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Preschool Services Department 
 
 
 

Department Contract Representative  Martha Garcia 

Telephone Number (909) 383-2036 
 
 

Contractor        

Contractor Representative       

Telephone Number       

Contract Term       

Original Contract Amount       

Amendment Amount       

Total Contract Amount       

Cost Center       

 
 

 

IT IS HEREBY AGREED AS FOLLOWS: 
 

WHEREAS, San Bernardino County, hereinafter called the County, desires to obtain the services of Contractor 
under the terms and conditions set forth in this Contract, and 
 
WHEREAS, Contractor has the skills and knowledge necessary to provide Program Generalist (12 month) 
services for the County’s Human Services Preschool Services Department (PSD); and 
  
NOW, THEREFORE, in consideration of mutual covenants and conditions, the parties agree as follows: 

 

 

Contract Number 
      

 
SAP Number 

      

THE INFORMATION IN THIS BOX IS NOT A PART OF THE CONTRACT AND IS FOR COUNTY USE ONLY 
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I. DUTIES AND RESPONSIBILITIES OF CONTRACTOR 1 

Under the direction of the Director of Preschool Services Department or his/her designee Contractor shall 2 

be employed as a Program Generalist with the Preschool Services Department (PSD).  Contractor shall 3 

perform a broad range of duties, including, but not limited to, the following: 4 

A. Interview applicants for Head Start Program services and assist in completion of the prescribed 5 

application upon which eligibility will be determined.  Assess the needs of families through 6 

evaluation and record for further follow-up. 7 

B. Recruit prospective program applicants by canvassing neighborhoods, responding to telephone 8 

calls or posting program information at public sites or locations within an assigned area; obtain 9 

information regarding employment, income, and family financial situations, and documentation 10 

required to substantiate information provided. 11 

C. Explain program guidelines and requirements including financial, attendance, medical and dental 12 

screening, inoculations, and time frames for meeting requirements; follow up with parents as 13 

necessary when requirements have not been met. 14 

D. Compete program application and all related documentation; prepare file containing all 15 

documentation necessary to a child’s enrolment or participation in either the Head Start Program 16 

or subsidized childcare program.  Determine initial and continuing eligibility for Head Start 17 

programs.  18 

E. Visit assigned sites daily and review child records to ensure all required program documents are 19 

on file and current; follow-up on attendance of enrolled children, insuring that attendance meets 20 

program requirements; make home visits as needed to determine reasons for absences; maintain 21 

a waiting list of eligible children, and as vacancies occur enroll new eligible children. Ensure 22 

ineligible enrollees are removed from the program timely, and enrollment status is maintained at 23 

federally mandated levels. 24 

F. Request and accept records and other information from a variety of sources. Input and maintain 25 

data into the various database programs, including the Electronic Recording Keeping System, 26 

post information from various reports and document to appropriate records. Audit and verify 27 

documents and other records for a variety of purposes to include accuracy and consistency. 28 

G. Enter all pertinent information from applications into a computer database; update database 29 

information as necessary, and as status of enrollee’s changes. 30 

H. Prepare monthly child recruitment report, monthly attendance statistics report, and other special 31 

reports as requested and submit to supervisor. 32 

I. Prepare and provide bus schedules for parents of Head Start Program participants and provide 33 

emergency transportation or arrange alternatives as needed. 34 

J. Conduct follow-up on families assessments and schedule personal interviews; develop plans and 35 

strategies with parents to obtain services; make referrals to appropriate services staff when 36 

children or families have special needs; assist families in goal setting; follow-up on family needs 37 

and/or referrals and documents. 38 

K. Establish and maintain direct effective communication channels with families, community, and all 39 

levels of program staff; provide families’ information, link to community and social services 40 

resources; be a resource liaison and advocate for families. 41 

L. Take part in required health/nutrition/dental screenings of enrolled children; contact family and/or 42 

health care professionals as directed by designee; conduct follow-up family visits to assure 43 

treatments are completed. 44 

M. Assist and provide support to Site Supervisors in the organization and maintenance of site parent 45 

policy/center committees; assist in preparing and presenting information to these committees; 46 
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arrange for special presentations/speakers/trainings; provide technical assistance for parent 1 

committee activities. 2 

N. Travel throughout the County is required. 3 

O. Provide vacation, temporary relief, and perform other duties as assigned. 4 

P. Ensure the safety, supervision and well-being of children at PSD sites, complying with all 5 

provisions of Federal and State regulations as outlined in the Head Start Act, Head Start Program 6 

Performance Standards, California Code of Regulations Title 5, Title 22, and all other applicable 7 

regulations. 8 

Q. Maintain confidentiality of all records; adhere to employer policies regarding conduct and 9 

confidential information. 10 

R. Ability to perform all duties in accordance to the Physical Characteristics Inventory (PCI). 11 

II. TERM 12 

This Contract shall be effective _________ and shall automatically renew for the duration of the 13 

assignment annually, subject to the termination provision of this Paragraph. Notwithstanding the foregoing, 14 

either party may terminate this Contract at any time without cause with a fourteen (14) day prior written 15 

notice to the other party.  This Contract may be terminated for just cause immediately by the County.  16 

Contractor shall serve at the pleasure of the appointing authority.   17 

The Director of Preschool Services shall be the appointing authority and shall have the full authority and 18 

discretion to exercise County rights under this paragraph. 19 

Upon the effective date of this Contract, Contractor shall be considered a Contract employee in the 20 

County’s Unclassified Service.  Contractor shall receive only the benefits and compensation specifically 21 

outlined in the PSD Non-Supervisory Unit Memorandum of Understanding.  This Contract provides for the 22 

full compensation to Contractor for services required hereunder.  If Contractor is a current Contract 23 

employee, this Contract replaces and continues Contractor’s employment. 24 

III. GENERAL PROVISIONS 25 

A. If the services to be performed under this Agreement require Contractor to drive a vehicle, 26 

Contractor must possess a valid California Driver License at all times during the performance of this 27 

Agreement.  Contractor agrees to allow County to obtain a Department of Motor Vehicles report of 28 

Contractor's driving record. 29 

1. In order for Contractor to be able to use a private vehicle during the performance of this 30 

Agreement, Contractor shall be covered by vehicle liability insurance at least equal to the 31 

minimum requirements of the California Vehicle Code.  Such requirements currently are: 32 

a. Fifteen thousand dollars ($15,000) for single injury or death; 33 

b. Thirty thousand dollars ($30,000) for multiple injury or death; and 34 

c. Five thousand dollars ($5,000) for property damage. 35 

B. Unless currently employed by the County, Contractor shall submit evidence of eligibility to work in 36 

the United States and verification of identity within three (3) working days of the effective date of 37 

this Contract. Unless currently employed by the County, Contractor shall submit to and successfully 38 

complete a pre-employment medical examination through the County's Center for Employee Health 39 

and Wellness, which includes screening for tuberculosis and drugs before employment 40 

commences.  Contractor shall obtain a fingerprint clearance or exemption and a background check 41 

performed in accordance to Preschool Services policies and regulations as a contingency of 42 

employment. 43 
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C. Contractor must maintain and show proof of current license and/or certificate required for this 1 

position. 2 

D. If Contractor was a County Contractor immediately prior to entering into this Contract (without 3 

separation from County employment) then execution of this Contract shall not result in separation in 4 

County employment.  Contractor shall carry forward Holiday, Vacation, Sick Leave and 5 

Compensating Time balances. 6 

E. In the event this Contract is terminated for the purpose of making Contractor a regular County 7 

employee, the employee shall be provided a new date of hire.  Eligibility for benefits including but 8 

not limited to retirement system contributions, health benefits, leave accrual rates, and step 9 

advancements shall be based upon the provisions of the applicable Memorandum of Understanding 10 

(MOU) and/or Ordinance in effect at the time Contractor is made a regular County employee.  11 

Seniority shall be determined by the effective date of the most recent date of hire in a regular 12 

position or as otherwise provided in the MOU.  Prior to Contractor attaining regular status, County 13 

shall automatically cash out for Contractor any unused leave accrual balances (of those types of 14 

leave that are eligible for cash out) in accordance with Section III of this Contract, unless the 15 

balances are maintained and carried over with the consent and at the sole discretion of the 16 

receiving County department. 17 

F. If Contractor is currently a regular County Employee, Contractor shall be provided a new date of hire 18 

upon execution of this Contract.  Contractor shall not maintain nor carry forward any leave balances 19 

accrued during prior County employment. 20 

G. As provided in the PSD Non-Supervisory Unit Memorandum of Understanding, Contractor will not 21 

attain regular status in this position, and as an unclassified employee, will not be afforded certain rights 22 

under the San Bernardino County Personnel Rules.  Contractor shall adhere to the County’s and 23 

department’s standards of employee conduct, including all applicable rules, policies, and regulations.  24 

Violation of applicable standards may result in Contract termination or lesser penalties. 25 

H. Government code section 53243.2 requires the following provision to be included in this Contract:  If 26 

this Contract is terminated, any cash settlement related to the termination that Contractor may receive 27 

from the County shall be fully reimbursed to the County if Contractor is convicted of a crime involving 28 

an abuse of his or her office or position, as defined in Section 43243.4. 29 

IV. CONFLICT OF INTEREST 30 

As a condition of employment, the Contractor does hereby agree to follow and uphold the Conflict of Interest 31 

policy of the County’s Personnel Rules as follows: 32 

“No official or employee shall engage in any business or transaction or shall have a financial or other personal 33 

interest or association, which is in conflict with the proper discharge of official duties or would tend to impair 34 

independence of judgment or action in the performance of official duties.  Personal as distinguished from 35 

financial interest includes an interest arising from blood or marriage relationships, or close business, personal 36 

or political associations.  This section shall not serve to prohibit independent acts or other forms of enterprise 37 

during those hours not covered by active County employment providing such acts do not constitute a conflict 38 

of interest as defined herein.  Contractor is also subject to applicable provisions of the California Government 39 

Code, including but not limited to Sections 1090, 1126, 87100, and/or any other conflict of interest code, policy 40 

or rule applicable to County employment.” 41 
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V. CONCLUSION 

This Contract, consisting of six (6) pages, and the provisions of the PSD Non-Supervisory Unit MOU, is the 
full and complete document describing services regarding the Contractor’s rights and obligations of the 
parties, including all covenants, conditions, and benefits.  

This Contract may be executed in any number of counterparts, each of which so executed shall be deemed 
to be an original, and such counterparts shall together constitute one and the same Contract. The parties 
shall be entitled to sign and transmit an electronic signature of this Contract (whether by facsimile, PDF or 
other email transmission), which signature shall be binding on the party whose name is contained therein. 
Each party providing an electronic signature agrees to promptly execute and deliver to the other party an 
original signed Contract upon request. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
SAN BERNARDINO COUNTY  
  

  ________________________________________ By ______________________________________ 
Director of Preschool Services Department  (Authorized signature - sign in blue ink) 

 
Dated: ____________________________________ Name _                                                      _____ 
   (Print or type name of person signing contract) 

 
 Title    _                                                       _____ 
  (Print or Type) 

  Dated: _                                                      _____ 
  
  Address___________________________________ 
 
 


