fCMA 0212 0212 TEMPI6C EXPRESS EMPLOYMENT PROFESSIONALS ALL
[CMA 0212 0212 TEMIP16D_ SAUNDERS STAFFING ALL
0212 0212 TEMPIEE_22nd CENYURY TEGHNOLOGIES ALL
A 0212 TEMPIGG POWER OF WV ONLY _|Lews, Upshur, Randolph, Hampshie, Minersl, Morgen, berkelay, feffarson, Barbo n, Berbour, Tuylor, Prestor,
— | Effective Date: 07/15/2016

Please type or write Legibly



REGION 4:

TEMP16
SYNOPSIS AWARD LEVELS 1-3 Temporary Staffing Services
Braxton| Clay | Nicholas ] Fayette I Raleigh { Wyoming ] _McDowell ] Mercer | Summers |Greenbried Pocahontas | Wesbstar]Monroe} i 1
AWARD LEVEL 1 AWARD LEVEL 2 AWARD LEVEL 3
Classification VENDOR | RATES VENDOR | RATES | VEMDOR | RATES
™™™ Atcounting Technician2 | WVARE 15 1490 ]| EXPRESSEmp | S 12.33 ) KELYoves [ & 15.86]
Administrative Services Assistant 1 WVARF 5 15456 EXPRESSEmp | § 12.33] KELLYSves | § 1260
Administrative Services Asslstant 2 WVARF S  15.81 ] ExPRESSEmp | 13.18] KELLYSwes | 5 13.86
Cook WVARF_ J$ 13.00 | EXPRESS Emp | § 12.33 | 22nd CENTURY] & 12.94
Custodlan WVARF [$  13.00f KELLYSwes [$ 3197 EXPRESSEmp [ & 12.33
Data Entry Operator2 WVARF |$ 1405 KEtLYSwes | S 12.60] SAUNDERS |5 12.63
Executive Secretary WVARF J$ 1686 EXPRESSEmp [ $ 1461] KEUYSws | S 1462
Groundskeeper WVARF |$  1300] KEUYSws | $ 12.23 ] EXPRESSEmp [ $ 12.33
Health Service Worker WVARF §$  14.05] EXPRESS Emp | 5 14.04 | 22nd CENTURY] 5 16.08
Laboratroy Assistant 3 [EXPRESSEmpl §  12.33 | 22nd CENTURY] § 12.65] MANPOWER | §  13.88
Laborer WVARE |5  13.00] KEWYSwcs § S 1134 | EXPRESSEmp [ 12.33
Mail Runner WVARF s 1265] KELLYSwes [$1134] SAUNDERS |5 1195
Office Assistant 2 WVARE 5 13451 XEiLYSves §$ 1134] SAUNDERS |3 12.09
Office Assistant 3 WVARF S  14.90F KELLYSwes ) § 31.87] SAUNDERS [ § 1245
Painter WVARF | 14.05 | 22nd CENTURY] $ 12.58] MANPOWER | § 15.75
Paralegal EXPRESSEmp] & 14.32 | 22nd CENTURY § 17.97] KELLYSves | & 18.27
Parking Atterdant WVARE S 13.00] KELLYSves J S 11.34 ] EXPRESSEmp | § 12.33
Word Processor WVARF B5  13.29] RELYSvcs [ S 11.82] SAUNDERS [ $ 12.36
T T T T T R R T T I T T T T T
I COUNTIES
{CMA 0212 1212 TEMP16A WVYARF ALL
jomA 0212 0212 TEMP16B  KELLY SERVICES ALL
Ycma 0212 0212 TEMPLGC EXPRESS EMPLOYMENT PROFESSIONALS ALL
[cma 0212 0212 TEMP16D  SAUNDERS STAFFING ALL
JcMA 0212 0212 TEMPIGE 22nd CENTURY TECHNOLOGIES ALL
Joma 0212 0212 TEMP16G MANPOWER OF WV ONLY___|Braxton, Clay, Nicholas, Fayetts, Raleigh. _

L

Effective Date: 07/15/2016

REGION 4




TEMP16
TEMPORARY STAFFING SERVICES

VENDOR CONTACT INFORMATION

CMA 0212 0212 TEMP16A (WVARF)

West Virginla Assoclatlon of Rehabilitation Facilitles, Inc.
400 Allen Drive, Suite 100

Charleston, WV 25302

Phone: 304-205-7970 Ext. 207

Fax: 304-205-7915

Contact: Mary Jones

Email: mjones@wvarf.org
CMA 0212 02312 TEMP16B {KELLY SVCS)

Kelly Services, Inc.

5707 MacCorkle Ave. S.E., Suite 385
Charleston, WV 25304

Phone: 304-925-0041 or 304-529-2141
Fax: 304-342-4734

Contact: Vickie Simmons-Delp

Emall: simmowvi@kellyservices.com
CMA 0212 0212 TEMP16C (EXPRESS EMPLOYMENT PROFESSIONALS)

Express Services, Inc. dba Express Employment Professionals
47 RHL Boulevard

South Charleston, Wv 25305

Phone: 304-746-8888

Fax: 304-745-1112

Contact: Tom Wirts

Email: tom.wirts@expresspros.com

CMA 0212 0212 TEMP16D {SAUNDERS ST. AFFING)
Saunders Staffing, Inc.

POB 4211 / 200 North Street

Bluefield, WV 24701

Phone: 304-325-3273

Fax: 304-325-6817

Contact: Connie Saunders

Email:  saundersem@saundersstaffing net




TEMP16
TEMPORARY STAFFING SERVICES

CMA 0212 0212 TEMP16E (22"" CENTURY TECHNOLOGIES}
22™ Century Technologies, Inc.

1 Executive Drive, Suite# 285

Somerset, NJ 08873

Phone: 732-658-4023

Fax: 501-421-3750

Contact: Karolina Plan

Email: Karolina.plan@tscti.com

CMA 0212 0212 TEMP1SF (ADECCO)
Adecco USA, Inc.

1006 Washington St. East
Charleston, WV 25301
Phone: 304-345-8367
Fax: 304-345-8366
Contact: Melinda Brooks

Email: Melinda.brooks@adeccona.com

CMA 0212 0212 TEMP16G (MANPOWER OF WV)
Manpower of WV

503 Pennsylvania Ave.

Charleston, WV 25302

Phone: 304-525-0391

Fax: 304-525-0392

Contact: Becky Howard

Emall: becky.howard@manpower.com



