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General Principles Guiding the Policy and Procedure Development for the First 5 Alpine County Commission  
The First 5 Alpine Commission operates as a separate agency independent of the County of Alpine, with authority over the strategic plan and the local Children and Families Trust Fund.   The Alpine County Children and Families Trust Fund is held by the Alpine County Treasurer and is administered by Alpine County Superintendent of Schools as it’s fiscal agent. The Commission undergoes an annual outside financial audit.  The guidelines for the fiscal activities of First 5 Alpine are based on generally accepted accounting principles for governmental funded organizations.  

First 5 Alpine contracts with the Alpine County Office of Education (ACOE) to act as the fiscal agent for the First 5 Alpine Commission, and to employ the Executive Director to the Commission per the Memorandum of Understanding currently in effect. All Commission personnel and administrative services contracted to ACOE by the Commission are subject to all policies and procedures as outlined in the Alpine County Unified School District Board Policies unless specified under the Commission’s Bylaws. 
The specific policies and procedures set forth in this manual, and adopted by the First 5 Alpine Commission, clarify how the Commission will operate with respect to specific activities addressed in the guiding state legislation, Health and Safety Code Section 130100-130155.  For the purpose of this manual, “First 5” or “Commission” shall refer to the First 5 Alpine Commission; “State” shall refer to the California Children and Families Commission; and “ACOE” shall refer to the Alpine County Office of Education.

Guiding principles for the development of specific Commission policies and procedures are:

1.
Comply with the guiding legislation at the state and local level.

2.         Safeguard the First 5 Alpine Commission assets.

3.
Choose the procedure that develops a strong internal control.

4.
Provide adequate documentation for transactions.

5.
Provide for accuracy by self-checking and by using a review process.

6.
Maintain timely and accurate records.

7.
Provide relevant data for ongoing decision-making.

This Policy and Procedure Manual may be amended at any regularly noticed Commission meeting, after a public hearing, upon majority vote of the membership.

SECTION 1:  ACCOUNTING AND BUDGETING

1.  Incoming Checks and Cash
The purpose of this section is to describe how Commission staff will provide for adequate internal control of incoming checks and cash.


Receiving State Commission Disbursements:

Revenue received for the operation of the Commission is initiated and submitted from the State Children and Families Commission on a monthly basis, based on Proposition 10 tobacco tax funds collected by the State Board of Equalization.  The revenue allocated and transferred to the Commission is based on the percentage of Alpine County live births to State live births. The funds are remitted directly to the Alpine County Treasurer’s/Auditor’s Office and are transferred at the end of each month to ACOE where they are placed in the Alpine County Children and Families Trust Fund.

The State submits a Disbursement to Counties by Month report which reflects births for the most current year for which data is available, and the percentage applicable to the County. Because the tax revenue is minimal, the County also receives a base amount to total $200,000. The revenue remitted by the State is reviewed by Commission staff each month to determine the reasonableness of the revenue.

1. Incoming state disbursement checks are deposited with the Alpine County Treasurer’s/Auditor’s Office.

1. General Ledger reports documenting all deposits are forwarded to Commission staff on a monthly basis from the ACOE.


Receiving Cash or Checks from other Entities:

1. The authorized persons to accept incoming cash or checks shall be the Executive Director or the ACOE Business Manager.  Cash or checks received directly by Commission staff are to be recorded in a consecutively numbered receipt book.  A receipt is provided to the payer.  If cash is received, it must be deposited with the ACOE within 24 hours of receipt.  If checks are received, every reasonable effort shall be made to deposit them with the ACOE within 5 working days of receipt.  The deposits shall be made in conformance with the standard operating procedures of the ACOE.  

2. In the event that cash or checks are held by the Commission staff overnight, they will be stored in a locked place until they are ready for delivery to the ACOE.
3. Commission staff receive General Ledger reports monthly from the ACOE, with all revenues recorded.  These reports will be reconciled with internal records and made available for audits as necessary.

2.  Procedure for Processing Claims, Invoices, & Payments:


 Verification and Authorization

There shall be different procedures for verifying claims and authorizing payments for various Commission transactions.  The table below details these different procedures. 

	Type of Service or Invoice
	Person Preparing Claim (warrant request)
	Person verifying expenditure and authorizing payment
	Back up documentation required 

	Office-related or meeting-related expenses
	Executive Director or ACOE Business Manager
	For expenses incurred by the Executive Director, the Commission Chair shall authorize payment.  For all others, the Executive Director* shall authorize payment.
	Original Invoice

	Payment for professional services to Commission


	Executive Director or ACOE Business Manager
	Executive Director*
	Original Invoice

	Payment for travel and training expenses


	Executive Director, Commissioners, or ACOE Business Manager

	For expenses incurred by the Executive Director and/or the Commission Chair, the Commission shall authorize payment.  For all others, the Executive Director* shall authorize payment.
	First 5 Travel Claim Forms as appropriate (equivalent to ACOE claim forms) and agendas, registration documents, and all receipts.

	Payments to Contractors
	Executive Director or ACOE Business Manager
	Commission
	Expense Report from Contractor, and Original Invoice, signed by Executive Director.

(Contractor narrative and expense reports are reviewed prior to releasing payments.)


*In the event that the Executive Director is not available to process claims in a timely manner, the Commission Chair may verify and authorize fund release, as long as the payments are consistent with the budgeted amount for that line item. 


Accounts Payable Claims (Warrants) for External Vendors/Contractors 

Vendor/Contractor expense and narrative reports are received by the Executive Director.   Where documentation is complete, the claims are processed (with originals of complete documentation attached) for forwarding to the ACOE Business Manager’s office within five working days.  Before payment is authorized, the Executive Director, or other Commission designee, verifies that the service and/or product was received and approves the line-item from which payment should be made.  A claim (warrant request) is prepared along with the original invoice, the information is verified as correct, and signed by the Executive Director or Commission Chair, as appropriate, and delivered to the ACOE Business Manager’s Office.  A copy for internal record keeping, along with a copy of the invoice, is filed in the Commission’s financial records by project type and fiscal year. A copy of the claim, along with a copy of the invoice, is placed in the vendor/contractor file.  The original claim, invoice, all backup documentation, and warrant copies will be filed in the ACOE files for annual external auditor’s review.


Procedure for Processing Returned or Unused Checks

Commission staff will return checks to the ACOE Business Manager’s office, in accordance with their policies for returned checks. 


Monitoring of Expenditures

Commission staff reconcile the monthly General Ledger and Project reports from the ACOE Business Manager’s office with internal records and ensures they are available for audits as necessary.  All necessary adjustments and corrections are requested through written correspondence to the ACOE Business Manager’s office, including the rationale for the requested change, and authorized by the Executive Director.


General Ledger and Project Reports

The general ledger is the basis for financial record keeping.

1. General Ledger reports are prepared by the Alpine County Office of Education and forwarded to the Commission’s Executive Director to provide monthly reporting and for the yearly audit report.  

2. The Executive Director reviews ACOE reports monthly and provides written notification to the Alpine County Office of Education of any corrections or problems.

3. The Executive Director is responsible for working with the Alpine County Office of Education to set up a system of coding projects/programs within the Alpine County Children and Families Trust Fund which will allow an outside auditor to meet the legislative requirements for audit reporting to the State Commission.  The Executive Director reviews the system annually and adjusts, as necessary, to most effectively meet State requirements. 

4. The Executive Director will provide to the Commission at their regular meeting, income and expense summary reports that reflect the figures found in the county reports.  This report details expenditure and revenue categories, as well as fund balance and fund commitments, in a format consistent with Commission funding practices. 


Petty Cash Disbursements

First 5 Alpine County does not have a petty cash fund.  


Insurance Premiums and Allocation of Expenditures

The Commission will maintain insurance coverage for Liability, Directors and Officers Errors and Omissions, and Property.  Individuals who use their personal automobiles for Commission business must maintain individual policies.

3. Budgeting 


Annual Budget

The Commission adopts an annual budget, in accordance with the strategic plan, prior to each fiscal year, at a regularly noticed public meeting.  This budget serves as the Commission’s commitment of resources for the current budget period, and is used to monitor expenses and revenues throughout the fiscal year.  The budget clearly defines administrative, evaluation and program costs.  The Executive Director is responsible for providing the Commission with a monthly financial report which compares actual expenditures against the budget.


Long-Term Financial Plan

The Commission will develop a long-term (3-5 year) financial plan.  The plan will assess the long-term financial implications of current and proposed policies, programs, and assumptions. It will provide a long-term view of how resources will be allocated to the objectives in the strategic plan.  The plan will be reviewed and updated every year in concert with budget preparation.

SECTION 2:  CONTRACTING & PROCUREMENT

General Information


The purpose of this Chapter is to implement contracting and procurement policies for the Commission that are consistent with state law and which ensure that any contracts approved by the Commission are consistent with the Commission’s strategic plan.  This chapter is not intended to conflict with applicable provisions of state law and shall be interpreted as supplementary thereto.

Procurement

1. The term “procurement” for purposes of these policies refers to any purchase of goods or services for which no formal, written contract is customary or necessary in the ordinary course of business.  Any purchase for which a formal, written contract is required shall be governed by the contracting policies described below. 

2. The Executive Director has the authority to procure goods or services required by the Commission for its administrative functions and operations, without prior approval by the Commission, in an amount not to exceed $1,000, if the purchase is consistent with the approved budget and strategic plan.  The Commission Chair has the same authority identified above, for the amount of $1,500.  Examples of such administrative goods and services include but are not limited to office supplies and equipment, utilities, subscriptions, travel expenses related to Commission business.  Additional policies and procedures specifically related to travel expenses are discussed below under Travel Policies and Procedures.

3. Procurement of goods or services by the Executive Director in excess of $1,000 or the Commission Chair in excess of $1,500 must be approved by the Commission, either through pre-approval or ratification of the purchase.

4. Unless otherwise directed by the Commission, the Executive Director shall be responsible for investigating, soliciting, or otherwise identifying purchase options, through whatever means appear reasonable and appropriate to the Executive Director under the circumstances, in order to facilitate purchases at the most favorable price available consistent with efficient operations.  Some such items may be available through the ACOE or the County at the direct cost of those entities, and the Commission may find that such costs are generally below those available to the general public due to the procurement practices and high-volume purchasing of those larger governmental entities.  Accordingly, for items available at cost from ACOE or the County the appropriate documentation shall be submitted to that governmental entity, and no further investigative or soliciting activities shall be required.  With respect to goods or services that are not available from ACOE or the County but which are readily available in the marketplace, the Executive Director should generally consider obtaining quotes or prices from multiple vendors. The use of local businesses is encouraged as a source of supplies and services, unless such use results in unreasonable costs or delays. 
5. Before authorizing any proposed purchase, the Executive Director (or Commission, if applicable) shall first consider and determine the following: (1) whether the proposed purchase is consistent with the Commission’s strategic plan and (2) whether the proposed purchase is consistent with the Commission’s approved budget and (3) whether the proposed purchase is deemed “ordinary and necessary” in the course of doing business.  The findings of the Executive Director (or Commission, if applicable) regarding said considerations shall be documented for Commission records.  

6. Authority to sign documents authorizing payment for procurement is governed by a specific policy, set forth below in Section 3, entitled “Authorizing Signature.”

Contracting 
1. The following policies shall apply to all formal, written Commission contracts (which shall be deemed to include any grant awarded by the Commission) and no such contract shall be approved or entered into except in conformity with these policies.  Any expenditure not governed by the procurement policies discussed above shall be deemed to be governed by these contracting policies.  

2. Only the Commission may approve a formal, written contract, regardless of the dollar amount.  The Commission may, however, authorize the Director to sign and administer any contract that it has approved.
3. Before entering into any contract, or soliciting any proposal related thereto, the Commission shall first determine whether the subject matter of the proposed contract is consistent with the Commission’s strategic plan and also with the Commission’s approved budget.  Any determination or finding of consistency shall be made by a majority vote of the Commission and shall be reflected in the Commission’s minutes.  If a proposed contract is found not to be consistent, then the Commission shall take no further action with respect to the contract unless or until it is revised and submitted again to the Commission for reconsideration as to consistency.
4. Assuming the subject matter of a proposed contract has been found consistent with the Commission’s strategic plan, as described above, the Commission shall then determine in its sole discretion whether to use competitive bidding, issue a request for proposals, or directly negotiate with a potential contractor.  The Commission shall make its determination based on a totality of the circumstances, including but not limited to any of the following factors: price or cost of services; desired quality; availability of potential contractors; nature of the work; urgency; special pricing opportunities; standardization; reputation, competence, and other qualifications of potential contractors; convenience; and efficiency.  Any contracting process used by the Commission in a given circumstance shall not obligate the Commission to use that same process in the future.  The specific details of any process involving formal competitive bidding or requests for proposals in a given circumstance shall be retained in a written document adopted by the Commission and made available to interested parties.  The Commission shall determine the manner and extent to which notice of said process is provided to the public and potential contractors. 

5. The Executive Director shall carry out the direction of the Commission with respect to the solicitation, drafting, negotiation, or other preparation of proposed contracts. In the event that the Commission elects to utilize a formal competitive process with sealed bids whereby the Commission intends to award a contract to the lowest responsible bidder, any bids timely submitted shall be opened and read aloud at a public meeting of the Commission.  The Commission may reject any and all bids.

6. When the Commission states its intent to award funds in response to a specific proposal, the Executive Director shall work with the proposer to develop a contract that clearly defines the specific project activities, service benchmarks, budget, and outcome evaluation plan (with a clear link to the most recently updated strategic plan), as well as other contract elements that are part of every Commission contract and are consistent with Alpine County professional services contract language.

7. Any proposed contract shall be approved as to form by legal counsel.  Any approved contract may be signed by the Commission Chair or the Executive Director, as determined by the Commission.

8. Authority to sign documents authorizing payment pursuant to contracts is governed by a specific policy, set forth below, in Section 3 entitled “Authorizing Signature.”

Contract Compliance, Renewal, And Carry-Over Of Funds

1. Contractors submit quarterly progress reports and financial reports, in a format designated by the Executive Director, which aligns with the stipulations in their contracts.  The Executive Director reviews these reports for contract compliance in services and expenditures, and authorizes release of funds if there is evidence of compliance.  If questions of compliance arise, the Executive Director contacts the contractor to get clarity on these questions.  In general, payment is authorized if the contractor is demonstrating a good faith effort toward contract compliance.  However, the Executive Director is expected to work concurrently with the contractor to explore alternative service strategies or to consider a contract amendment, if there is evidence of ongoing difficulty in contract compliance. All these issues must be brought before the Commission.  

2. Payment is made on a reimbursement basis. Advance payments may be requested prior to the commencement of work, and should do so in writing specifying why the advancement of funds are needed. A cash advance payment shall not exceed 50 percent of the maximum amount allowed under the contract. Additional funds should not be released until 75 percent of previously released funds have been expended. If at the end of the contract period the provider has not utilized any portion of the funds advanced, the provider shall return the amount to the commission. If the amount is not returned, the commission can withhold funds from the subsequent year’s contract. All requests for advance funding are subject to approval of the Commission. 

3. The Commission has the authority to extend the timeline of contracts beyond their ending date, or to renew them, based on consideration of: (1) the community need for the uninterrupted continuation of those specific services, in relation to the strategic plan; and (2) the unliklihood of another service provider in the community participating in a full competetive bid for continuation of those services.

4. In compliance with Chapter 2 (commencing with section 2000) of Part 1 of Division 2 of  the Public Contract Code; the Commission is permitted to award contracts that meet the goals regarding minority owned businesses, women-owned business, disabled veteran-owned business, and small businesses, but they must do so according to rules set out in the noted chapter.


     In Compliance with Section 3410 of the Public Contracts Code; the commission is         

                 required to give preference to United States-grown produce and United States –

                 procssed foods when there is a choice and it is economically feasible to do so. The 

                 commision will make the determination what is “economically feasible,” considering 

                 the total cost, quanity, and the quality of the food and the budget.


      In compliance with Chapter 3.5 (commencing with Section 22150) Part 3 of Division 2 

                 of the Public Contract Code the; the commission is required to purchase recycled 

                 products , whenever recycled products are available at the same or lesser total cost 


      than the non-recycled items. The Commission may give preference to suppliers of 

                 recylced products and may define the amount of this preference. 
Travel Policy And Procedures

Commission staff and Commissioners shall be eligible to have approved travel costs covered or reimbursed by the Commission.  These shall include the cost of travel, lodging, meals and incidental travel costs, as well as the cost of training registration costs.

1. Travel will be reimbursed to Commissioners for travel to attend State Commission meetings, State Association meetings, Commission conferences, and to attend meetings relevant to First 5 Alpine business.

2. All mileage reimbursements must be approved by the Commission prior to payment.

3. The Commission will abide by the ACOE  travel policies

4. Commission staff:  As all Commission staff are currently ACOE employees, all staff will abide by ACOE travel policies.

5. When it is cost effective for Commission staff or Commissioners to use a rental vehicle, a vehicle will be paid by the Commission prior to the day of travel or reimbursed after proper documentation has been submitted to the ACOE business office.   

SECTION 3:  AUTHORIZING SIGNATURE 

Policies and Procedures: 

The Commission Chair and Executive Director are authorized to sign official Commission documents, such as invoices, letters and reports to the State Commission, letters to contractors, and other documents, as detailed below.  The Commission Chair becomes authorized to sign documents as a condition of assuming this office. The Executive Director is responsible to ensure that all documents signed on behalf of the Commission bear an authorized signature.

General Guidelines

In order to facilitate smooth business operation, the Executive Director shall serve as the primary signatory on all documents, acting within the restrictions described below, or unless the document designates a specific signature, such as the Commission Chair.

All signatures on warrant requests, invoices, or any other document that results in a transfer of funds from the Alpine County Children and Families Trust Fund shall be undertaken only if the expenditure in question has been approved by an action of the Commission or is logically and clearly connected to a budget line item which has been approved by the Commission.  The budget, in turn, is adopted each year in conformance with the Commission’s strategic plan.

 Commission Chair and Vice Chair

The Commission Chair has authority to sign all official documents, if they are consistent with the Commission’s strategic plan and approved budget, with the exception of authorization for reimbursement for travel expenses for her or himself.  Either the Executive Director or the Commission Vice-Chair/Secretary should authorize these claims.  In the Chair’s absence, the Vice-Chair/Secretary has the authority to sign the documents listed above.

Executive Director

The Executive Director has authority to sign all official documents that are consistent with the strategic plan and the approved budget, with the exception of contracts and any invoices for contract payment or travel expense reimbursement claim for herself/himself. These invoices and claims should be authorized by either the Commission Chair or Vice Chair.

SECTION 4:  ADMINISTRATIVE, PROGRAM, and EVALUATION COSTS 

Limit on the Percentage of the Annual Operating Budget That May Be Spent On Administrative Functions

The percentage of administrative costs that may be spent on administrative functions, as defined below, in a fiscal year, shall be no more than 28%.

The First 5 California Children and Families Commission awards Alpine County and other small population counties a yearly administrative/operations augmentation. The current state augmentations reflect recognition, at the state level, that small counties struggle with economy of scale issues in ensuring that the responsibilities associated with fulfilling the legislative requirements of Proposition 10 are met in a timely and professional fashion.

Definitions, Coding, and Monitoring of Administrative, Program and Evaluation Costs:

Definition of Administrative Costs and Function:   

The Commission shall use the most recent definition in the First 5 Financial Management Guide to define administrative functions.  This definition will be consistent with the guidelines issued by the First 5 California Children and Families Commission.   At the time of this policy development and adoption, these guidelines state: 

Administrative costs are defined as costs incurred in support of the general management and administration of a First 5 Commission, for a common or joint purpose that benefits more than one cost objective (other than evaluation activities), and/or those costs not readily assignable to a specifically benefited cost objective.

 Administrative costs support a county commission’s basic mission rather than specific program goals.

 Staff costs may be assigned to program costs, as long as that time is limited to actual time spent on program-specific activities.

 Administrative costs do not include evaluation costs for funded programs.

 Typical administrative costs are for, but not limited to, the following functions: 

1. General accounting and financial reporting 

2. Local annual reporting activities (separate from evaluation activities for state        reporting; includes public hearing requirements, etc.)

3. Financial planning

4. Commission or Association meetings/travel

5. Payroll/Benefits

6. Human resource services

7. Legal services/Consulting

8. Contract Compliance  (for contracts benefiting more than one cost objective, such as vendors and administrative contracts; grantee contract compliance is a program cost)

9.  Audit

10. Strategic planning 

11. Procurement

12. Rent

13. Maintenance

14. Utilities

15. Insurance

16. Cleaning/Janitorial

The Commission shall adhere to this definition in its budgeting, accounting and financial reporting processes.  Where there is a question of interpretation of how specific activities shall be coded, the  definition of administrative costs benefiting more than one cost objective, or not being readily assignable to one cost objective will serve as the determining definition.

Definition of Program Costs and Function:   

The Commission shall use the most recent guidelines issued in the First 5 Financial Management Guide to define program expenditures.   At the time of this policy development and adoption, these guidelines state: 

Program costs are defined as costs incurred by First 5 commissions readily assignable to a program or service provider (other than for evaluation activities) and/or in the execution of direct service provision. 

At the time of this policy development and adoption, the guidelines delineate the following activities as program costs: 

· Direct services 

· Program outreach and education 

· Program planning 

· Program grants and contracts 

· Program/Provider technical assistance and support 

· Program database management

Definition of Evaluation Costs and Function:   

The Commission shall use the most recent guidelines issued in the First 5 Financial Management Guide to define evaluation expenditures.   At the time of this policy development and adoption, these guidelines state: 

Evaluation costs are costs incurred by First 5 commissions in the evaluation of funded programs based upon their accountability framework and data collection and evaluation for required reporting to state and local stakeholders. 

At the time of this policy development and adoption, the guidelines delineate the following activities as evaluation costs: 

 Evaluation - Includes conducting of focus groups and case studies, state evaluation report production, and presentation. 

 Evaluation technical assistance 

 Evaluation database 

Cost Category delineation for all three cost categories is provided in the table below, for comparison across categories, as presented in the First 5 Financial Management Guide.

	Cost Category Delineation

	Administrative Cost: 

Costs incurred in support of the general management and administration of a First 5 commission, for a common or joint purpose that benefits more than one cost objective (other than evaluation activities), and/or those costs not readily assignable to a specifically benefited cost objective. 
	Program Cost: 

Costs incurred by local First 5 commissions readily assignable to a program, grantee, contractor, or service provider (other than evaluation activities) and/or in the execution of direct service provision. 
	Evaluation Cost: 
Costs incurred by local First 5 commissions in the evaluation of funded programs based upon their accountability framework and data collection and evaluation for required reporting to state and local stakeholders. 

	General accounting/Financial reporting 
	Direct services 
	Evaluation* 

	Local annual reporting activities 
	Program outreach and education 
	Evaluation technical assistance 

	Financial planning 
	Program planning 
	Evaluation database 

	Commission/Association meetings/travel 
	Program Grants and contracts 
	 

	Payroll/Benefits 
	Program/Provider technical assistance and support (formerly Quality Assurance) 
	 

	Human resources services 
	Program database management 
	 

	Legal services/consulting 
	 
	 

	Contract compliance 
	 
	 

	Audit 
	 
	 

	Strategic planning 
	 
	 

	Procurement 
	 
	 

	Rent 
	 
	 

	Maintenance 
	 
	 

	Utilities 
	 
	 

	Insurance 
	 
	 

	Cleaning/Janitorial
	
	

	*Includes conduct of focus groups & case studies, state evaluation report production, and presentation.


Notes
1 Cost objective is a function, contract, grant, or other activity requiring cost data and for which costs are incurred. 

Expenditure Coding for Administrative, Program and Evaluation Costs: 

The Executive Director and the ACOE Business Manager (or designee) will establish, within the accounting and reporting system, a methodology for tracking and reporting on program, administrative, and evaluation costs, in compliance with the definitions adopted above. Financial reporting systems shall be created to differentiate these cost categories so that they will be clearly identifiable to an outside auditor, as well as to the Commission and the public.  

Staff and contractor costs may be assigned to program or evaluation costs, as long as that time is limited to actual time spent on program or evaluation-specific activities and appropriate records are maintained for audit and review purposes. One individual's time may be divided into more than one category, as long as accurate records are maintained. The Executive Director shall use valid methodologies and tools for allocating costs. For a Commission the size of First 5 Alpine, a reasonable and valid methodology will be cost finding (a method for estimating costs based on observation, review of records, and interviews with employees), time studies, or functional timesheets. 
Administrative, Program and Evaluation Cost Monitoring and Reporting: 

The ACOE Business Manager will be responsible for maintaining auditable records to ensure compliance with the administrative cost limit policy.   The Executive Director shall be responsible for presenting to the Commission at regular Commission meetings, a breakdown of administrative, program and evaluation costs. This information will ensure compliance with the administrative cost limit policy, and will also be used to help guide future budgeting decisions.   This information shall also be reported, on an annual basis, to the First 5 California Commission in the annual financial report, which is adopted, by the Commission, at a public hearing.
SECTION 5:  CONFLICT OF INTEREST 

Policies and Procedures:

Commissioners and other “designated employees” shall comply with the Commission’s Conflict-of-Interest Code discussed more fully below, with Government Code section 1090 et seq., and with any other applicable state laws regarding conflicts of interest.  This policy sets forth requirements to ensure that Commissioners and other “designated employees” avoid such conflicts of interest. 

The Commission shall require all new Commissioners and staff to review the Commission’s Conflict-of-Interest Code (“the Code”) and other conflict-of-interest laws and/or to receive specific training regarding conflicts of interest from legal counsel.  The Commission shall require all existing Commissioners and staff to review the Code and conflict of interest laws and/or receive continuing training at least once every two years.  Finally, the Commission shall annually provide all Commissioners and other “designated employees" under the Code with information regarding their options for seeking advice regarding potential conflicts of interest from the Fair Political Practices Commission and/or the Commission’s legal counsel.  The Commission shall encourage all Commissioners and other “designated employees” under the Code to seek advice in any situation where they know or should know that a conflict may exist and to err on the side of caution by abstaining from participating in any decisionmaking, contract, or other activity with respect to which they may have a conflict.  The Executive Director shall report to the Commission any potential conflict of interest that she or he may know or suspect exists regarding any Commissioner or other “designated employee.” 

The Commission’s Conflict-of-Interest Code:  

The Political Reform Act, Government Code Sections 81000 et seq., requires state and local government agencies to adopt and promulgate Conflict of Interest Codes.  The Fair Political Practices Commission has adopted a regulation, 2 Cal. Code of Reg. Section 18730, which contains the terms of a standard Conflict of Interest Code.  It can be incorporated by reference and may be amended by the Fair Political Practices Commission after public notice and hearings to conform to amendments in the Political Reform Act.  Therefore, the terms of 2 Cal. Code of Regs., Section 18730 and any amendments to it duly adopted by the Fair Political Practices Commission are hereby incorporated by reference and constitute the Conflict of Interest Code of the First Five Alpine Commission, which is considered the “agency” within the purview of this Code.  .

With regard to conflict of interest of commission members; the county commission’s policies shall be consistent with: Article 4(commencing with Section 1090) of Chapter 1 of Division 4 of Title 1 of the Government Code; a) a commission is prohibited from entering into a contract or grant that directly relates to services to be provided by a commissioner or an entity the commissioner represents, or the contract or the grant financially benefits a commissioner or the entity he or she represents, and b) The commissioner fails to recuse himself or herself from making, participating in making, or attempting to influence a decision on the grant or grants. 

Article 4.7(commencing with section1125) of Chapter 1 of Division 4 of Title 1 of the Government code; Commissioners and staff are prohibited from engaging in employment of others compensated activities that are inconsistent, incompatible, or in conflict with their duties as commissioners or staff persons for the commission. 

Chapter 7(commencing with Section 87100) of Title 9 of the Government Code; Commissioners are prohibited from making, participating in making, or in anyway attempting to use their official position to influence a governmental decision in which they have a financial interest. Commissioners are required to file disclosure statements upon becoming a commissioner and annually thereafter.   

Statements of Economic Interest; Filing Officer:

Designated employees shall file Statements of Economic Interests with the Vice Chair/Secretary of the First 5 Alpine Commission, who shall be and perform the duties of Filing Officer for the Commission.

List of Designated Employees

Job Title                                                               Disclosure Category

Commissioner                                                                 
1

Staff                                                                 

1

Legal Counsel                                                                 
1

Consultant






1*

*Legal Counsel may determine in writing that a particular consultant, although a “designated employee”, is hired to perform a range of duties that is limited in scope and thus is not required to fully comply with the disclosure requirements described above.  Such written determination shall include a description of the consultant’s duties and, based upon that description, a statement of the extent of disclosure requirements.  The Commission Legal Counsel’s determination is a public record and shall be retained for public inspection in the same manner and location as this Conflict of Interest Code.

Job Title Definitions:

“Commissioner” means a member of the First Five Alpine Commission.

“Staff” means any employee of the Commission, who makes or participates in the making of Commission decisions.

“Legal Counsel” means the Alpine County Counsel and/or such other legal counsel as the Commission may choose to utilize.

“Consultant” means any individual or entity meeting the definition of consultant promulgated in regulations of the Fair Political Practices Commission.

SECTION 6:  SALARIES AND BENEFITS 

Current Policy and Procedures:

At the time these policies are adopted, the Commission does not have any employees of its own and therefore does not establish salaries and benefits.  Rather, all staff support services are provided under contract with the Alpine County Superintendent of Schools.  For more details, refer to the agreement between the Alpine County Superintendent of Schools and the Alpine County Children and Families Commission for the provision of administrative support services.  The Alpine County Superintendent of Schools consults with the Commission regarding selection of the ACOE employee who serves as Executive Director, and compensation of that employee, as well as any other ACOE employees providing services to the Commission.   

Future Policy and Procedures:

Notwithstanding the foregoing, in the event that the Commission ever were to employ its own staff in the future, the Commission does hereby state its intention to establish the salary and benefits of such employees without meeting and conferring or otherwise bargaining with said employees, unless or until it were required to do so by state law.  The Commission further declares that it would base such determinations, in its sole discretion, on a variety of factors including but not limited to the following: salaries and benefits of First 5 employees in other counties deemed comparable by the Commission; ability to recruit and retain qualified employees; demands of the position; and the demonstrated competence and qualifications of employees or candidates for employment.  Any final determinations would be made in open session during a public meeting of the Commission, but the Commission reserves the right to hold preliminary discussions regarding salaries and benefits in closed session to the extent permitted by the Ralph M. Brown Act and any other applicable state law.  

SECTION 7:  ADHERENCE TO THE COUNTY ORDINANCE 

Policies and Procedures:

The Alpine County Children and Families Commission was established by Chapter 8.09 of the Alpine County Code, entitled Alpine County Children and Families Commission, originally adopted by the Alpine County Board of Supervisors on January 5, 1999, pursuant to paragraph (1) of subdivision (a) of Section 130140 of the California Health and Safety Code.  It was amended on June 7, 2005 to clarify its legal status and to rename the Commission “First 5 Alpine Commission” (hereinafter “the County Ordinance”). It is the policy and practice of the Commission to strictly adhere to the County Ordinance.  

To ensure such adherence, the Commission shall provide all new Commissioners with a copy of the then current County Ordinance and advise them of the Commission’s obligation, policy, and practice to adhere to the Ordinance. The Executive Director shall be responsible for ongoing monitoring of adherence to the Ordinance throughout the year and shall immediately report to the Commission any aspect of Commission operations that may not adhere. The Executive Director shall also annually review the County Ordinance, in consultation with legal counsel, to determine whether any amendments to the County Ordinance are necessary or desirable in order to comply with or better effectuate changes in legislation or local Commission practices.  The Executive Director shall inform the Commission of any recommended changes and shall work with legal counsel to bring forward revisions for consideration by the Alpine County Board of Supervisors.  The Commission shall also formally review and verify the Commission’s adherence to the then current County Ordinance at least once each year as part of a public meeting and its findings shall be reflected in the minutes of that meeting. 

Adopted by the First 5 Alpine Commission on June 26, 2006.

Revised by the First 5 Alpine Commission on April 2, 2007.

Revised by the First 5 Alpine Commission on October 8 2007.
June 2006
April 2,2007

October 8,2007
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