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DATE: August 28, 2020                                                                       NUMBER:  WDP D20-17

LA COUNTY CARES PANDEMIC RELIEF EMPLOYMENT PROGRAM (PREP) 
POLICY AND PROCEDURES 

EXECUTIVE SUMMARY 

This directive provides guidance regarding the requirements for LA County Cares – 
Pandemic Relief Employment Program (PREP). PREP is a temporary transitional 
subsidized employment program for individuals whose employment has been adversely 
impacted by the Coronavirus pandemic. This effort will not only ease financial burdens 
caused by job loss but will also relieve County Disaster Services Workers from these 
essential efforts. 

REFERENCES 

•  Coronavirus Aid, Relief, and Economic Security (CARES) Act (Public Law 116-
136) 

•  Workforce Innovation and Opportunity Act (WIOA) (Public Law 113-128) 
•  Veterans Benefits, Health Care, and Information Technology Act of 2006 

(Public Law 109-461), Jobs for Veterans Act (JVA) of 2002 (Public Law 107-
288), Title 38 United States Code (U.S.C.) Sections 101(2), 4213, and 4215(a), 
and Chapters 11, 13, 15, 30-31, 33, and 35-36 

•  601(d) of the Social Security Act, as amended, (42 U.S.C. 801(d) 
•  2 USC 18001 Patient Protection and Affordable Care Act 
•  Title 20 Code of Federal Regulations (CFR) Part 1010: 680, 681, 683 
•  CA Labor Code, Section 246(b), (c), (d), and (g) 
•  LA County WDACS WDP D19-37 CalJOBS Activity Codes 
•  LA County WDACS WDP D18-13 CalJOBS Document Imaging and Scanning 
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BACKGROUND 

In response to the public health emergency caused by the Coronavirus Disease 2019 
(COVID-19), the U.S. Congress passed the Coronavirus Aid, Relief, and Economic 
Security Act on March 27th, 2020. A portion of the funds released through this Act has 
been earmarked for a workforce program targeting County residents whose 
employment has been adversely affected by the pandemic to assist with County’s 
COVID-19 relief efforts while receiving wages and supportive services.  

PREP places individuals into transitional employment assignments, such as assisting 
with housing the homeless, providing food to those in need, contact tracing and other 
humanitarian efforts. Supportive Services will be provided to the participants to ensure 
their success throughout program participation. 

POLICY AND PROCEDURES 

PREP will run from September 2020 through December 2020 providing full-time 
transitional jobs through three (3) primary components. Each component will be 
assigned to a dedicated AJCC operator. Tracking and reporting of PREP will be done 
through CalJOBS, using local grant code LAO983, maximizing reporting capability 
outputs through PowerBI dashboards and Cognos reports. The 3 components are as 
follows:  

1. Project RoomKey (East San Gabriel Valley AJCC) 
2. Contact Tracing (Antelope Valley AJCC) 
3. Other COVID-19 Efforts (Pomona Valley AJCC) 

a. Disaster Help Center  
b. LA County Community Centers 

AJCCs must assign the appropriate number and level of staff to ensure the delivery of 
the program services and compliance with program requirements and performance 
targets. At a minimum, there shall be one full-time dedicated case manager and a part- 
time payroll staff. Contact information for the assigned staff must be provided to 
WDACS by utilizing the “PREP Contact Information Update Form” (Attachment V) at 
the commencement of the program and within 3 (three) business days of any staff 
changes. The form must be completed and signed by the Executive Director or 
Operations Manager only. 

1. Project RoomKey (PRK) (East San Gabriel Valley Comprehensive AJCC)  

PRK is a collaborative effort by the State, County, and the Los Angeles Homeless 
Services Authority (LAHSA) to secure hotel and motel rooms for vulnerable people 
experiencing homelessness. PRK provides a way for people who do not have a home 
to stay inside to prevent the spread of COVID-19. LC County Cares - PREP will staff 19 
County PRK sites filling essential positions, as well as site leads, with wages starting at 
$18/hr. Work will entail assisting with the monitoring of clients of the site to ensure 
compliance with PRK program rules, policies, and expectations, ensuring the safety of 
clients and security and sanitation of the site, as well as general client support such as 
front desk coverage and other office housekeeping. 
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2. Contact Tracing (Antelope Valley Comprehensive AJCC) 

The Los Angeles County Department of Public Health (DPH) continues ramping up 
contact tracing efforts as cases of COVID-19 increase. As of July 10th, DPH has 
identified 127,358 positive cases of COVID-19 across all areas of LA County. LA County 
Cares - PREP will be helping DPH by providing Contact Tracing Interviewers, Team 
Leaders and Division Leaders to be able to respond to the rising needs in the 
community. Wages vary based on position, starting at $21.65/hour. All work for this 
component will be completed remotely, therefore Supportive Services provided under 
this effort will include provision of computers/laptops, webcams, and internet connection 
to those who do not have adequate access. 

3. Other COVID-19 Humanitarian Efforts (Pomona Valley Comprehensive AJCC)  

Disaster Help Center 
The Disaster Help Center includes a call center, where residents, businesses, and 
organizations can speak to a live person to find the assistance they need. This program 
will provide remotely based staff for the call center, with positions paid at $21.65 per 
hour. 

Los Angeles County Community Centers 
Los Angeles County Community Centers across the region serve as a valuable 
resource for residents in the community. This program will staff workers at sites to help 
with the food distribution programs, as well as other various tasks, such as 
administration and reception. These positions are compensated at $18 per hour. 

Participant Eligibility Criteria   

Individuals eligible for this program must meet the following requirements: 

•  eighteen (18) years of age or older; 

•  legally entitled to work in the United States; 

•  temporarily or permanently laid off because of the COVID-19 pandemic*.  

*To help expedite the eligibility process, self-attestation is  acceptable when other forms 
of documentation cannot be easily accessed. The “CARES (PREP) Self-Attestation 
Form” (Attachment I) must be used. All documentation that is collected must be 
uploaded into CalJOBS. 

Priority of Service 

Priority of service in compliance with 38 U.S.C. 4215 shall be applied to all applicants 
as such, Veterans and Eligible Spouses within the eligible groups specified above shall 
receive preference and priority of service. Priority of Service must also be provided to 
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individuals that identify as Black or African American, LatinX, or women to ensure equity 
of service accessibility is provided to individuals most impacted by COVID-19. 

Documentation of Eligibility 

Eligibility must be established, and documentation must be collected before any 
program services are provided to the individual. Eligibility documentation must be 
uploaded to CalJOBS. Case notes must also provide information on how the 
documentation provided satisfies the eligibility criteria being used. Failure to properly 
document an individual’s eligibility will result in all related expenses being disallowed. 

Allowable Activities 

Allowable activities under this program include transitional jobs  and supportive 
services. Participants shall be co-enrolled into other workforce development programs 
available at the AJCC to receive further career and training services. The co- 
enrollment must occur before the end of PREP participation or by December 30, 2020. 

All participants must first receive Orientation (activity code 101) on PREP transitional 
job requirements and duties and an Initial Assessment (activity code 102)  to determine 
the participant’s needs and interests, as well as supportive service needs. The results 
of the assessment will then inform the provision of the Transitional Job and Supportive 
Services. 

Transitional Jobs 

This activity must be provided to all participants, ensuring that for any given participant, 
the duration of work does not exceed a maximum of 89 calendar days. The transitional 
job will provide needed temporary public services (augmenting the capacity of existing 
public employees wherever needed) and humanitarian assistance caused by the 
pandemic.  

Participants must be paid for all work performed at the wage rate specified by County. 
For purposes of this grant, the hourly wages for the temporary positions are as follows: 

•  PRK Site Lead - $20.00/hr. 
•  PRK Humanitarian Disaster Recovery Worker $18.00/hr. 
•  Contact Tracing Division Leader - $25.00/hr. 
•  Contact Tracing Team Leader - $22.50/hr. 
•  Contact Tracing Interviewers- $21.65/hr. 
•  Disaster Help Call Representative - $21.65/hr.  
•  Community Center Aid Worker $18/hr. 

Fringe benefits should be paid in compliance with the accordance with the policies of 
the employer of record, and at a minimum include FICA, Medicare, and Workers 
Compensation. AJCCs shall adhere to sick leave accrual and usage regulations as set 
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forth in CA Labor Code, Section 246(b), (c), (d), and (g). Under California’s sick leave 
law, employees are to accrue one (1) hour of sick leave for every thirty (30) hours 
worked. Accrual of sick leave begins on the first day of an employee’s employment. Due 
to the fact that PREP allows for a maximum of 89 days of employment per participant, 
Participants’ cannot use their sick leave as time off, rather, the AJCC must payout 
unused sick leave with Participants’ last paycheck. 

The AJCC assumes the role of the Employer of Record and is responsible for all payroll 
related functions, including, but not limited to, collection of employment documentation, 
collection of timecards, issuance of the wages and fringe benefits, calculation and 
tracking of weekly and cumulative hours worked. All payroll documentation must be 
uploaded into W.O.R.K.S. 

The Employer of Record must enter into a Temporary Job Agreement with each 
participant, detailing the terms of the assignment. A sample agreement is attached 
“CARES PREP Temporary Job Agreement” (Attachment IV), which must be modified 
to include the Employer of Record details. This document must be signed by the 
participants before the commencement of their transitional job assignment and 
uploaded into CalJOBS. 

Supportive Services  

Supportive services are to be provided to participants, as needed, to enable the individual to 
participate in the program. The supportive services must be provided to the participants within 
3 days of the identification of such need. For each specific assignment, AJCCs must ensure 
that any technology or tools needed are provided to all participants assigned to the 
respective positions, based on assessment of participants’ needs.  

For this project, these services may include, but are not limited to,  the following: 

• Supportive Services: Tools/Clothing (activity code 188) - Personal Protective 
Equipment/Gear, work tools, such as internet access, web camera etc.  

• Supportive Services: Transportation (activity code 181) 

Documentation of need, as well as reasonableness, and proof of purchase with program 
funds must be uploaded to CalJOBS.  

Worksite Protocols 

In coordination with WDACS, the AJCC shall work directly in partnership with entities 
that are providing the worksites to coordinate day to day operations of the program. 
AJCCs are required to conduct regular check-ins with partners they are assigned and 
WDACS on a regular basis. 

The AJCC shall enter into a Worksite Agreement “CARES PREP Worksite Agreement” 
(Attachment II) with the worksite entity and ensure all the provisions of the agreement 
are being followed throughout the duration of participants’ placement at the worksite. 
County will provide each participating AJCC a separate “CARES PREP Worksite 
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Agreement” template with their unique AJCC logo.  

Worksite information must be properly entered in CalJOBS and recorded for the 
participant as Transitional Jobs - activity 321. 

Health and Safety Standards  

For all CARES PREP projects, Federal and State standards otherwise applicable to 
working conditions of employees apply to the working conditions of participants. Where 
a Participant is engaged in activities not covered under the Occupational Safety and 
Health Act (OSHA) of 1970, as amended, the participant shall not be required or 
permitted to work, be trained, or receive services in buildings or surroundings or 
working conditions that are unsanitary, hazardous, or dangerous to the participant’s 
health or safety. Health and safety standards must be followed as outlined in WIOA 
Section 181(b)(4). Additional information and local contacts can be found at OSHA’s 
website: www.osha.gov 

Worksites must also adhere to the COVID-19 safety guidelines during the Safer at 
Work order “CARES PREP Worksite Guidelines During Safer at Work Order” 
(Attachment III). 

Tracking and Reporting  

All participants served by all the County’s workforce programs must be registered into 
the CalJOBS system. CalJOBS must be used as the management information system 
for this program utilizing the local grant code LAO983. All participants receiving 
services under the LA County Cares - PREP must have eligibility, activity tracking, case 
closures and case notes entered in CalJOBS, as appropriate. All participant data 
must be entered on an on-going daily basis as they occur. 

Case notes are required to supplement the data in the system and documents must 
also be uploaded into CalJOBS in accordance with WDP D18-13 CalJOBS Document 
Imaging and Scanning. 

The following are the allowable activities under this project: 

Activity Code 102 – Initial Assessment 
Activity Code 321- Transitional Job 
Activity Code 188- Supportive Services- Tools/Clothing 
Activity Code 181 – Supportive Services - Transportation  

Other activities may be provided to participants through co-enrollment into other 
workforce development programs. 
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AJCCs shall ensure the below performance outcomes are measured, documented, and 
achieved by the end of the project: 

Performance Measure Target % 

PREP Transitional Job Placements (Slots) 100% 
Expedited Back-Filling of PREP Transitional Job Placement Vacancies 
(3 days upon notice of vacancy) 100% 
Priority Population Placement (Veterans, Black/African American, 
Women, and LatinX) into PREP Transitional Jobs 50% 
Co-Enrollment in Other WDACS Workforce Development Programs for 
Unsubsidized Placement and Other Needed Services 100% 
Provision of Necessary Supportive Services 3 Days or Sooner from 
Date of Request 100% 
PREP Partner Check-ins Scheduled and Completed Initially on a 
Weekly Basis 100% 
Cash Fund Requests with Payroll Ledgers Uploaded to WORKS in 
alignment with payroll processing 100% 

PREP Expenditures Completed by December 11, 2020 100% 

*These measures and targets are subject to change at County’s discretion. 

Invoices, aligned with participant pay periods, are required to be submitted through the 
WDACS’ W.O.R.K.S. online system. These invoices are expected to be submitted after 
each pay period, within 5 business days of payment to participants. Number of 
participants paid, total hours paid, and total wages will be required elements in the 
invoice template. Payroll ledgers must also be uploaded into W.O.R.K.S. for every pay 
period.  

AJCCs shall maintain and make available all documents and financial records 
associated with PREP for a minimum of five (5) years after funds have been awarded 
in accordance with Section 601(d) of the Social Security Act, as amended, (42 U.S.C. 
801(d). 

ACTION  

AJCCs shall ensure that the requirements described herein are communicated 
throughout the operations, management, and governance structures of the AJCC’s 

Page 7 of 8 



 

_______________

organization and that this directive is appropriately maintained until further notice.  

INQUIRIES 

Inquiries regarding this directive and the policies and procedures described herein 
should be directed to ajccops@wdacs.lacounty.gov.  

_______________________ 

Irene Pelayo, Program Manager  
Workforce Development 

Attachments: 

Attachment I: CARES PREP Dislocated Worker (DW) Covid-19 Self-Attestation Form 

Attachment II: CARES PREP Worksite Agreement 

Attachment III: CARES PREP Worksite Guidelines During Safer at Work Order 

Attachment IV: CARES PREP Temporary Job Agreement 

Attachment V:  CARES PREP Contact Information Update Form 
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LA COUNTY CARES TRANSITIONAL JOBS PANDEMIC RELIEF EMPLOYMENT PROGRAM (PREP)


DISLOCATED WORKER SELF-ATTESTATION FORM


IDENTIFYING INFORMATION


Applicant’s Name CalJOBS User ID#


EMPLOYMENT INFORMATION


Employer Name Employer Address


Employer Contact Employer Phone


Job Title Layoff/Furlough Date


FURLOUGHED


Individual is furloughed due to COVID-19, not working any hours or receiving any pay ☐ Yes ☐ No ☐ NA


UNEMPLOYMENT INSURANCE STATUS


☐ I Applied for Unemployment Insurance ☐ Online ☐ Phone Date Applied: _________________________


☐ UI Eligible ☐ Not UI Eligible


I Did Not Apply for Unemployment Insurance: ☐ Claim Exhausted ☐ Not Interested ☐ Other Reason _____________


DISLOCATION EVENT COVID-19 RELATED


Is this dislocation event a result of COVID-19 ☐ Yes ☐ No


DISLOCATED WORKER CATEGORY


☐ DW Category 1–Terminated/Laid Off/Furloughed
(UI Receiving, Eligible, or Exhausted)


☐ DW Category 2–Terminated/Laid Off/Furloughed
(Not UI Eligible)


☐ DW Category 3–Plant Closure/Substantial Layoff
(1/3 of Dept. or Company)


☐ DW Category 4–General Announcement of Plant Closure


☐ DW Category 5–Self-Employed


☐ DW Category 6–Displaced Homemaker


☐ DW Category 7–Armed Forces Spouse
(Dislocated due to Relocation)


☐ DW Category 8- Armed Forces Spouse
(Underemployed or Unemployed)


ADDITIONAL VERIFICATION FOR CATEGORY 1 AND 2 ONLY (“Unlikely to Return”)


Individual is unlikely to return to previous industry or occupation ☐ Yes ☐ No


(Note, all Covid-19 connected layoffs are considered unlikely to return to a previous industry or occupation)


APPLICANT CERTIFICATION


I hereby certify under penalty of perjury that the information on this form is true and accurate and understand that
the above information, if misrepresented, or incomplete, may be grounds for immediate program termination
and/or penalties as specified by law.


__________________________________ _____________________


Applicant Signature Date


AJCC STAFF CERTIFICATION


I certify that the individual whose signature appears above provided the information recorded on this form.


__________________________________ _______________________________ _____________________


Print Staff Name Staff Signature Date





		Applicants_Name: 

		CaIJOBS_User_ID: 

		Employer_Name: 

		Employer_Address: 

		Employer_Contact: 

		Employer_Phone: 

		Job_Title: 

		LayoffFurlough_Date: 

		Individual_is_furloughed_due_to_COVID19_not_workin: Off

		I_Applied_for_Unemployment_Insurance: Off

		Online: Off

		Phone_Date_Applied: Off

		Phone_Date_Applied0: 

		UI_Eligible: Off

		Not_UI_Eligible: Off

		Claim_Exhausted: Off

		Not_Interested: Off

		Other_Reason: Off

		Other_Reason0: 

		Is_this_dislocation_event_a_result_of_COVID19: Off

		DW_Category_1TerminatedLaid_OffFurloughed: Off

		DW_Category_2TerminatedLaid_OffFurloughed: Off

		DW_Category_3Plant_ClosureSubstantial_Layoff: Off

		DW_Category_4General_Announcement_of_Plant_Closure: Off

		DW_Category_5SelfEmployed: Off

		DW_Category_6Displaced_Homemaker: Off

		DW_Category_7Armed_Forces_Spouse: Off

		DW_Category_8_Armed_Forces_Spouse: Off

		ADDITIONAL_VERIFICATION_FOR_CATEGORY_1_AND_2_ONLY0: Off

		Date: 

		Print_Staff_Name: 

		Date0: 
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WORKFORCE DEVELOPMENT, AGING AND COMMUNITY SERVICES
LA COUNTY CARES


PANDEMIC RELIEF EMPLOYMENT PROGRAM (PREP)
WORKSITE AGREEMENT


This agreement is between CARES-PREP AJCC and_______________________________
(Worksite), and is effective through the duration of this project, unless otherwise amended by County
or AJCC.


I. The Worksite agrees to:


A. Adhere to all LA County Cares – Transitional Jobs Pandemic Relief Employment
Program (PREP) program regulations and program-related policies, and assure
safe work conditions in accordance with Occupational Safety Health Act of 1970
(OSHA) and CDC COVID-19 safety guidelines;


B. Adhere to requirements of American's With Disabilities Act (ADA), Health and
Safety (General, Fire, and Earthquake), Emergency & Evacuation Plan, Workplace
Postings and work restrictions required by Labor Laws;


C. Adhere to the authorized work hours agreed upon with the AJCC and participant;


D. Comply with all County, State, and Federal Labor Laws and acknowledge the
penalties for violating these laws;


E. Assure that this agreement will not displace currently employed worker(s) or impose
on their promotional opportunities;


F. Provide participants with an orientation to familiarize them with his/her duties, work
hours, required safety training, worksite expectations and what to do in case of an
emergency and provide clear emergency and evacuation procedures;


G. Always provide the participant with a clear line of supervision and accountability;


H. Maintain accurate timecard records, verifying hours, and ensure that timecards are
signed by the participant and the supervisor prior to payment. Ensure any timecard
alterations, changes or corrections are initialed by the Supervisor and the
participant. (THE USE OF WHITE OUT IS STRICTLY PROHIBITED);


I. Provide the participants and AJCC case manager with copies of signed timesheets
and other program or work-related information as appropriate;


J. Utilize only authorized timesheets which are provided by the AJCC; ensure all
participant timesheets are completed and submitted as scheduled;







2


K. Consider the possibility of hiring the participant, should they prove to satisfactorily
meet performance expectations on the job, but so not to displace other workers or
impede incumbent workers’ chances for promotion; and


L. Provide materials and equipment necessary to perform the duties of the work
assignment.


II. AJCC agrees to:


A. Provide the worksite with CARES Act PREP regulations and program related
policies;


B. Verify the worksite follows requirements of the program;


C. Provide orientation regarding CARES PREP requirements to the Worksite
Supervisors;


D. Ensure that the worksite adheres to the authorized work hours;


E. Ensure that the worksite adheres with all County, State and Federal Labor Laws
and acknowledge the penalties for violating these laws;


F. Ensure that the worksite provides temporary employment consistent with the goals
of the CARES Act and PREP program;


G. Ensure that the worksite provides participants with an orientation to familiarize them
with their duties, work hours, worksite expectations and what to do in case of an
emergency and ensure clear emergency and evacuation procedures are in place;


H. Assume responsibility for payment of CARES PREP participant wages and fringe
benefits;


I. Verify that the participant is always supervised and provided a clear line of
supervision and accountability;


J. Discuss any problems or conflicts that may arise from the participants’ job
performance immediately. Work with the Worksite to resolve problems as they arise;


K. Maintain accurate timesheet records, verify hours, and ensure that timesheets are
signed by the participant and the supervisor prior to payment. Ensure any
timecard alterations, changes or corrections are initialed by the Supervisor and the
participant. (THE USE OF WHITE OUT IS STRICTLY PROHIBITED);


L. Ensure that the worksite provides the participant with copies of signed timesheets
and other program or work-related information as appropriate;


M. Ensure the worksite utilizes only authorized timesheets;
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N. ensuring all participant timesheets are received on time to pay participant according
to AJCC created pay schedule. Issue paychecks to the participant according to
verified time records and agency payroll procedures;


O. Ensure the Worksite provides materials and equipment necessary to perform the
duties of the work assignment;


P. Maintain a copy of the Worksite Agreement, job description, all submitted
timesheets, and other relevant forms for a minimum of five (5) years for audit
purposes;


Q. Provide ongoing oversight of the CARES PREP program and supportive services
to the participant;


R. Provide all participants with an orientation, explaining the program's purpose,
procedures, and rules and an overview of what to expect at the worksite;


S. Ensure liability and accident coverage of participants during authorized work hours
through workers' compensation as provided by the AJCC; and


T. Provide Worksite Supervisors with appropriate written materials: timesheets, and a
copy of Worksite Agreement.
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III. Worksite and AJCC agree that:


A. Neither party shall incur costs from each other arising from participation in the LA
CARES - PREP program.


B. This Agreement may be terminated at any time only by mutual consent. Any
modifications to this agreement shall be approved by the County.


/


/


/


/


/


/


/


AJCC: ________________ Representative Name: __________________________


Signature: _____________ Date: ______________________


Worksite Name: ___________________________________________________________


Worksite Address: ________________________________________________________


Representative Name: ____________________________________


Signature: _____________ Date: ______________________





		This_agreement_is_between_CARESPREP_AJCC_and: 

		AJCC: 

		Representative_Name: 

		Date: 

		Worksite_Name: 

		Worksite_Address: 

		Representative_Name0: 

		Date0: 
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WORKFORCE DEVELOPMENT, AGING AND COMMUNITY
SERVICES


LA CARES - PANDEMIC RELIEF EMPLOYMENT PROGRAM (PREP)
WORKSITE GUIDELINES DURING SAFER AT WORK ORDER


The following worksite guidelines are in direct response to the Countywide Safer at Work Order for 
Control of COVID-19 issued by the County of Los Angeles Department of Public Health (LACDPH) 
and must be agreed upon by all LA County Cares – Pandemic Relief Employment Program (PREP) 
worksites and shall remain in effect for the duration of the order, or until further notice provided by 
Workforce Development, Aging and Community Services (WDACS). More information on Safer at 
Work order can be found at: http://www.lapublichealth.org/media/Coronavirus/


Coronavirus (COVID-19) is a respiratory disease that can impact all aspects of daily life, including 
the workplace. To reduce the impact of the COVID-19 outbreak on businesses, employers,
employees, participants and customers, worksites must exercise safe practices following
all local, state, and federal mandates. PREP worksites given guidance herein must assist in 
identifying risk areas in the workplace and implement appropriate control measures. PREP
participants must be afforded all the safety guidelines below.


Worksite steps to Reduce Participant Risk of Exposure


• Worksites must create signage to promote Social Distancing and frequent, thorough hand
washing and must provide employees and visitors accessible places to wash their hands. If 
soap and running water is not available, an alcohol-based hand sanitizer should be made 
available containing at least 60% alcohol.


• Worksites must have social distancing protocols in place in accordance with guidance with
LACDPH:
http://www.publichealth.lacounty.gov/media/Coronavirus/docs/HOO/SaferatHomeOrderGui
danceBusinesses.pdf


• Worksites must provide protective face coverings for all employees, and additional
necessary Personal Protective Equipment (PPE) and plexiglass dividers, as required to keep 
employees safe while performing their job duties. Examples of PPE include gloves, goggles,
face shields, face masks, and respiratory protection, when appropriate.


• Worksites must maintain regular housekeeping practices including routine cleaning and
disinfecting of surfaces, equipment, and other elements of the work environment up to but 
not limited to every 4-6 hours the business is open and must be in accordance with guidance
from LACDPH.


• Worksites shall ensure that symptom checks are conducted before employees enter the
workplace. Checks must include an evaluation concerning cough, shortness of breath, fever, 
and any other symptoms an employee may be experiencing.


• Worksites must instruct employees to stay at home if they are sick.







• Worksites must provide employees and visitors with tissues and trash receptacles. Worksite
must also require visitors to wear face coverings, observe social distancing rules provided
by LACDPH and prohibit visitors’ entrance into the worksite, if they are exhibiting symptoms.


Develop Policies and Procedures for Prompt Identification and Isolation of Sick People


Worksites shall instruct employees and visitors to self-monitor for signs and symptoms of COVID-
19 if they suspect possible exposure. Where appropriate, worksites shall develop policies and 
procedures for immediately isolating people who have signs and symptoms of COVID-19, and train
employees to implement them. Safe work practices are types of administrative controls that include
procedures for appropriate work used to reduce the duration or frequency of exposure to a hazard.


Worksite agrees to notify the assigned America’s Job Center of California (AJCC) immediately but 
no later than within a 24 hour period if the business becomes aware of any occurrence where the 
participant, another employee, or a member of the public that came to the worksite, display
symptoms or test positive for COVID-19. It is at the AJCC’s and WDACS’ discretion to remove
participants from the worksite under these circumstances until it is deemed a safe site again by the
AJCC and/or WDACS.


AJCC has carefully examined worksite conditions and ensures full compliance with the 
guidelines:


AJCC: ________________ Representative Name: ________________________ ____


Signature: _____________ Date: ______________________


The undersigned Worksite Representative has carefully examined worksite conditions and 
ensures full compliance with the guidelines above:


Worksite Name: __________________________________ _________________________


Worksite Address: _______________________________ _________________________


Representative Name: _______ _____________________________


Signature: _____________ Date: ______________________


Participant Acknowledgement
My signature below attests that I have read the worksite guidelines and they have been discussed 
with me. I acknowledge, accept, and fully agree to the conditions of its terms.


Participant’s Name: _______ _________________________________________________


Signature: _____________ Date: ______________________


2





		AJCC: 

		Representative_Name: 

		Date: 

		Worksite_Name: 

		Worksite_Address: 

		Representative_Name0: 

		Date0: 

		Participants_Name: 

		Date1: 
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LOS ANGELES COUNTY
WORKFORCE DEVELOPMENT, AGING AND COMMUNITY SERVICES


(WDACS)


[AJCC Logo]


AJCC Name_____________________
AJCC Address _____________ _____
AJCC Contact Number____________


Sponsored by
LOS ANGELES COUNTY


WORKFORCE DEVELOPMENT, AGING AND COMMUNITY SERVICES (WDACS)


WORKFORCE DEVELOPMENT, AGING AND COMMUNITY SERVICES
LA COUNTY CARES - PANDEMIC RELIEF EMPLOYMENT PROGRAM
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LA COUNTY CARES - PREP


TEMPORARY JOB AGREEMENT


Participant Name CalJOBS #:


Assigned Worksite:


Worksite Address & Contact Number:


Position Title: Hourly Wage:


Assigned Hours Per Week: Sick Hours Accruable:


Assignment Start Date: Assignment End Date:


Workdays: Scheduled Work Hours: _________________


Description of Duties:


Special Instructions:


Please contact your assigned Representative if you have any questions.


AJCC Representative Date


Contact E-mail Address ____________________________ Phone _______________
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PROGRAM OVERVIEW


The LA County Cares - Pandemic Relief Employment Program (PREP) places
individuals laid off or furloughed due to COVID-19 into temporary employment positions
created in response to the pandemic. Supportive Services may be provided to the
participants to ensure their success throughout program participation.


TYPES OF WORKSITE ASSIGNMENT S


Once participants have completed the required training, they may be assigned to a
variety of different Worksite assignments. Worksite agencies may provide training to
participants specific to the work and position. The assignments may include assisting
with housing the homeless, providing food to the elderly, contact tracing and other
humanitarian efforts. Participants are assigned to a Worksite based upon their
assessment results, past work experience (if any), expressed interest and Worksite
availability. We are not always able to place a participant in the worksite of their choice
because of limited availability.


WORK HOURS, BREAKS AND LUNCH PERIODS


Participants may not work more than 40 hours in one week. Work schedules will vary
between Worksites. Worksite Supervisors must obtain prior written approval before any
assigned work hours or workdays may be changed or extended. Participants must
make all requests to change assigned work hours, work locations and work
schedules to Employer of Record and the Worksite Supervisor.


Participants must be provided breaks as follows:


 One fifteen-minute break required for every 4 consecutive hours worked.
Breaks are paid time within the scheduled work hours.


 A half-hour to a one-hour lunch break is required within a 6-8-hour workday, in
addition to breaks. Lunch breaks are unpaid and are calculated in addition to
the work hours.


Participants may not start work without consent and approval from the Employer of
Record. Any hours worked prior to approval will not be paid. Participants may not work
overtime, through assigned lunchtime, or beyond the date of the Worksite agreement
without prior written approval by the Employer of Record.
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TIMECARD PROCEDURES


*Employer of Record to enter timecard procedures, including pay schedule and pay
details*


REASONS FOR DIMISSAL


As with any job, there are certain grounds (reasons) for dismissal from a Worksite and
from the program. The following actions made at the Worksite or at a location where
program activities are conducted may result in immediate dismissal:


 False information provided to determine program eligibility.
 Use, possession, or under the influence of alcohol or illegal drugs.
 Excessive tardiness and/or absences (excused or unexcused). Excessive is


defined as two or more occasions in one week or three or more occasions in one
month.


 Disrespectful behavior to Employer of Record staff, Worksite Supervisors, co-
workers, or customers, e.g. cursing, excessive rudeness or aggressiveness,
threats.


 Refusing to complete assigned tasks either at the Worksite or in Program
activities.


 Performance or involvement in any sex related activity.
 Stealing or Fighting.
 Possession of a weapon.
 Forgery on any paperwork (timecards, etc.).
 Defacement of facilities, e.g. tagging on elevator, hallway, or bathroom walls.
 Possession or involvement in any gang related activity.
 Unauthorized use of cell phones during work hours and program activities.
 Non-adherence to Safer at Home Order


If a participant performs any of the above-listed actions, the Worksite Supervisor is to
follow the disciplinary procedures.
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DISCIPLINARY PROCEDURES


Worksite Supervisors are required to document all disciplinary problems. They are to
notify the Employer of Record when assistance is needed to resolve disciplinary
problems before sending a participant home or terminating them from the Worksite
assignment. Employer of Record will meet with the Worksite Supervisor and the
participant to determine the appropriate disciplinary action to be taken.


INJURY/ACCIDENT REPORTING PROCEDURES


In the event of a job injury/accident involving the participant while performing job duties
or participating in any program activities, the following procedure will be adhered to:


The Worksite and participant should notify the AJCC immediately upon knowledge of
injury/accident.


Upon notification that a participant has been injured and depending on the severity of
the injury, the Worksite Supervisor will call 911 and an emergency medical vehicle will
transport the participant to a medical facility. When a minor injury/accident occurs,
Employer of Record will advise the Worksite and the participant of the appropriate
procedures and the incident will be documented in the participant file. If treatment is
administered by a medical facility, documentation will be required, and AJCC will
coordinate completion of the reporting procedure.


If the participant is referred for medical attention, a doctor’s medical release
statement will be necessary to return to work.


WORKER’S COMPENSATION
Participants enrolled in subsidized Work Experience at an approved Worksite are
covered under the State Worker’s Compensation Insurance carried by Employer of
Record.
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CODE OF CONDUCT


Los Angeles County Workforce Development Aging & Community Services (WDACS)
has established the following Code of Conduct for participants enrolled in the LA
County Humanitarian Jobs Project. Employer of Record adheres to a strict; “No
Tolerance Policy” and all participants must abide by the Code of Conduct to
participate in the Program.


1. I understand that I am enrolled in a federally subsidized training program for the
purpose of providing humanitarian assistance in the aftermath of a pandemic. I will
be conscientious in the fulfillment of my assigned duties and will complete all
assignments to the best of my ability.


2. I will report to the assigned worksite on time and complete the required hours. I will
notify my Worksite supervisor at least 2 hours before my scheduled work time of an
absence and at least 30 minutes in advance of my work scheduled time if I will be
late.


3. I understand that _____________ is my worksite supervisor; therefore, I will follow
worksite rules, policies, and procedures accordingly.


4. I will conduct myself in a dignified, courteous, considerate manner always, and treat
co-workers, supervisors, instructors, and peers with respect.


5. I will dress appropriately during the training and at the worksite. I understand that it
is necessary to dress for the work environment.


6. I will not invite friends or relatives to the worksite except for the purpose of taking
me to work or picking me up.


7. I will not bring or play any electronic devices, i.e. CD/DVD players, IPODS, Cell
Phones, tablets, to the worksite or other locations where program services are
provided.


8. I will not use my cell phone to accept incoming or make outgoing calls and/or text
message during work hours. I will turn my cell phone off during working hours and
will use it only before or after work or during approved breaks from work.


9. I will not use worksite phones for personal use unless approved, in advance, by the
Worksite Supervisor.


10. I will refrain from use of profanity, loud talking and inappropriate behavior at the
worksite. I will communicate quietly and in a mature manner.


11. I will only work when and where assigned. I will leave the worksite promptly at the
end of the workday.


12. I will follow all instructions as established by the Employer of Record regarding
timecards and payroll.
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TEMPORARY EMPLOYMENT PARTICIPANT STAT US


I understand that this is a temporary job assignment through CARES PREP that
will last no more than 89 days of participation. This is not to be construed as an
offer of permanent employment. Los Angeles County, the AJCC or the Worksite
are not the base-period employer and should not be classified as such.


Participation in this program does not qualify the participant for State unemployment or
disability benefits through this assignment as s/he is participating in a Federally Funded
program in which subsidized temporary employment was provided by enrollment and
participation in the LA County Cares – PREP program. In accordance with current State
regulations, participants of subsidized programs are disqualified from receiving
unemployment and disability benefits for the time in program. Please refer to California
unemployment insurance code section 634.5 E for additional information.


I have read and understand the Code of Conduct and agree to abide by all its
requirements. I understand that any violation of the Code of Conduct, or any rules
mentioned, may result in dismissal from the assignment/program.


Par t ic ipant Name:


Par t ic ipant ’s Signa ture: Date:
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Los Angeles County
Cares Pandemic Relief Employment Program


(PREP)
Contact Information Update Form


Los Angeles County Workforce Development, Aging and Community Services (WDACS) 
Workforce Development Division uses these contacts for all programmatic needs, including 
releasing program updates, changes, and requirements. It is the AJCC’s responsibility to ensure 
the contact list is up to date at all times.


AJCC/Agency Name


Address


Phone
Fax/TTY (required)


AJCC PREP Representative
PREP Representative: Name


PREP Representative: Phone


PREP Representative: Cell Phone


PREP Representative: E-Mail
PREP Payroll Staff


Payroll Staff: Name


Payroll Staff: Phone


Payroll Staff: Cell Phone


Payroll Staff: E-Mail
Optional


Other PREP Representative: Name


Other PREP Representative: Title


Other PREP Representative: Phone


Other PREP Rep: Cell Phone (optional)


Other PREP Representative: E-Mail


Print Name Title


Signature Date


Form must be completed and sent by the AJCC Executive Director or AJCC Operations 
Manager ONLY. Please e-mail the completed form to AJCCops@wdacs.lacounty.gov.
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