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September 25, 2017 
 
 
 
 
NOTICE OF REQUEST FOR PROPOSALS 

(RFP): 7-1949: “INFORMATION TECHNOLOGY CONTRACT TECHNICAL 
STAFFING”       
 
TO:  ALL OFFERORS 
 
FROM:  ORANGE COUNTY TRANSPORTATION AUTHORITY 
 
The Orange County Transportation Authority (Authority) invites proposals 
from qualified consultants to provide contract staffing services for Information 
Technology (IT) technical positions. The budget for this project is 
$11,267,760 for a five-year term. 
 
Proposals must be received in the Authority’s office at or before 2:00 p.m. 
on October 25, 2017. 
 
Proposals delivered in person or by a means other than the U.S. Postal 
Service shall be submitted to the following: 
 

Orange County Transportation Authority 
Contracts Administration and Materials Management 
600 South Main Street, (Lobby Receptionist) 
Orange, California 92868  
Attention: Iris Deneau, Senior Contract Administrator 

 
Proposals delivered using the U.S. Postal Service shall be addressed as 
follows: 
 

Orange County Transportation Authority 
Contracts Administration and Materials Management 
P.O. Box 14184 
Orange, California 92863-1584  
Attention: Iris Deneau, Senior Contract Administrator 

 
Note: The Authority utilizes a third-party delivery service; therefore, anticipate 
a 48-hour delay in delivery of proposals mailed to the P.O. Box listed above. 
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Proposals are considered received once time stamped at the Authority’s 
physical address. 
 
Proposals and amendments to proposals received after the date and time 
specified above will be returned to the Offerors unopened. 
 
Firms interested in obtaining a copy of this RFP may do so by downloading 
the RFP from CAMM NET at https://cammnet.octa.net. 
 
All firms interested in doing business with the Authority are required to register 
their business on-line at CAMM NET. The website can be found at 
https://cammnet.octa.net.  From the site menu, click on CAMM NET to 
register. 
 
To receive all further information regarding this RFP 7-1949, firms and 
subconsultants must be registered on CAMM NET with at least one of the 
following commodity codes for this solicitation selected as part of the vendor’s 
on-line registration profile:   
 

Category: Commodity: 
Human Resource & 
Employment Services 

Employment Search Service 
Outplacement Service - 
Recruitment 
Temporary Employment 
Service 

Professional Consulting Consultant Services - General 
Computer Hardware Consulting 
Computer Network Consulting 
Computer Software Consulting 

Professional Services Programming Services, 
Computer 

 
A pre-proposal conference will be held on October 4, 2017, at 10:00 a.m. at 
the Authority’s Administrative Office, 600 South Main Street, Orange, 
California, in Conference Room 09.  All prospective Offerors are encouraged 
to attend the pre-proposal conference. 
 
The Authority has established December 5 and 6, 2017, as the dates to 
conduct interviews.  All prospective Offerors will be asked to keep these dates 
available. 
 
Offerors are encouraged to subcontract with small businesses to the 
maximum extent possible. 
 

https://cammnet.octa.net/
https://cammnet.octa.net/
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All Offerors will be required to comply with all applicable equal opportunity 
laws and regulations. 
 
The award of this contract is subject to receipt of federal, state and/or local 
funds adequate to carry out the provisions of the proposed agreement 
including the identified Scope of Work.
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SECTION I: INSTRUCTIONS TO OFFERORS
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SECTION I.  INSTRUCTIONS TO OFFERORS 

A. PRE-PROPOSAL CONFERENCE 

A pre-proposal conference will be held on October 4, 2017, at 10:00 a.m. at the 
Authority’s Administrative Office, 600 South Main Street, Orange, California, in 
Conference Room 09.  All prospective Offerors are encouraged to attend the pre-
proposal conference. 

B. EXAMINATION OF PROPOSAL DOCUMENTS 

By submitting a proposal, Offeror represents that it has thoroughly examined and 
become familiar with the work required under this RFP and that it is capable of 
performing quality work to achieve the Authority’s objectives. 

C. ADDENDA 

The Authority reserves the right to revise the RFP documents. Any Authority 
changes to the requirements will be made by written addendum to this RFP.  Any 
written addenda issued pertaining to this RFP shall be incorporated into the terms 
and conditions of any resulting Agreement. The Authority will not be bound to any 
modifications to or deviations from the requirements set forth in this RFP as the 
result of oral instructions.  Offerors shall acknowledge receipt of addenda in their 
proposals. Failure to acknowledge receipt of Addenda may cause the proposal to 
be deemed non-responsive to this RFP and be rejected. 

D. AUTHORITY CONTACT 

All communication and/or contacts with Authority staff regarding this RFP are to 
be directed to the following Contract Administrator: 
  
  Iris Deneau, Senior Contract Administrator 

Contracts Administration and Materials Management Department 
600 South Main Street 
P.O. Box 14184 
Orange, CA  92863-1584 
Phone:  714.560. 5786, Fax:  714.560.5792 

  Email: ideneau@octa.net 
 
Commencing on the date of the issuance of this RFP and continuing until award 
of the contract or cancellation of this RFP, no proposer, subcontractor, lobbyist or 
agent hired by the proposer shall have any contact or communications regarding 
this RFP with any Authority’s staff; member of the evaluation committee for this 
RFP; or any contractor or consultant involved with the procurement, other than the 
Contract Administrator named above or unless expressly permitted by this RFP. 
Contact includes face-to-face, telephone, electronic mail (e-mail) or formal written 
communication. Any proposer, subcontractor, lobbyist or agent hired by the 



RFP 7-1949 

Page 3 

proposer that engages in such prohibited communications may result in 
disqualification of the proposer at the sole discretion of the Authority. 
ideneau@octa.net 

E. CLARIFICATIONS 

1. Examination of Documents 

Should an Offeror require clarifications of this RFP, the Offeror shall notify 
the Authority in writing in accordance with Section E.2. below. Should it be 
found that the point in question is not clearly and fully set forth, the Authority 
will issue a written addendum clarifying the matter which will be sent to all 
firms registered on CAMM NET under the commodity codes specified in this 
RFP. 

2. Submitting Requests 

a. All questions, including questions that could not be specifically 
answered at the pre-proposal conference must be put in writing and 
must be received by the Authority no later than 5:00 p.m., on  
October 5, 2017. 

b. Requests for clarifications, questions and comments must be clearly 
labeled, "Written Questions". The Authority is not responsible for 
failure to respond to a request that has not been labeled as such. 

c. Any of the following methods of delivering written questions are 
acceptable as long as the questions are received no later than the 
date and time specified above: 

(1) U.S. Mail:  Orange County Transportation Authority, 550 South 
Main Street, P.O. Box 14184, Orange, California 92863-1584. 

(2) Personal Delivery:  Contracts Administration and Materials 
Management Department, 600 South Main Street, Lobby 
Receptionist, Orange, California 92868. 

(3) Facsimile:  (714) 560-5792. 

(4) Email: ideneau@octa.net  

3. Authority Responses 

Responses from the Authority will be posted on CAMM NET, no later than 
October 11, 2017. Offerors may download responses from CAMM NET at 
https://cammnet.octa.net, or request responses be sent via U.S. Mail by 
emailing or faxing the request to Iris Deneau, Senior Contract Administrator. 
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To receive email notification of Authority responses when they are posted 
on CAMM NET, firms and subconsultants must be registered on CAMM 
NET with at least one of the following commodity codes for this solicitation 
selected as part of the vendor’s on-line registration profile:   
 

Category: Commodity: 
Human Resource & 
Employment Services 

Employment Search Service 
Outplacement Service - 
Recruitment 
Temporary Employment 
Service 

Professional Consulting Consultant Services - General 
Computer Hardware Consulting 
Computer Network Consulting 
Computer Software Consulting 

Professional Services Programming Services, 
Computer 

 
Inquiries received after 5:00 p.m. on October 5, 2017 will not be responded 
to. 

F. SUBMISSION OF PROPOSALS 

Offeror is responsible for ensuring third-party deliveries arrive at the time 
and place as indicated in this RFP. 
 

1. Date and Time 

Proposals must be received in the Authority’s office at or before 2:00 p.m. 
on October 25, 2017. 
 
Proposals received after the above-specified date and time will be returned 
to Offerors unopened. 
 

2. Address 

Proposals delivered in person or by a means other than the U.S. Postal 
Service shall be submitted to the following: 
 

Orange County Transportation Authority 
Contracts Administration and Materials Management (CAMM) 
600 South Main Street, (Lobby Receptionist) 
Orange, California 92868 
Attention: Iris Deneau, Senior Contract Administrator 
 

Or proposals delivered using the U.S. Postal Services shall be addressed 
as follows:  
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Orange County Transportation Authority 
Contracts Administration and Materials Management (CAMM) 
P.O. Box 14184 
Orange, California 92863-1584 
Attention: Iris Deneau, Senior Contract Administrator 

 
Note: The Authority utilizes a third-party delivery service therefore, 
anticipate a 48-hour delay in delivery of proposals mailed to the P.O. Box 
listed above. Proposals are considered received once time stamped at the 
Authority’s physical address. 

 
3. Identification of Proposals 

Offeror shall submit an original and 6 copies of its proposal in a sealed 
package, addressed as shown above in F.2. The outer envelope must show 
the Offeror’s name and address and clearly marked with RFP number. In 
addition to the above, Proposers shall also include one (1) electronic copy 
of their entire RFP submittal package in “PDF” format, on a CD, DVD, or 
flash drive. 

 
4. Acceptance of Proposals 

a. The Authority reserves the right to accept or reject any and all 
proposals, or any item or part thereof, or to waive any informalities 
or irregularities in proposals. 

b. The Authority reserves the right to withdraw or cancel this RFP at 
any time without prior notice and the Authority makes no 
representations that any contract will be awarded to any Offeror 
responding to this RFP. 

c. The Authority reserves the right to issue a new RFP for the project. 

d. The Authority reserves the right to postpone proposal openings for 
its own convenience. 

e. Each proposal will be received with the understanding that 
acceptance by the Authority of the proposal to provide the services 
described herein shall constitute a contract between the Offeror and 
Authority which shall bind the Offeror on its part to furnish and deliver 
at the prices given and in accordance with conditions of said 
accepted proposal and specifications. 

f. The Authority reserves the right to investigate the qualifications of 
any Offeror, and/or require additional evidence of qualifications to 
perform the work. 
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g. Submitted proposals are not to be copyrighted. 

G. PRE-CONTRACTUAL EXPENSES 

The Authority shall not, in any event, be liable for any pre-contractual expenses 
incurred by Offeror in the preparation of its proposal.  Offeror shall not include any 
such expenses as part of its proposal. 
 
Pre-contractual expenses are defined as expenses incurred by Offeror in:   

 
1. Preparing its proposal in response to this RFP;  
2. Submitting that proposal to the Authority;  
3. Negotiating with the Authority any matter related to this proposal; or 
4. Any other expenses incurred by Offeror prior to date of award, if any, of the 

Agreement. 

H. JOINT OFFERS 

Where two or more firms desire to submit a single proposal in response to this 
RFP, they should do so on a prime-subcontractor basis rather than as a joint 
venture.  The Authority intends to contract with a single firm and not with multiple 
firms doing business as a joint venture. 

I. TAXES 

Offerors’ proposals are subject to State and Local sales taxes.  However, the 
Authority is exempt from the payment of Federal Excise and Transportation Taxes. 
Offeror is responsible for payment of all taxes for any goods, services, processes 
and operations incidental to or involved in the contract. 

J. PROTEST PROCEDURES 

The Authority has on file a set of written protest procedures applicable to this 
solicitation that may be obtained by contacting the Contract Administrator 
responsible for this procurement.  Any protests filed by an Offeror in connection 
with this RFP must be submitted in accordance with the Authority’s written 
procedures. 

K. CONTRACT TYPE 

It is anticipated that the Agreement resulting from this solicitation, if awarded, will 
be with fully burdened labor rates for positions specified in the scope of work, 
included in the RFP as Exhibit A. 

L. CONFLICT OF INTEREST 

All Offerors responding to this RFP must avoid organizational conflicts of interest 
which would restrict full and open competition in this procurement. An 
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organizational conflict of interest means that due to other activities, relationships 
or contracts, an Offeror is unable, or potentially unable to render impartial 
assistance or advice to the Authority; an Offeror’s objectivity in performing the work 
identified in the Scope of Work is or might be otherwise impaired; or an Offeror has 
an unfair competitive advantage. Conflict of Interest issues must be fully disclosed 
in the Offeror’s proposal.  
 
All Offerors must disclose in their proposal and immediately throughout the course 
of the evaluation process if they have hired or retained an advocate to lobby 
Authority staff or the Board of Directors on their behalf. 
 
Offerors hired to perform services for the Authority are prohibited from concurrently 
acting as an advocate for another firm who is competing for a contract with the 
Authority, either as a prime or subcontractor.  

M. CODE OF CONDUCT 

All Offerors agree to comply with the Authority’s Code of Conduct as it relates to 
Third-Party contracts which is hereby referenced and by this reference is 
incorporated herein. All Offerors agree to include these requirements in all of its 
subcontracts. 
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SECTION II.  PROPOSAL CONTENT 

A. PROPOSAL FORMAT AND CONTENT 

1. Format 

Proposals should be typed with a standard 12-point font, double-spaced 
and submitted on 8 1/2” x 11” size paper, using a single method of fastening.  
Charts and schedules may be included in 11”x17” format.  Proposals should 
not include any unnecessarily elaborate or promotional materials. 
Proposals should not exceed fifty (50) pages in length, excluding any 
appendices, cover letters, resumes, or forms. 
 

2. Letter of Transmittal 

The Letter of Transmittal shall be addressed to Iris Deneau, Senior Contract 
Administrator and must, at a minimum, contain the following: 
 
a. Identification of Offeror that will have contractual responsibility with 

the Authority.  Identification shall include legal name of company, 
corporate address, telephone and fax number, and email address.  
Include name, title, address, email address, and telephone number 
of the contact person identified during period of proposal evaluation. 

b. Identification of all proposed subcontractors including legal name of 
company, contact person’s name and address, phone number and 
fax number, and email address; relationship between Offeror and 
subcontractors, if applicable. 

c. Acknowledgement of receipt of all RFP addenda, if any. 

d. A statement to the effect that the proposal shall remain valid for a 
period of not less than 120 days from the date of submittal. 

e. Signature of a person authorized to bind Offeror to the terms of the 
proposal. 

f. Signed statement attesting that all information submitted with the 
proposal is true and correct. 

3. Technical Proposal 

a. Qualifications, Related Experience and References of Offeror 

This section of the proposal should establish the ability of Offeror to 
satisfactorily perform the required work by reasons of: experience in 
performing work of a similar nature; demonstrated competence in the 
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services to be provided; strength and stability of the firm; staffing 
capability; work load; record of meeting schedules on similar 
projects; and supportive client references. 
 
Offeror to: 
 
(1) Provide a brief profile of the firm, including the types of services 

offered; the year founded; form of the organization (corporation, 
partnership, sole proprietorship); number, size and location of 
offices; and number of employees. 

(2) Provide a general description of the firm’s financial condition 
and identify any conditions (e.g., bankruptcy, pending litigation, 
planned office closures, impending merger) that may impede 
Offeror’s ability to complete the project. 

(3) Describe the firm’s experience in performing work of a similar 
nature to that solicited in this RFP, and highlight the participation 
in such work by the key personnel proposed for assignment to 
this project.  

(4) Identify subcontractors by company name, address, contact 
person, telephone number, email, and project function. 
Describe Offeror’s experience working with each subcontractor. 

(5) Identify all firms hired or retained to provide lobbying or 
advocating services on behalf of the Offeror by company name, 
address, contact person, telephone number and email address.  
This information is required to be provided by the Offeror 
immediately during the evaluation process, if a lobbyist or 
advocate is hired or retained. 

(6) Provide as a minimum three (3) references for the projects cited 
as related experience, and furnish the name, title, address, 
telephone number, and email address of the person(s) at the 
client organization who is most knowledgeable about the work 
performed. Offeror may also supply references from other work 
not cited in this section as related experience. 

b. Proposed Staffing and Project Organization 

This section of the proposal should establish the method, which will 
be used by the Offeror to manage the project as well as identify key 
personnel assigned. 
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Offeror to: 
 
(1) Provide education, experience and applicable professional 

credential of project staff.   

(2) Furnish brief resumes (not more than two [2] pages each) for 
the proposed Project Manager and other key personnel that 
includes education, experience, and applicable professional 
credentials. 

(3) Furnish sample resumes (not more than two [2] pages each) for 
the proposed staffing that includes appropriate levels of 
education, experience, and applicable professional credentials. 

(4) Discuss the firm’s contract-to-hire policy for contract 
employees. 

(5) Discuss available benefits offered to the firm’s long-term 
contract employees. 

(6) Identify key personnel proposed to perform the work and 
include major areas of subcontract work. Include the person’s 
name, current location, proposed position for this project, 
current assignment level of commitment to that assignment, 
availability for this assignment and how long each person has 
been with the firm. 

(7) Describe the transition process of the current contract 
personnel consisting of one (1) Senior Data Warehouse 
Architect, one (1) Data Warehouse Architect, one (1) 
SharePoint Developer, three (3) Senior IS Project Managers, 
one (1) Senior Help Desk Technician,  two (2) Senior Desktop 
Technician, one (1) Senior Network Engineer, one (1) Senior 
Programmer Analyst, and one (1) Programmer Analyst. 

(8) Describe its ability to provide Personnel with the business 
knowledge, technical knowledge and qualifications outlined in 
the job descriptions for each position without any loss of service 
or performance levels to OCTA. 

(9) Include a project organization chart, which clearly delineates 
communication/reporting relationships among the project staff. 

(10) Include a statement that key personnel will be available to the 
extent proposed for the duration of the project acknowledging 
that no person designated as "key" to the project shall be 
removed or replaced without the prior written concurrence of the 
Authority. 
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c. Work Plan 

Offeror should provide a narrative, which addresses the Scope of 
Work, and shows Offeror’s understanding of Authority's needs and 
requirements. 
 
Offeror to: 

(1) Describe the approach to completing the work specified in the 
Scope of Work. The approach to the work plan shall be of such 
detail to demonstrate the Offeror’s ability to accomplish the 
project objectives. 

(2) Outline sequentially the activities that would be undertaken in 
completing the work and specify who would perform them. 

(3) Indicate adequacy of labor resources and recruiting practices.  

(4) Include a statement indicating ability to begin work with 
minimum notice. 

(5) Provide the types of testing used by the Offeror to establish the 
qualifications of its personnel and their suitability to perform the 
work described in the Scope of Work. 

(6) Identify any special issues or problems that are likely to be 
encountered in this project and how the Offeror would propose 
to address them. 

(7) Offeror is encouraged to propose enhancements or procedural 
or technical innovations to the Scope of Work that do not 
materially deviate from the objectives or required content of the 
project. 

d. Exceptions/Deviations 

State any technical and/or contractual exceptions and/or deviations 
from the requirements of this RFP, including the Authority’s technical 
requirements and contractual terms and conditions set forth in the 
Scope of Work (Exhibit A) and Proposed Agreement (Exhibit C), 
using the form entitled “Proposal Exceptions and/or Deviations” 
included in this RFP. This Proposal Exceptions and/or Deviations 
form must be included in the original proposal submitted by the 
Offeror.  If no technical or contractual exceptions and/or deviations 
are submitted as part of the original proposal, Offerors are deemed 
to have accepted the Authority’s technical requirements and 
contractual terms and conditions set forth in the Scope of Work 
(Exhibit A) and Proposed Agreement (Exhibit C). Offerors will not be 
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allowed to submit the Proposal Exceptions and/or Deviations form or 
any technical and/or contractual exceptions after the proposal 
submittal date identified in the RFP.  Exceptions and/or deviations 
submitted after the proposal submittal date will not be reviewed by 
Authority.  
 
All exceptions and/or deviations will be reviewed by the Authority and 
will be assigned a “pass” or “fail” status.  Exceptions and deviations 
that “pass” do not mean that the Authority has accepted the change 
but that it is a potential negotiable issue.  Exceptions and deviations 
that receive a “fail” status means that the requested change is not 
something that the Authority would consider a potential negotiable 
issue.  Offerors that receive a “fail” status on their exceptions and/or 
deviations will be notified by the Authority and will be allowed to 
retract the exception and/or deviation and continue in the evaluation 
process. Any exceptions and/or deviation that receive a “fail” status 
and the Offeror cannot or does not retract the requested change may 
result in the firm being eliminated from further evaluation. 
 

4. Cost and Price Proposal 

As part of the cost and price proposal, the Offeror shall submit proposed 
pricing to provide the services for each position described in Exhibit A, 
Scope of Work. 
 
The Offeror shall complete the "Price Summary Sheet" form included with 
this RFP (Exhibit B), and furnish any narrative required to explain the prices 
quoted in the schedules.  It is anticipated that the Authority will issue a time 
and expense-price contract specifying fully burdened labor rates and 
anticipated expenses to complete the Scope of Work. 
 

5. Appendices 

Information considered by Offeror to be pertinent to this project and which 
has not been specifically solicited in any of the aforementioned sections 
may be placed in a separate appendix section.  Offerors are cautioned, 
however, that this does not constitute an invitation to submit large amounts 
of extraneous materials.  Appendices should be relevant and brief. 

B. FORMS 

1. Campaign Contribution Disclosure Form 

In conformance with the statutory requirements of the State of California 
Government Code Section 84308, part of the Political Reform Act and 
Title 2, California Code of Regulations 18438 through 18438.8, regarding 
campaign contributions to members of appointed Boards of Directors, 
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Offeror is required to complete and sign the Campaign Contribution 
Disclosure Form provided in this RFP and submit as part of the proposal. 
Offeror is required to submit only one copy of the completed form(s) as part 
of its proposal and it should be included in only the original proposal.   The 
prime consultant, subcontractors, lobbyists and agents are required to 
report all campaign contributions from the proposal submittal date up and 
until the Board of Directors makes a selection, which is currently scheduled 
for January 22, 2018. 
 

2. Status of Past and Present Contracts Form 

Offeror shall complete and sign the form entitled “Status of Past and Present 
Contracts” provided in this RFP and submit as part of its proposal.  Offeror 
shall identify the status of past and present contracts where the firm has 
either provided services as a prime vendor or a subcontractor during the 
past five (5) years in which the contract has been the subject of or may be 
involved in litigation with the contracting authority.  This includes, but is not 
limited to, claims, settlement agreements, arbitrations, administrative 
proceedings, and investigations arising out of the contract.  Offeror shall 
have an ongoing obligation to update the Authority with any changes to the 
identified contracts and any new litigation, claims, settlement agreements, 
arbitrations, administrative proceedings, or investigations that arise 
subsequent to the submission of Offeror's proposal.   
 
A separate form must be completed for each identified contract.  Each form 
must be signed by the Offeror confirming that the information provided is 
true and accurate. Offeror is required to submit one copy of the completed 
form(s) as part of its proposals and it should be included in only the original 
proposal. 
 

3. Proposal Exceptions and/or Deviations Form  

Offerors shall complete the form entitled “Proposal Exceptions and/or 
Deviations” provided in this RFP and submit it as part of the original 
proposal.  For each exception and/or deviation, a new form should be used, 
identifying the exception and/or deviation and the rationale for requesting 
the change. Exceptions and/or deviations submitted after the proposal 
submittal date will not be reviewed nor considered by the Authority. 
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SECTION III.  EVALUATION AND AWARD 

A. EVALUATION CRITERIA 

The Authority will evaluate the offers received based on the following criteria: 
 
1. Qualifications of the Firm 25% 

Technical experience in performing work of a closely similar nature; 
expertise in technical staffing recruitment; experience working with public 
agencies; strength and stability of the firm; strength, stability, experience 
and technical competence of subcontractors; assessment of client 
references. 
 

2. Staffing and Project Organization 35% 

Qualifications of project staff, particularly key personnel and especially the 
Project Manager; key personnel’s level of involvement in performing related 
work cited in "Qualifications of the Firm" section; logic of project 
organization; adequacy of labor commitment; concurrence in the 
restrictions on changes in key personnel, contract-to-hire policy and 
summary of benefits. 
 

3. Work Plan 20% 

Depth of Offeror's understanding of Authority's requirements and overall 
quality of work plan; logic, clarity and specificity of work plan; 
appropriateness of labor distribution among the positions; ability to meet the 
project deadline; reasonableness of proposed schedule; utility of suggested 
technical or procedural innovations. 
 

4. Cost and Price 20% 

Reasonableness of the total price and competitiveness with other offers 
received; adequacy of data in support of figures quoted; reasonableness of 
individual hourly rates.  

B. EVALUATION PROCEDURE 

An evaluation committee will be appointed to review all proposals received for this 
RFP. The committee is comprised of Authority staff and may include outside 
personnel.  The committee members will evaluate the written proposals using 
criteria identified in Section III A.  A list of top-ranked proposals, firms within a 
competitive range, will be developed based upon the totals of each committee 
members’ score for each proposal.  
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During the evaluation period, the Authority may interview some or all of the 
proposing firms.  The Authority has established December 5 and 6, 2017, as the 
dates to conduct interviews.  All prospective Offerors are asked to keep these 
dates available.  No other interview dates will be provided, therefore, if an Offeror 
is unable to attend the interview on this date, its proposal may be eliminated from 
further discussion.  The interview may consist of a short presentation by the Offeror 
after which the evaluation committee will ask questions related to the firm’s 
proposal and qualifications.   

 
At the conclusion of the proposal evaluations, Offerors remaining within the 
competitive range may be asked to submit a Best and Final Offer (BAFO).  In the 
BAFO request, the firms may be asked to provide additional information, confirm 
or clarify issues and submit a final cost/price offer.  A deadline for submission will 
be stipulated.   
 
At the conclusion of the evaluation process, the evaluation committee will 
recommend to the Finance and Administration Committee, the Offeror with the 
highest final ranking or a short list of top ranked firms within the competitive range 
whose proposal(s) is most advantageous to the Authority.  The Board Committee 
will review the evaluation committee’s recommendation and forward its decision to 
the full Board of Directors for final action. 

C. AWARD 

The Authority will evaluate the proposals received and will submit, with approval 
of the Finance and Administration Committee, the proposal considered to be the 
most competitive to the Authority’s Board of Directors, for consideration and 
selection.  The Authority may also negotiate contract terms with the selected 
Offeror prior to award, and expressly reserves the right to negotiate with several 
Offerors simultaneously and, thereafter, to award a contract to the Offeror offering 
the most favorable terms to the Authority. 
 
The Authority reserves the right to award its total requirements to one Offeror or to 
apportion those requirements among several Offerors as the Authority may deem 
to be in its best interest.  In addition, negotiations may or may not be conducted 
with Offerors; therefore, the proposal submitted should contain Offeror's most 
favorable terms and conditions, since the selection and award may be made 
without discussion with any Offeror. 
 
The selected Offeror will be required to submit to the Authority’s Accounting 
department a current IRS W-9 form prior to commencing work. 

D. NOTIFICATION OF AWARD AND DEBRIEFING 

Offerors who submit a proposal in response to this RFP shall be notified via CAMM 
NET of the contract award.  Such notification shall be made within three (3) 
business days of the date the contract is awarded.  



RFP 7-1949 

Page 18 

 
Offerors who were not awarded the contract may obtain a debriefing concerning 
the strengths and weaknesses of their proposal.  Unsuccessful Offerors, who wish 
to be debriefed, must request the debriefing in writing or electronic mail and the 
Authority must receive it within three (3) business days of notification of the 
contract award. 
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 SCOPE OF WORK 
Information Technology Contracting Technical Staffing 

 
Background Information 
 
This Request for Proposal (RFP) is to select a staffing firm (“Firm”) or staffing firms to 
provide long-term contract personnel (“Personnel”) for Orange County Transportation 
Authority’s (OCTA) Information Systems Department.  All required positions shall be 
filled with senior to mid-level Personnel. The positions to be filled involve a high level of 
complexity and ever increasing job responsibilities. The term of this contract will be for 
five (5) years, with the typical workweek being forty (40) hours in duration; however, 
Personnel should be available to work overtime if needed. Personnel will be assigned to 
OCTA’s 600 South Main Street, Orange, CA. location. 
 
The following positions are required:  one (1) Senior Data Warehouse Architect, one (1) 
Data Warehouse Architect, one (1) SharePoint Developer, three (3) Senior IS Project 
Managers, one (1) Senior Help Desk Technician, two (2) Senior Desktop Technician, one 
(1) Senior Network Engineer, one (1) Senior Programmer Analyst, and one (1) 
Programmer Analyst. 
 
Facility and Work Information 
 
 Personnel assigned to OCTA must report to work dressed in business casual attire 

appropriate to the position. 
 

 Personnel assignments normally will be performed between the hours of 7:00 a.m. 
and 6:00 p.m., Monday through Friday. However, specific working hours and the 
duration of assignments may vary from each individual assignment.  Overtime 
may be required. 
 

 OCTA retains all rights to intellectual property created by Personnel retained under 
this contract. This includes, but is not limited to the following: interfaces, 
programming code and documentation. 
 

 Personnel will be provided with office space, phone, office supplies, OCTA's 
standard desktop PC and all the software required to meet the job requirements of 
the requested positions. 
 

 Parking validation will be provided for Personnel.  OCTA may issue parking key 
cards to Personnel placed on a long-term basis. There is a twenty dollar ($20) 
refundable deposit for the parking card. The deposit is returned when the card is 
returned by contract Personnel in good working condition. 
 

 OCTA supports a drug free workplace. 
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Vendor Requirements 
 
1. Staffing 
 

1.1 The Firm shall provide the following personnel from 04/01/2018 to 03/31/2023:  
One (1) Senior Data Warehouse Architect for a maximum of 10,400 hours, One 
(1) Data Warehouse Architect for a maximum of 10,400 hours, one (1) 
SharePoint Developer for a maximum of 10,400 hours, three (3) Senior IS Project 
Managers for a maximum of 32,200 hours, one (1) Senior Helpdesk Technician 
for a maximum of 10,400 hours, two (2) Senior Desktop Technicians for a 
maximum 14,560 hours (one for only the first two years of the contract), one (1) 
Senior Network Engineer for a maximum 10,400 hours, (1) Senior Programmer 
Analyst for a maximum of 10,400 hours, and one (1) Programmer Analyst for a 
maximum of 10,400 hours. 

 
1.2 Firm shall describe how it will fulfill the requirement of long-term staffing that is 

called for in this RFP. 
 

1.3 Firm shall describe the transition process of the current contract personnel to the 
new contract. 

 
1.4 Firm shall describe in detail, if the current personnel is not transitioned, how Firm 

will guarantee that the replacement personnel will perform and have the same 
business knowledge, technical knowledge and qualifications outlined in the job 
descriptions for each position without any loss of service or performance levels 
to OCTA. 

 
1.5 Firm shall describe any additional services they will offer OCTA during the term 

of the agreement. 
 

1.6 Firm shall meet all of OCTA’s billing requirements.  At minimum the invoices 
should include the total hours worked per person, broken down to reflect regular 
time, overtime, paid time off and the copies of the detailed timesheets. 

 
1.7 Firm shall describe in detail its overhead rate, the difference between pay rate 

and billing rate for each staff position.  
 

1.8 Firm shall replace Personnel immediately, and at no cost to OCTA, should it be 
determined by OCTA that Personnel is performing below requested levels of 
expertise within the first two (2) weeks of the assignment. 

 
1.9 Firm shall credit charges for Personnel, a minimum of 80 hours, should 

Personnel be replaced due to lack of expertise. 
 

1.10 Firm shall provide its own administrative support for these services at no cost to 
OCTA. 
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1.11 Firm is expected to provide prices that include all administrative and support 
costs. 

 
1.12 Firm shall be responsible for all Personnel recruiting efforts and costs. 

 
1.13 Firm shall provide ‘job relevant’ technical training classes for each Personnel 

every year. 
 

1.14 Firm shall provide benefits to the long-term contract Personnel and a description 
of these benefits, including but not limited to the following: Medical, Dental, PTO 
(26 days) and Savings Investment Plan.  

 
1.15 Firm shall describe how it will protect OCTA's exclusive rights to intellectual 

property created by Personnel. 
 

1.16 Firm shall conduct monthly status meetings with OCTA’s Section Managers.  
These meeting shall include, but not limited to the following: review of personnel 
issues, billing status, personnel training and any other issues. 

 
1.17 Firm will ensure that Personnel will be able to work overtime should the need 

arise. 
 

1.18 Firm will provide Personnel that are self-starters and capable of working 
unsupervised. 

 
2. Recruitment  
 

2.1. Offer shall submit a minimum of five (5) resumes for each required recruitment. 
 

2.2. Firm shall provide resumes within forty-eight (48) hours after being notified by 
OCTA of a staffing need. 

 
2.3. Firm shall ensure that all submitted candidates will be available for interview. 

 
2.4. Firm shall ensure that candidates presented to OCTA will meet or exceed 

OCTA’s minimum skill requirements.  
 

2.5. If a candidate is selected, Firm shall complete the employment screenings 
described in number 4 below and provide results to OCTA for review. 

 
2.6. Firm shall review in detail the assignment responsibilities with the new 

Personnel. 
 

2.7. Firm shall review services offered by Firm to ensure Personnel’s full 
understanding of those services. 

 
2.8. Firm shall be present to review contract requirements with Personnel to ensure 

their full understanding.  
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2.9. Firm shall be present on the first day of assignment to sign for the Personnel’s 

badge, parking and building key card. 
 

3. Candidate Screening 
 

3.1 Firm shall thoroughly screen all Personnel prior to placing them on assignment 
with the OCTA.  

 
3.2 All candidates and their work applications forwarded by Firm to OCTA shall be 

transmitted via email. 
 

3.3 Resumes and/or interviews of prospective Personnel will be requested by OCTA 
as needed, on a case-by-case basis. 

 
3.4 Firm shall administer job skills testing for the skills and knowledge required for the 

assigned position.  Firm shall provide test results with the resumes. 
 

4. Pre-Employment Screenings 
 

4.1  Drug Screening 
 

4.1.1 The Authority is a drug free workplace.  Visitors, Firms, and contractors are 
governed by the Authorities Drug and Alcohol policy while on Authority 
premises and will not be permitted to conduct business or remain on 
Authority grounds if found to be in violation of the Authorities Drug and 
Alcohol policy.  See Attachment “A” for the Authorities Drug and Alcohol 
policy.  
 

4.1.2 OCTA's acceptance of a candidate provided by Firm is contingent upon 
successful completion of drug screening.  Pursuant to the Department of 
Transportation and the Federal Transit Administration regulations and 
OCTA standards, the drugs or classes of drugs to be tested and the 
applicable threshold levels for positive findings are as follows: 

 

 Initial Test 
Cut-Off Level 

Confirmatory Test
Cut-Off Level 

Marijuana Metabolites 50 ng/ml 15 ng/ml 

Cocaine Metabolites 
(Benzoylecgonine) 

150 ng/ml 100 ng/ml 

Opiates (morphine, codeine) 
Opiates (heroin, metabolite) 

2000 ng/ml 
10 ng/ml 

2000 ng/ml 
10 ng/ml 

Amphetamines/ 
Methamphetamines 

500 ng/ml 250 ng/ml 

Phencyclidine (PCP) 25 ng/ml 25 ng/ml 
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4.1.3 Firm shall verify Personnel referred have successfully completed drug 
screening within the acceptable levels as stated in 4.1.2 under Firm’s 
auspices. 
 

4.1.4 Firm shall complete probable cause drug screening at OCTA’s request on 
any Personnel that is reasonably suspected of possessing, using, or being 
under the influence. 

 
4.1.5 All cost associated with drug testing shall be included in Firm’s billing rate, 

not the actual wage rate paid to Personnel. 
 

4.2  Criminal Background Check 
 

4.2.1 Prior to commencement of any assignment, Firm shall conduct a criminal 
background check covering the past seven (7) years.  Firm shall advise 
OCTA of findings before candidate is presented for employment. 

 
Position Requirements 
 
Currently the Authority's Information Systems Department has a need for the following 
staff:  Senior Data Warehouse Architect, Data Warehouse Architect, SharePoint 
Developer, (3) Senior IS Project Managers, Senior Help Desk Technician, (2) Senior 
Desktop Technician, Senior Network Engineer, Senior Programmer Analyst, and 
Programmer Analyst for long-term assignment.  
 
5. Job Descriptions for Required Personnel 
 
Senior Data Warehouse Architect 
 
Overview 
Under general guidance, provides for the creation, maintenance, development, 
enhancement, and overall performance and function of the data warehouse and 
dashboard environment. Responsible for quality control and auditing of data marts. 
Develops data warehouse backup and recovery strategies. Provides technical assistance 
in trouble-shooting and debugging of data warehouse and dashboard related problems. 
  

1. Translates business needs into long-term architecture solutions. Defines, 
designs, and builds complex dimensional databases. Evaluates reusability of 
current data dimensions for additional uses and analyses.  

2. Develops data mappings, data extractions, data transformations that support the 
agency’s data warehouse environment. Confers with end users to ensure 
alignment between the data warehouse/dashboard environment and user needs.  

3. Plans and oversees the technical transitions between development, testing, and 
production phases of data warehouse deployment. Facilitates change control and 
problem management among data warehouse development and support teams.  
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4. Expands and improves the data warehouse environment to include data from all 
function of the organization using data manipulation, transformations, and 
cleansing tools.  

5. Sets design specifications for end-users semantic layers and multi-dimensional 
models across all Business Intelligence tools and environments to meet user 
needs.  

6. Troubleshoots and tunes the existing data warehouse environment to maintain 
optimum performance. Conducts research to determine the viability of new data 
warehouse applications. Recommends changes in data warehouse software 
environment.  

7. Coordinates the efforts of consultant development support to efficiently deliver 
data warehouse and dashboard solutions. Enforces processes to ensure a 
consistent, well designed, and integrated data warehouse and dashboard 
environment.  

8. Oversees the design of the data and technical architecture for the data 
warehouse environment to ensure that the designs maintain an enterprise model.  

 
Knowledge of:  

 Database design considerations that support the data warehouse deployed 
methodologies.  

 Data warehouse design method and techniques.  

 Informatica, QlikView, Oracle Warehouse Builder, PL-SQL, Unix, Vi editor, shell 
scripting and Toad.  

 Data modeling using ERWIN, data warehouse development, database structure 
and implementation techniques, table and index management, SQL tuning for 
Oracle.  

 
Ability to:  

 Interface and resolve problems with various agency departments.  

 Reduce complex data issues to their respective data entities and design and 
develop data warehouse environments. 

 
Education and Experience: 

 Any combination of education and experience equivalent to a bachelor’s degree 
in the area of information systems with a minimum of approximately five years 
increasingly complex analysis in programming or system administration, most of 
which are in warehouse development and support, three of which are at the 
journey level. Certified Business Intelligence Professional (CBIP) preferred. 

 
Data Warehouse Architect 
 
Under general guidance, provides for the maintenance, development, enhancement, and 
overall performance and function of the data warehouse environment. Responsible for 
quality control and auditing of data marts. Develops data workhouse backup and recovery 
strategies. Provides technical assistance in trouble-shooting and debugging routine data 
warehouse related problems. 
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1. Translates business needs into long-term architecture solutions. Defines, 

designs, and builds moderately complex dimensional databases and 
identifies/defines additional attributes. Evaluates reusability of current data 
dimensions for additional uses and analyses.  

2. Develops data mappings, data extractions, data transformations that support the 
agency’s data warehouse environment. Confers with end users to ensure 
alignment between the data warehouse environment and user needs.  

3. Plans and oversees the technical transitions between development, testing, and 
production phases of data warehouse deployment. Facilitates change control and 
problem management among data warehouse development and support teams.  

4. Recommends potential improvements to the data warehouse environment to 
include data from all functions of the organization using data manipulation, 
transformations, and cleansing tools.  

5. Recommends and analyzes specifications for end-users semantic layers and 
multi-dimensional models across all Business Intelligence tools and 
environments to meet user needs.  

6. Troubleshoots and tunes existing moderately complex data warehouse 
environments to maintain optimum performance. Conducts research to determine 
the viability of new data warehouse applications and/or additional attributes. 
Recommends changes in data warehouse software environment.  

7. Coordinates the efforts of consultant development support to efficiently deliver 
data warehouse solutions. Enforces processes to ensure a consistent, well 
designed, and integrated data warehouse environment.  

8. Supports the design of the data and technical architecture for the data 
warehouse environment to ensure that the designs maintain an enterprise model, 
as requested. 

 
Knowledge of:  

 Database design consideration that supports the data warehouse deployed 
methodologies.  

 Data warehouse design method and techniques.  

 Informatica Powercenter, PL-SQL, Unix, Vi editor, shell scripting and Toad.  

 Data modeling using ERWIN, data warehouse development, database structure 
and implementation techniques, table and index management, SQL tuning for 
Oracle.  

 
Ability to: 

 Interface and resolve problems with various agency departments.  

 Reduce complex data issues to their respective data entities and design and 
develop data warehouse environments.  
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Education and Experience: 

 Any combination of education and experience equivalent to a bachelor’s degree 
in information systems or related with a minimum of approximately three years 
increasingly complex analysis in data warehousing and programming or system 
administration. 

 
SharePoint Developer 
 
Overview 
Under general supervision, manages the site collections on the SharePoint production 
environment with the specific goal of promoting collaboration tools, workflows and other 
SharePoint applications to help improve efficiency and increase productivity. 
Responsible for maintaining SharePoint policies, procedures, and governance/best 
practice enforcement.  Acts as the liaison between the business users and the 
SharePoint Team.  Provides day to day support for the Site Collection Managers and 
serves as the SharePoint champion for all locations. 
 

1. Configures and maintains SharePoint site components including collections, 
document libraries, lists, pages and web parts.  

2. Frequently collaborates with Site Collection Managers and Farm Administrators to 
resolve problems, assist with issues, or conduct knowledge transfer.   

3. Acts as the liaison between the SharePoint Team leadership and the business 
units.  

4. Leads the coordination and support of all content published on the OCTA Intranet.    
5. Supports the use of electronic forms and templates and the deployment of forms 

via the Intranet.   Performs direct support and coordinates professional services 
in rendering form support.  

6. Assists end users in the design and development of forms and templates using 
page layout, photo editing, drawing, and HTML software tools.  Tests various 
methods of creating forms and software tools.  

7. Assists with the automation of business processes using SharePoint workflow 
capabilities.  

8. Provides technical documentation as needed, including design documentation and 
build/deployment documentation.   

9. Participates in development and testing as needed. 

Knowledge of: 

 SharePoint 2013/2016, Nintex workflows and electronic forms. 

 Proficiency in site development and configuration using SharePoint Designer and 
Visual Studio.   

 Intranet development, content management practices, and common content 
authoring technologies. 

 Assists staff at OCTA’s administration buildings and all operating bases, either on 
site, or via telephone and remote control. Assists with questions and problems in the 
use of computer hardware and software.  Enhances company-wide use of desktop 
computers by providing proactive support on desktop computer tools. 
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 Applies knowledge of preventative maintenance tools and techniques to ensure 
optimum system performance. 

 Coordinates visits by third party maintenance vendors to ensure smooth repairs and 
upgrades to the company's equipment. 

 Maintains the OCTA's computer inventory by entering all additions and changes.  

 Performs first and second level Help Desk responses, including troubleshooting 
desktop hardware and software problems and researching solutions. Accurately logs 
status, updates and documents resolutions into tracking database. 

 Assists in the installation, testing, documentation, deployment, and rollouts of new 
hardware and software applications. 

 Works with end users of various experience levels with patience and courtesy. 
 
Qualifications 

 Minimum of four (4) years of progressively responsible experience within a 
Microsoft networked Windows PC environment. 

 Experience in current operating systems, communications, and networking 
theories. 

 Extensive knowledge of how to installing and troubleshooting PC software and 
applications.  

 Experience with computers (desktop, laptop, and tablet), printers, hardware 
components, Microsoft Office suite, and various productivity software.   

 Experience with PowerPivot, Performance Point Services, and Excel Services. 
Cherwell Help Desk Ticketing software. 

 Understanding of IIS, Active Directory, and SQL server database technologies.   

 Knowledge of PowerShell scripting.   

 Experience with .NET, JavaScript, JQuery, and HTML. 

 Computer software skills including work processing, graphics, spreadsheets, and 
database applications such as MS Office programs, including Outlook, Work, 
Excel, etc.  

Ability to: 

 Communicate clearly and concisely with tact and diplomacy with management as 
well as other internal/external customers. 

 Communicate technical information to non-technical users and transfer knowledge 
and skills.  

 Create new workflows and manage site content. 

 Quickly learn the capabilities of SharePoint tools. 

 Demonstrate strong functional knowledge of the tools to others. 

 Network frequently in order to ensure the user community is well informed on the 
perception and progress of the sites. Such networking will involve interaction with 
the SharePoint Team, local users, and local management.  

 Interact with the SharePoint Team, conduct local training sessions, and provide 
updates on SharePoint functionality through other venues such as brown bag 
lunch sessions. 

 Test custom code and third party tools in non-production systems. 
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 Define requirements for proposed solutions to determine whether the solution is 
Commercial Off the Shelf (COTS), requires custom development or requires 
feature extension. 

Education and Experience: 

 Any combination of education and experience equivalent to a Bachelor's degree 
in business, computer science, mathematics, or related field, with approximately 
five years of experience implementing SharePoint solutions. Experience with 
SharePoint 2013/2016 and Nintex Workflows and Forms strongly preferred.  
SharePoint Certifications a plus.  

 Experience with Great Plains, Microsoft Forefront, Microsoft System Center 
Configuration Manager, Acronis Snap Deploy, Microsoft Office 365 and BlackBerry 
Server a plus. 

 
Senior IS Project Manager 
 
Under general guidance, responsible for projects which may include application 
development or enhancements to the technical infrastructure. Prepares 
 
Overview 
 
The Senior IS Project Manager prepares work plans, schedules work assignments, and 
monitors status of global “cutting edge” projects with extensive Board and senior 
executive visibility. Frequently resolves highly complex project issues creatively utilizing 
knowledge gained from extensive experience where procedures may not be prescribed 
or well defined. Recognized as a “thought leader”, i.e., nationally and/or industry-wide 
recognized experts creating “cutting edge” innovation specific to the project management 
profession. Acts as a mentor to lower level Project Management team members in all 
areas of professional responsibility. 
  
Leads project team, and provides vision to support, analysis, design, construction and 
implementation of business applications. Establishes multiple project schedules and 
timelines, assigns project tasks, and monitors completion. Initiates required changes to 
procedures, designs, schedules, and/or project organization. 
 
Responsibilities:  

 Facilitates meetings and work sessions with project teams.  

 Manage multiple projects concurrently.  

 Communicate project progress to all levels of management.  

 Oversee, mentor, and train project team members.  

 Develop and implement long-range strategies to achieve project milestones.  

 Facilitate and manage problem resolution. Request and manage user involvement 
and project approvals.  

 Motivate and lead teams to deliver projects that meet requirements on time and on 
budget.  

 Estimate project resources required for business intelligence projects. 
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Qualifications 

 Any combination of education and experience equivalent to a bachelor's degree in 
business, computer science, mathematics, or related field, with a minimum of 
approximately seven years professional level experience in computer systems 
analysis for business, accounting and business intelligence applications, four 
years of which are managing “cutting edge” projects with extensive Board and 
senior executive visibility. Current Project Management Certification (PMP) is 
required. 

 
Senior Help Desk Technician 
 

Overview 
Under general supervision, leads the daily operations and activities of the IS Help Desk. 
Provides service improvements to the OCTA through workflow analysis, trouble call trending, 
and the identification of service opportunities. 

  
1. Assists users in troubleshooting by identifying the nature and severity of their problem, 
attempting to resolve problems over the phone; responds to user questions and problems 
about agency standard hardware, software, IS procedures, system status, and downtime.  

2. Conducts follow-up sessions with users, assisting in the timely resolution of problems 
reported to the Help Desk. Acts as intermediary between the user and IS technical staff to 
close open items and to ensure user satisfaction.  

3. Analyzes the needs of management and staff from the call tracking system. Designs 
reports, both electronic and printed, to fulfill the needs of management and other users of 
the call tracking system. Develops the daily/weekly/monthly process for delivering these 
reports.  

4. Provides recommendations for process and procedure development and improvements. 
Reviews procedures on a predetermined cycle to ensure correctness and to analyze them 
for continuous process improvements. Ensures daily process control of the IS Help Desk 
while identifying and implementing continuous improvement opportunities.  

5. Provides trend analysis and root cause analysis with the use of Help Desk tools and input 
by IS staff. Conducts root cause meetings as necessary to provide corrective/preventative 
action to problems encountered by the IS Help Desk or IS staff.  

6. Organizes and publishes knowledge in the OCTA knowledge base. Oversees the 
creation of knowledge by other IS staff to ensure the validity and usefulness of information. 
Publishes knowledge information properly so that end users and IS staff have access to the 
appropriate information.  

 
Knowledge of:

 Database concepts used with the current call tracking system, knowledge base 
system, and inventory system.  

 Technical computer terminology.  

 PC computer hardware and software to include, but not limited to, MS Office Suite, 
MS Project, MS Visio, and Adobe Acrobat.  

 Advanced Crystal Report Writer.  

 Knowledge bases.  
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 Trend analysis and root cause analysis. 
 
Ability to: 

 Use advanced computer, analytical and personal communication skills to resolve 
problems that are more difficult.  

 Conduct meetings to extract technical information from staff to complete a root 
cause analysis of a problem.  

 Write technical and operational procedures for the Help Desk.  
 
Education and Experience: 

 Any combination of education or experience equivalent to a high school diploma with 
technical coursework as well as a minimum of approximately five years increasingly 
responsible Help Desk experience in a large networked environment. Experience 
with networked PCs and printers, troubleshooting, providing in-depth support for 
Microsoft Office Suite, trend analysis, and knowledge bases. Prior experience in a 
senior or lead position is desirable. 

 

Senior Desktop Technician 
 
Overview 
Under general direction, analyzes, troubleshoots, supports, and maintains desktop 
computer systems, software, and peripheral equipment. Provides customer service to end 
users to enhance and optimize their use of desktop computer tools to meet business 
needs. 
  

1. Responds to the increasingly difficult Help Desk calls, including troubleshooting, 
researching, and providing solutions for desktop hardware and software problems. 
Updates and documents relevant research and resolutions into call tracking 
database. Monitors the flow of help desk tickets in the desktop support process.  

2. Assists staff at agency administration and all operating bases, either on site, or via 
telephone and remote control. Acts as a resource and resolves questions and 
problems in the use of computer hardware and software. Enhances agency-wide 
use of desktop computers by providing proactive support on desktop computer 
tools.  

3. Provides technical support as needed to Board members and executives for board 
and committee meetings. Assists Board members and Authority executives with 
use of mobile devices used to conduct OCTA business.  

4. Performs desktop image builds, computer upgrades, software installation, and 
configuration. Coordinates desktop adds, moves, and changes.   

5. Participates in planning, coordinating, and implementing technology projects 
related to desktop software and hardware. Participates in the definition of scope 
and assists in the installation, testing, documentation, and deployment of new 
hardware and software applications.  

6. Oversees mobile device management (MDM) for all mobile devices accessing 
OCTA information on mobile devices such as tablets and smartphones.  

7. Analyzes requests for desktop hardware and software to ensure compatibility with 
agency standards. Researches and provides recommendations for the purchase 
of related software and hardware.  
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8. Applies knowledge of preventative maintenance to ensure optimum system 
performance.  

9. Oversees the managed print services contracts for printers and copiers.  
10. Coordinates visits by third party maintenance Firms to ensure smooth repairs and 

upgrades to the agency's equipment.  
11. Applies knowledge of personal technology computing trends to enhance business 

productivity. Advocates and trains employees in the effective use of computing 
devices and associated applications.  

 
Knowledge of: 

 Desktop computer systems, tablets, smartphones, printers, hardware 
components, operating system software (Windows internals), and 
communications.  

 Application software including Microsoft Office (Outlook, Word, Excel, PowerPoint, 
Access), multimedia, graphics, and presentation (Visio, Adobe Acrobat).  

 Practical application and increased understanding of computer networks and 
communications.  

 Practical application and increased understanding of database architecture and 
design.  

 Help desk call tracking.  

 Troubleshooting and documentation methodologies.  

 Personal technology trends.  
 
Ability to: 

 Diffuse tense or difficult customer service situations with appropriate use of 
interpersonal and communication skills.  

 Recommend, plan, and apply computer solutions based on knowledge of business 
units critical success factors and operational criteria.  

 Communicate complex ideas and translate technical information easily to non-
technical individuals.  

 Work with executive management staff and Board members professionally. Work 
with end users of various experience levels with patience and courtesy.  
Work in a team environment with other Information Systems professionals.  

 Lead and collaborate with staff to problem solve and accomplish goals.  

 Distinguish between application, operating system, network, and hardware 
problems.  

 Think analytically.  

 Demonstrate mature and organized approach to researching, documenting, and 
communicating various methods of troubleshooting and providing solutions to 
agency desktop computing problems.  

 Work with the purchasing department to assist with the procurement of hardware, 
software, and professional services related to desktop services.  

 
Education and Experience: 

 Any combination of education and experience equivalent to a bachelor's degree in 
a related area with a minimum of approximately five years increasingly responsible 
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professional customer and desktop support experience. Relevant certifications by 
Microsoft are desirable. 

 
Senior Network Engineer 
 
Overview 
Under general guidance, provides technical expertise in development and 
implementation of long-range technology solutions, analyzes and implements all network 
upgrades, analyzes and resolves network performance issues, oversees all 
troubleshooting of network devices, and supports technical staff. 
 

1. Develops and implements long-range technical solutions for the best-of-breed 
network infrastructure to support the business units. Planning includes network 
sizing, performance monitoring, and security solutions.  

2. Develops and maintains the annual budget for all of the network infrastructure, 
both the local area network (LAN) as well as the wide area network (WAN). 
Includes the entry of purchase requisitions along with the monitoring of delivery 
dates.  

3. Develops and implements with project planning and user services management 
and staff to design the most effective LAN technology with which to improve user 
productivity and workflow.  

4. Installs and maintains LAN and WAN hardware infrastructure. Coordinates 
installations or upgrades with users, building facilities staff, Firms, electricians, and 
other technical services staff.  

5. Provide immediate response and/or investigation of system alerts as a senior level 
troubleshooter in a complex network environment.  

6. Prepares and maintains documentation for network cabling, backup, disaster 
methodologies and procedures, and connectivity infrastructure. Ensures that 
documentation is available and up-to-date.  

7. Creates and delivers input to User Services management regarding user 
documentation standards and LAN policies for network operation, security and 
access, and back-up of contingency plans. Prepares LAN project progress reports 
and other documentation for review by IS Management Team.  

8. Communicates with CAMM and Firms during evaluations or problem resolution. 
Interacts with third-party maintenance Firms on network hardware and assists and 
coordinates all service calls by such Firms.  

9. Leads in the evaluation of new network hardware and/or software by reviewing 
Firm’s technical documentation, equipment, or software. May conduct extensive 
on-site testing to ensure products meet standards before recommending 
procurement.  

  
Knowledge of: 

 Thorough understanding of LAN/WAN technology and protocols including but not 
limited to BGP, EIGRP, HTTP, FTP, TCP, and Spanning Tree.  

 All HP and CISCO devices.  

 Network architecture and design elements.  

 Windows server and operating system configurations.  

 Network monitoring software.  
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Ability to: 

 Express technical information in a clear and simple way.  

 Work as a team member in a technical project environment. Must be self-motivated 
and able to think 'outside the box. 

 Define, research, analyze, and execute solutions and alternatives based on 
network infrastructure.  

 Troubleshoot and resolve complex connectivity or infrastructure problems in a 
Local and Wide Area Network environment.  

 
Education and Experience: 

 Any combination of education or experience equivalent to a bachelor’s degree in 
Information Systems or related field with a minimum of approximately five years 
hands-on experience with LAN/WAN technology, three years of which is at the 
journey level. 

 
Senior Programmer Analyst 
 
Overview 
Under general guidance, responsible for the definition and analysis of data needs, 
application problems, debugging, diagnosis, and the interfacing of applications. Develops 
and reviews detailed functional specifications for applications and programs. Maintains 
the functionality of existing applications. Designs, creates, tests, and implements software 
applications to meet user’s functional needs with an emphasis on increasing user 
productivity. 
 

1. Oversees the successful completion of application development projects that may 
include consultant assistance by monitoring completed programming and by 
ensuring that the final product meets user requirements.  

2. Ensures the technical implementation of projects. Designs, codes, tests and 
implements applications. Implements software configurations and designs the 
application to function within existing hardware configurations. Resolves design 
issues with user groups.  

3. Interacts with IS customers to analyze user requirements and create business 
applications using structured design methodologies. Reviews packages for 
suitability within the agency’s various departments.  

4. Analyzes agency’s procedures and problems to refine data and convert to the most 
efficient. Interfaces PC, LAN/WAN, application databases, and third party software 
to function as efficiently as possible to provide automated solutions for the agency. 
Interfaces PC-related software/hardware to the Unix platform to meet automation 
needs.  

5. Analyzes and defines user environments required for system implementations. 
Modifies programs to comply with new user requirements. Provides analysis of 
requested modifications so users are aware of potential consequences. Devises 
data validation methods. Implements audits controls to maintain system integrity 
and security and to provide transactional history. 
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6. Analyzes Firm software to verify functionality and efficiency required to meet user 
specifications. Converts user requirements into detailed programs using required 
source code language and third-party tools. 

7. Consults with users to determine specific output requirements. Analyzes and 
defines applications and testing requirements. Develops and executes 
implementation plans. Delivers application modifications in a cost efficient and 
timely fashion.  

8. Maintains records and related documentation associated with program 
development, modifications, and testing.  

9. Reviews and analyzes existing processing methods, procedures, and techniques 
to make recommendations for change.  

 
Knowledge of: 

 System planning for manual and automated application software, systems design, 
and program development 

 Standard business functions and procedures  

 Disaster Recovery processes  

 Principles of cloud based/hosted systems  

 Principles of systems analysis  

 Mobile Technologies  

 Security principles  

 Project Management  

 Financial, Asset Management, Human Resources, Payroll or Transit related 
software desirable  

Programmer Analyst 
Under general supervision, responsible for definition and analysis of data needs and system 
problems, debugging, and diagnosis. Reviews and assess existing data processing methods. 
Develops improved techniques and methods. 
 
1. Analyzes agency procedures and problems to refine data and convert to programmable 
form to increase efficiency. Interfaces PC, LAN/WAN, mainframe, databases, and third party 
software to function as one unit to provide automation solutions to agency applications 
development software needs. Interfaces PC related software/hardware, such as scanners 
and voice response units, to the mainframe to meet solutions of automation needs.  

2. Analyzes and defines user environments required for system implementations. Modifies 
programs to comply with new user requirements, devises data verification, and identification 
methods. Audits controls to maintain system integrity and security.  

3. Analyzes vendor software to verify functionality and efficiency required to meet user 
specifications. Converts program specifications into detailed programs using required source 
code language.  

4. Consults with users to determine specific output requirements, including type of printouts, 
extent of data summarization, and formats. Analyzes and defines system/user requirements, 
testing requirements, and develop implementation plans.  

5. Prepares detailed instructions for system users to generate desired outputs. Maintains 
records and related documentation associated with program development, modifications, and 
testing.  
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Knowledge of: 

 System planning for manual and automated application software, systems design, and 
program development.  

 Standard business functions and procedures  

 Principles of cloud based/hosted systems  

 Principles of systems analysis  

 Mobile Technologies  

 Security principles  

 Reporting tools: Business Objects, Crystal, Cognos  

 Operating Systems: MS Windows; and Linux  

 Databases: Microsoft SQL Server, Oracle  

 Networking Protocols: TCP/IP; DHCP; Static IP; DNS, TNS  

 Desktop Applications and Software: Microsoft Office; Adobe; Microsoft Visio; Microsoft 
Outlook, Microsoft Project  

 Programming Languages: Cobol, Java, C, C #,C++. HTML, ASP, CSS, Adobe Flash, 
VB, MS Access  

 Remote Support Tools: Citrix, Remote Desktop; Webex  

 LAN Administration: Windows Server 20xx, Active Directory administration 

 Email: Microsoft Exchange  
 
Ability to:  

 Analyze a situation to determine the optimal course of action.  
Perform duties with strong communication and negotiation skills.  

 Possess creative ability, consulting skills, leadership qualities, credibility, self-
confidence, observation skills, curiosity, integrity and patience.  

 Handle ambiguity. Assist customer in articulating a vision of a solution.  

 Be flexible and work under pressure.  
 
Education and Experience 

 Any combination of education and experience equivalent to a bachelor's degree in 
Quantitative Systems, Computer Science, Mathematics, Statistics, or Business 
Administration and a minimum of approximately three years of responsible 
programming experience. 
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The Orange County Transportation Authority (OCTA or Authority) Drug and Alcohol Policy Manual 

complies with the Federal Transit Administration (FTA) and U.S. Department of Transportation 

(DOT) regulations, 49 CFR Part 40 and Part 655, as amended, which regulates standards for the 

collection and mandated testing of breath and urine specimens. The purpose of this manual is to 

outline the most common processes in relationship to the DOT/ FTA regulations. Nothing in this 

publication is intended to supplement, alter or serve as an official interpretation of 49 CFR Part 40 

and Part 655 or DOT agency regulations. 

Additionally, the DOT enacted The Drug-Free Workplace Act of 1988 (DFWA) which required the 

establishment of drug-free workplace policies and the reporting of certain drug-related offenses to 

the FTA.  The Authority’s Drug-Free Workplace Act Certification is included in this Policy as 

Attachment D and additional information about the Drug-Free Awareness Program is provided in 

Section 7. 

This Drug and Alcohol Policy Manual incorporates federal requirements in addition to OCTA 

requirements.  To distinguish DOT and/or FTA requirements from OCTA-specific requirements, 

portions of the Policy text have been bolded when references  are made to the inclusion of  

non-safety-sensitive position employees or other OCTA-specific policy.  The organization 

takes pride in achieving and maintaining high results with regulatory compliance and employee 

compliance with OCTA mandated policies.  OCTA mandated policies are in addition to the required 

processes and are chosen to enhance the overall performance results of the Authority. 

The Authority acknowledges a strong commitment to the health and well-being of employees.  Any 

OCTA employee or employee's family members who may be experiencing the pressures and/or 

problems of substance abuse, and/or related problems, is urged to seek help through Resources 

For Living, the Authority's Employee Assistance Program (EAP).  The EAP provides strictly 

confidential services and counseling.  To contact the EAP directly, call (866) 370-4838.  You may 

also visit the Resources For Living Website at www.mylifevalues.com.  Services are available 24 

hours a day, 7 days a week. 

Each OCTA employee is provided a copy of this Policy and acknowledges receipt of the Policy by 

signing an Acknowledgement of Receipt of OCTA Drug and Alcohol Policy Manual Attachment G.  

It is the responsibility of all OCTA employees to read, understand, and comply with the Drug and 

Alcohol Policy Manual.  
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1.1 POLICY STATEMENT 

Orange County Transportation Authority (OCTA) has a vital interest in providing its 

employees with safe and healthful working conditions and providing its riders and the public 

with high quality public transportation that is effective, safe, and efficient.  The Authority will 

not tolerate any drug or alcohol use which may affect job performance or pose a hazard to 

the safety and welfare of the employee, the public, other employees, or the Authority. 

In addition, OCTA encourages employees to become knowledgeable on potential 

impairment when using over-the-counter (OTC) or prescription (Rx) medication.  The 

intention is to reduce potential safety risks by removing impairment in the workplace, 

regardless of the source. 

The Authority is committed to establishing and maintaining a safe and healthy work 

environment free from the influence of drugs and alcohol.  With this objective in mind, the 

Authority has established the following Policy with regard to the use, possession, sale, 

manufacture, distribution, or dispensation of drugs and alcohol. 

This Policy complies with the Federal Transit Administration (FTA) regulations, U.S. 

Department of Transportation (DOT) standards and The Drug-Free Workplace Act of 1988 

(DFWA). The OCTA Drug and Alcohol Policy Manual has in some areas broadened 

the FTA and DOT requirements by including non-safety sensitive positions, as well 

as safety-sensitive positions, in some areas of testing. 

1.2 APPLICABILITY 

The Drug and Alcohol Policy Manual applies to all introductory, regular full-time and part-

time safety-sensitive positions and some portions also apply to non-safety sensitive 

positions, including temporary, extra help, interns, or as-needed employees, 

volunteers, and contractors when they are on OCTA property or when performing 

any OCTA business.  OCTA's Policy standards for employees in safety-sensitive positions 

include the requirements of the DOT, as discussed in Policy Statement Section 1.1. 

Visitors, vendors, and contractors are governed by this Policy while on OCTA 

premises and will not be permitted to conduct business or remain on OCTA grounds 

if found to be in violation of this Policy. 
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1.3 RESERVATION OF RIGHTS 

The Authority reserves the right to interpret, change or rescind the provisions of this 

policy that are not required by federal law, in whole or in part and without notice. 

1.4 CONDITION OF EMPLOYMENT 

Compliance with the Authority’s Drug and Alcohol Policy Manual is a condition of 

employment for all employees.  Failure or refusal of an employee to cooperate fully, 

submit to an inspection or test, or follow any prescribed course of substance abuse 

treatment is grounds for employment termination. 

1.5 INSPECTIONS 

When there is reason to believe that an employee or group of employees may be in 

possession of alcohol or illegal drugs on Authority property, the employee(s) is (are) 

required, as a condition of employment, to submit to reasonable inspections, 

including but not limited to: clothing, personal containers, lockers, company vehicles, 

purses, lunch boxes, briefcases or other containers, desks, or personal vehicles 

(while on Authority property).  An inspection must be authorized by the Department 

Manager or higher-level management personnel.  Whenever possible, the searches 

also should be approved by the Department Management of Labor and Employee 

Relations Department.  If the Department Manager of Labor and Employee Relations 

cannot be reached, the Department Manager of Human Resources may approve a 

search. 

1.6 CONVICTION OF A DRUG RELATED OFFENSE 

Please see Conviction of a Drug Related Offense Policy. 
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Responsibilities 

Section 2 
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2.1 EMPLOYEES 

Employees at all levels are responsible for reading, understanding, and adhering to this 

Policy.  Each employee shall receive and sign an Acknowledgment of Receipt of OCTA 

Drug and Alcohol Policy Attachment G.  Any employee who violates this policy is subject to 

disciplinary action up to and including employment termination.  

2.2 MANAGERS AND SUPERVISORS 

Managers and Supervisors will be held strictly accountable for the consistent 

application, enforcement, and adherence of the Policy.  Any Manager/Supervisor 

who knowingly disregards the requirements of this Policy, or who is found to 

deliberately misuse the Policy in regard to any employee, or personally fails to 

adhere to the Policy, shall be subject to discipline up to and including employment 

termination.   

2.3 RESPONSIBLE DEPARTMENT 

The Human Resources Department is responsible for the administration of this Policy, 

including the retention of Acknowledgement of Receipt forms Attachment G.  The 

Designated Employer Representative maintains all Attachment B forms and is the liaison 

between the Authority and the Medical Review Officer (MRO).  Employees who have  

questions regarding this Policy may direct their questions to Human Resources staff 

Attachment F. 
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Alcohol Guidelines 

Section 3 
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3.1 ALCOHOL CONSUMPTION 

The possession, consumption, or sale of any amount of alcoholic beverage while at 

work, on Authority property, doing business on behalf of the Authority, in an 

Authority vehicle, or in an Authority uniform (including breaks, lunch, and non-work 

hours) is prohibited for all employees. Additionally, alcohol use by an employee in a 

safety-sensitive position is prohibited at any time while he/she is on duty or subject to be on 

duty.  Employees must refrain from alcohol consumption within a minimum of at least 

eight (8) hours of reporting to work or during the hours that he/she is subject to duty 

and must be clear of the effects of alcohol. 

Alcohol use by an employee in a non-safety-sensitive position while performing 

Authority business, while on Authority property, in an Authority vehicle, or in 

Authority uniform (including breaks, lunch, and non-work hours) is prohibited to the 

extent that such alcohol may have a material, adverse effect on the safety of that 

employee, co-workers, riders, or members of the general public, the employee’s job 

performance, or the safe, efficient operation of the Authority’s facilities or the 

Authority’s image. 

Alcohol use by any employee (whether or not in a safety-sensitive position) is 

prohibited at any time he/she is driving an Authority vehicle (including revenue 

service and non-revenue service vehicles). 

3.1A OFF-THE-JOB ALCOHOL CONSUMPTION 

Off-the-job alcohol use and/or activity, which could reasonably have an adverse 

effect on an employee’s job performance or which could jeopardize the safety of the 

employee, other employees, riders, the general public, or Authority equipment, or 

which could reflect unfavorably on the Authority’s relationship with the public, is 

proper cause for disciplinary action up to and including termination of employment.  

Of course, off-the-job use of drugs or alcohol which results in an employee being 

under the influence of drugs or alcohol while on duty is considered “on-the-job” use 

of drugs or alcohol and will be treated accordingly. 
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Drug Guidelines 

Section 4 
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4.1 ILLEGAL DRUG USE 

The consumption, sale, purchase, offer to sell or purchase, transfer, possession, 

manufacture, distribution, or dispensation of an illegal drug by an employee while in 

an Authority facility, in an Authority vehicle, on Authority property, while in Authority 

uniform (including breaks, lunch, and non-work hours), or while performing Authority 

business is strictly prohibited.  The presence of any amount of an illegal drug or its 

metabolites in any employee while performing Authority business, in an Authority facility, 

in an Authority vehicle, in Authority uniform, or on Authority property is prohibited. 

No employee shall bring drug paraphernalia, which is used in the storage, 

concealment, injection, ingestion, or consumption of illegal drugs, onto Authority 

premises or property or into Authority vehicles. 

Illegal drug means any drug (a) which is not legally obtainable or (b) which is legally 

obtainable but has not been legally obtained.  The term includes, but is not limited to, 

marijuana, cocaine, opiates, amphetamines, methamphetamines, and phencyclidine (see 

Section 5.4 for identified threshold levels for each prohibited drug). 

4.2 LEGAL DRUG USE 

The use or being under the influence of a legal drug by any employee, while 

performing Authority business or while on Authority property, is prohibited to the 

extent that such use or influence may have a material, adverse effect on the safety of 

the employee, co-workers, riders, or members of the public, the employee’s job 

performance, the safe and efficient operation of the Authority’s facilities, or the 

Authority’s image. 

Employees in safety-sensitive positions are required to report the use of any 

legal prescription drug or over-the-counter drug as defined in sections 4.2A-

4.2C. 

4.2A ATTACHMENT B FOR PRESCRIPTION DRUG USE 

An employee in a safety-sensitive position must properly complete an Attachment B 

form for any legal drug taken which may cause drowsiness or which may otherwise 

impair, to any extent, the employee’s ability to safely and efficiently perform his/her 

job; and for any controlled substance taken which is identified in Schedule 1  

(21 CFR 1308.11), an amphetamine, a narcotic, or any other habit forming drug, 
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unless the legal drug(s) is prescribed by a licensed medical practitioner familiar with 

the employee’s medical history and assigned duties and who completes the 

physician’s portion of the Attachment B indicating that the drug will not adversely 

affect the employee’s ability to safely operate a commercial motor vehicle.  Attached 

to the Attachment B is a copy of the job description summaries for safety-sensitive 

positions.               

It is each employee’s responsibility to know and to not engage in any safety-sensitive 

duties without express written consent from a physician if any legal drug prescribed 

by his/her doctor: 

 May cause drowsiness or otherwise impair your ability to safely and 

efficiently perform your job duties; 

 Is a drug listed on Schedule I, attached for your reference to the 

Attachment B form; 

 Is an amphetamine; 

 Is a narcotic; or 

 Is a habit forming drug. 

It is recommended that you bring a copy of the Attachment B form, with its Exhibits, 

to your doctor and ask your doctor if the drug(s) you are being prescribed falls into 

one or more of the above categories. 

To properly complete the Attachment B form, an employee  in a safety-sensitive 

position is required to (1) have his/her doctor complete and sign side 1 of the 

Attachment B form and attach a copy of the prescription or bottle label with the 

employee's name on it; (2) sign at the bottom of side 1 of the form in the Employee 

section; and (3) submit the completed form to the Human Resources Department  in 

a confidential envelope within one working day of taking the prescription drug. 

4.2B ATTACHMENT B FOR OVER-THE-COUNTER DRUGS 

An employee in a safety-sensitive position must properly complete an Attachment B 

form for any legal over-the-counter (OTC) drug taken that contains a warning label 

on the packaging which indicates that the drug may cause drowsiness or otherwise 

impair the employee’s ability to safely perform job duties.  An employee in a safety-

sensitive position may not engage in any safety-sensitive functions while taking any 

legal OTC drug that contains a warning label on the packaging which indicates that 
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the drug may cause drowsiness or otherwise impair the employee’s ability to safely 

perform job duties. 

To adhere to the Drug and Alcohol Policy for legal OTC drugs, an employee in a 

safety-sensitive position is required to (1) complete and sign side 2 of the 

Attachment B form, (2) sign at the bottom of side 2 of the form in the Employee 

section; and (3) submit the completed form to the Human Resources Department in a 

confidential envelope within one working day of taking the OTC drugs. 

4.2C   AFTER COMPLETING THE ATTACHMENT B FORM 

After completion of an employee’s Attachment B form and review of the form by the 

Human Resources Department, the Human Resources Department will review the 

form for completeness and file.  Questions about a legal Rx/OTC drug may be 

discussed with OCTA’s Medical Review Officer (MRO).  The Authority retains the 

right to place an employee on a medical hold while the MRO is reviewing the 

employee’s Attachment B.  The Authority, in it’s discretion, may request the MRO to 

issue an independent decision as to whether an employee in a safety-sensitive 

position may work while taking a legal Rx/OTC drug.  The Authority may request at 

any time such an independent decision, which will be binding on the employee, for 

any employee in a safety-sensitive position who is working or intends to work while 

taking a legal Rx/OTC drug. 

If the MRO determines that an employee in a safety-sensitive position should not 

work while taking the legal Rx/OTC drug, the employee may be required to take a 

leave of absence or comply with other appropriate action/direction.  An employee 

may obtain an independent opinion from his/her physician regarding the use of a 

legal Rx/OTC drug.  In order to continue working in this situation, an employee must 

have his/her doctor complete side 1 of the Attachment B form and submit a 

completed Attachment B form to the Human Resources Department, in a confidential 

envelope, for authorization prior to returning to work. 

If an employee fails to adhere to the Drug and Alcohol Policy regarding the taking of 

a legal Rx/OTC drug in accordance with these provisions or fails to complete an 

Attachment B form for each legal Rx/OTC drug taken by the employee or obtain the 

physician’s signature for prescription drugs, the employee will be subject to 

discipline, including termination. 
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5.1 DRUG AND ALCOHOL TESTING 

Under this Policy, drug and alcohol testing shall be conducted when circumstances warrant 

or may be required by applicable law or regulations or as required by OCTA policy. The 

Authority's drug and alcohol testing will be performed in compliance with DOT regulations 

49 CFR 40 and Part 655, as amended.  Accordingly, a positive drug or alcohol test 

administered under this Policy is a violation of this Policy and will result in disciplinary 

action, up to and including termination. 

The Authority has selected testing sites that conducts testing following CFR Part 40 

processes and procedures and that have a high degree of accuracy and reliability and use 

techniques, equipment, and laboratory facilities which have been approved by the US 

Department of Health and Human Services. 

Any employee who refuses to comply with a request for testing, who refuses to sign any 

OCTA required testing form, who provides false information in connection with a test, or 

who attempts to falsify test results through tampering, contamination, adulteration, or 

substitution will be considered to have a positive test and shall be subject to discharge 

proceedings. 

The purpose of this section is to outline the most common processes in relationship to  

49 CFR Part 40 or DOT agency regulations. It does not serve as a document to outline or 

define all the requirements with 49 CFR Part 40 or DOT agency regulations. 

5.2 PRIVACY STATEMENT 

The privacy of the employee will be protected.  The integrity and validity of the test process 

will be maintained and the drug testing laboratories are required to maintain employee test 

records in confidence. The drug testing laboratories shall disclose information to the MRO, 

and the MRO in turn notifies the Designated Employer Representative (DER).  OCTA will 

adhere to all standards of confidentiality regarding employee testing.  Test records and 

results may be released by the DER to those authorized to receive such information by the 

FTA rules and/or federal, state, or local agency requirements.  Testing records and results 

may be released by the Authority to:  the employee, if requested by the employee in writing; 

the National Transportation Safety Board when investigating an accident; the decision 

maker in a lawsuit, grievance, or other proceeding initiated on behalf of the employee; 

representatives of OCTA in a lawsuit, grievance, or other proceedings; subsequent 

employers of a safety-sensitive position employee. 
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5.3 ALCOHOL TESTING 

Tests for alcohol concentration will be conducted utilizing a National Highway Traffic Safety 

Administration (NHTSA) approved Evidential Breath Testing (EBT) device operated by a 

qualified Breath Alcohol Technician (BAT).  Under DOT regulations, an employee in a 

safety-sensitive position with an alcohol concentration of 0.02 or greater but less than 0.04, 

shall not be permitted to perform or continue to perform safety-sensitive functions, until (1) 

the employee's alcohol concentration measures less than 0.02; or (2) the start of the 

employee's next regularly scheduled duty period, but not less than eight (8) hours following 

administration of the test.  Under OCTA Policy, if the initial test indicates an alcohol 

concentration of 0.001 to .02, a second non-DOT alcohol test will be performed to 

confirm the results of the initial test.  A confirmed alcohol concentration greater than 

0.000 will be considered a positive test and a violation of this Policy. 

Any employee who is unable to provide the required volume of breath without a valid, 

verified medical reason will be considered to have refused the test and will be in violation of 

this Policy. 

5.4 DRUG TESTING 

Drug testing consists of a two-stage process utilizing a urine sample collected under the 

split specimen method.  First, a screening test using an immunoassay technique is 

performed.  If the screening test is positive for one or more drugs, a confirmation test is 

performed for each identified drug using state-of-the-art gas chromatography/mass 

spectrometry (GC/MS) analysis.  The appropriate Custody and Control forms (CCF) will be 

used throughout the process according to the type of test identified in Attachment E. 

 
Pursuant to the DOT and FTA regulations and OCTA standards, the drugs or classes of 

drugs to be tested and the applicable threshold levels for positive findings are as follows: 

 

DRUG AND ALCOHOL POL ICY MANUAL 

TESTING—SECTION 5 

  Initial Test Cut-Off Level Confirmatory Test Cut-Off Level 

Marijuana Metabolites 50 ng/ml 15 ng/ml 

Cocaine Metabolites (Benzoylecgonine) 150 ng/ml 100 ng/ml 

Opiates (morphine, codeine) 
Opiates (heroin metabolite) 

2000 ng/ml 
10 ng/mL 

 2000 ng/ml 
10 ng/mL 

Amphetamines (MDMA, MDA, 

MDEA) Methamphetamines 
 500 ng/ml  250 ng/ml 

 Phencyclidine (PCP) 25 ng/ml 25 ng/ml 
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5.5 TYPES OF TESTING 

5.5A DOT PRE-EMPLOYMENT (POST-OFFER) OR TRANSFER TO SAFETY-SENSITIVE 

 POSITION 

The Authority will conduct pre-employment (post-offer) physical examinations and testing 

designed to prevent hiring persons for safety-sensitive positions who use illegal drugs and/

or persons whose use of alcohol or legal drugs indicates a potential for impaired or unsafe 

job performance.  An individual will not be hired for a safety-sensitive position unless the 

individual passes a drug and alcohol test administered in accordance with this Policy. 

An employee who will be transferred or promoted to a safety-sensitive position must first 

pass a drug and alcohol test administered in accordance with this Policy.  Employees who 

are interested in such transfer or promotion will be required to provide a written consent to 

participate in the Transfer to a Safety-Sensitive Position Testing.  Employees who do not 

provide this written consent will not be allowed to perform safety-sensitive functions. 

An employee who has not performed a safety-sensitive duty for 90 consecutive days or 

more and has not been in the Authority's random selection pool shall take a Pre-Employment 

drug and alcohol test with a verified negative result before returning to safety-sensitive 

duties. 

5.5B NON-DOT DMV RE-CERTIFICATION OR ANNUAL OR BI-ANNUAL PHYSICAL 

 EXAMINATION 

The Authority requires a drug and alcohol test be taken at an authorized clinic as part 

of a safety-sensitive employee’s DMV re-certification examination, or for any  

safety-sensitive employee who is not required to be DMV certified, at his/her annual 

or bi-annual physical examination. 

5.5C DOT REASONABLE SUSPICIONINON-DOT PROBABLE CAUSE  

The Authority will require a drug and/or an alcohol test of any employee who is reasonably 

suspected of violating this Policy, including but not limited to, any employee suspected of 

possessing, using, or being under the influence of alcohol or an illegal drug, a legal drug if 

such use would violate this Policy, while on duty or in Authority vehicles or on Authority 

property or in Authority uniform. 

The request to undergo a reasonable suspicion test will be based on specific 

DRUG AND ALCOHOL POLICY MANUAL  

TESTING—SECTION 5 

RFP 7-1949 
Attachment A



contemporaneous, articulable observations by at least one Supervisor trained on the 

physical, behavioral, speech, and performance indicators of probable drug and alcohol 

misuse.  It is recommended that two (2) trained Supervisors make the reasonable 

suspicion referral whenever possible.  Reasonable suspicion/probable cause alcohol 

testing is only permissible just before an employee performs duties, during that 

performance, and just after an employee has performed safety-sensitive duties. Employees 

will be required to proceed immediately with a supervisor to a collection site following a 

reasonable suspicion/probable cause determination.  If an alcohol test is delayed beyond 

two (2) hours, reason(s) for the delay must be documented.  After eight (8) hours, cease all 

attempts and document reason(s) for inability to test. 

Examples of reasonable suspicion/probable cause include, but are not limited to the 

following: 

 Physical signs and symptoms consistent with prohibited substance use (illegally 

used controlled substance or drugs under the Drug-Free Workplace Act), or misuse 

of alcohol (e.g., odor of alcohol, slurred speech, or lack of coordination). 

 Evidence of the manufacture, distribution, dispensing, possession, or use of 

controlled substances, drugs, alcohol, or other prohibited substances. 

 Occurrence of a serious or potentially serious industrial accident that may have 

been caused by the employee's use of drugs or alcohol. 

 Fights (to mean physical contact), assaults, and flagrant disregard or violations 

of established safety, security, or other operating procedures. 

5.5D DOT POST ACCIDENT/NON-DOT POST ACCIDENT 

As soon as practicable after an accident, an employee will be required to take a drug and 

alcohol test per the following thresholds under FTA Post Accident testing: 

 Fatality – In the event of an accident involving the loss of human life, each surviving 

employee operating the mass transit vehicle at the time of the accident shall be 

required to submit to a drug and alcohol test.  Any other employee whose 

performance could have contributed to the accident will also be required to submit to 

a drug and alcohol test. 
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 Non-Fatal Accident – Following an accident which resulted in an injury requiring 

immediate medical treatment away from the scene or any vehicle being towed away 

from the scene with disabling damage, each employee operating the mass transit 

vehicle at the time of the accident shall be required to submit to a drug and alcohol 

test, unless the employee’s performance can be completely discounted as a 

contributing factor to the accident.  Any other employee whose performance could 

have contributed to the accident will also be required to submit to a drug and alcohol 

test. 

A decision as to whether to administer a drug and alcohol test after an accident will be made 

by a Supervisor who was not involved in the accident and based on the best information 

available at the time.  Accident testing is delayed while the employee assists in the 

resolution of the accident or receives medical attention following the accident.  Following an 

accident, the employee(s) involved shall be tested immediately, but not to exceed eight (8) 

hours for alcohol testing and thirty-two (32) hours for drug testing.  The responding 

Supervisor at the scene shall document why an alcohol test was not performed within  

two (2) hours of the accident, an alcohol test was not performed within eight (8) hours of the 

accident, or a drug test was not performed within thirty-two (32) hours of the accident.  

Alcohol use is prohibited by any employee required to take a post-accident alcohol test for 

eight hours following the accident or until he or she undergoes a post-accident alcohol test, 

whichever occurs first. Any employee subject to post-accident testing who fails to remain 

readily available for such testing, or who leaves the scene of the accident without prior 

authorization will be considered to have refused to submit to the test and will be subject to 

disciplinary action up to and including employment termination. 

OCTA reserves the right to perform a non-DOT Post Accident test on an employee 

involved in an accident involving a mass transit or an Authority vehicle, whether or 

not on Authority business, which does not meet the FTA Post Accident requirements. 

5.5E DOT/NON-DOT RETURN-TO-DUTY FOLLOW-UP 

Generally, an employee will be terminated for violations of this Policy.  However, in the 

event an employee is suspended or placed on a leave of absence for a violation of this 

Policy, he/she may not return to duty until the Substance Abuse Professional (SAP) has 

evaluated the employee to determine whether the employee has followed the 

recommendation of the SAP, including active participation and completion of a rehabilitation 

program and he/she passes a directly observed Return-To-Duty drug and alcohol test.  The 

SAP will recommend follow-up testing in accordance with DOT regulations.  Frequency and 
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duration is dependent on SAP assessment of which will be a minimum of six (6) tests during 

twelve (12) months after return to duty of duration of up to sixty (60) months. 

Additionally, in accordance with OCTA's Policy, an employee who has been placed 

on a leave of absence or suspension for a positive result of a non-DOT test and who 

has successfully complied with the above paragraph must also execute a Behavioral 

Contract Attachment C before he/she may return to duty.  This Contract allows 

Management to administer unannounced drug and/or alcohol tests to the employee 

for up to (5) years after the employee returns to duty.  Follow-up testing under the 

Behavioral Contract applies only to non-DOT types of testing and is in addition to the 

DOT required random testing of safety-sensitive employees and/or SAP 

recommended follow-up testing. 

5.5F NON-DOT FIT FOR DUTY 

A fit for duty medical examination including an alcohol/drug test may be required to 

ensure a recovered ill or injured employee is fit to return to his/her normal job duties 

or to continue in his/her normal job duties. 

 

5.5G DOT RANDOM 

Only those employees who perform, or whose job description includes the performance of, 

safety-sensitive functions will be subject to random, unannounced testing in accordance with 

FTA regulations. Safety-sensitive employee selections are made using a computer-based 

random number selection method.  Random testing may include a drug screen or both a 

drug screen and an alcohol test.  Each such employee shall have an equal chance at 

selection and shall remain in the pool even after being tested.  Random testing will be 

administered at random times during OCTA's operating hours to avoid predictability.  

Random alcohol testing is only permissible just before an employee performs safety-

sensitive duties, during that performance, and just after an employee has performed safety-

sensitive duties.  Each covered employee who is notified of selection for random drug or 

random alcohol testing must proceed to the test site immediately. 

5.6 EMPLOYEE REQUESTED TESTING 

After notification by the MRO of a confirmed or verified positive drug test result, an 

employee may request that an additional test be conducted at a different Department of 
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Health and Human Services (DHHS)-certified laboratory specified by OCTA.  The test shall 

be conducted on the split sample that was provided at the same time as the original or 

primary sample.  The employee’s request must be made to the MRO within seventy-two 

(72) hours of notice of the primary test results. 

If the result of the second test is positive, the employee shall be required to 

reimburse OCTA for the cost of the test. 

5.7 DILUTE TESTS 

If the MRO informs the Authority of a positive dilute test, the test will be considered a 

verified positive test. 

If the MRO informs the Authority of a negative dilute test, with the creatinine between 2-5 

mg/dl, then the employee must retest. The second collection must be directly observed.  

The test must be done immediately after notification from the MRO, with no advance notice 

provided.  The second test result is final. 

If the MRO informs the Authority of a negative dilute test with the creatinine above 5 mg/dl, 

then the employee will be directed to take a second test which is NOT directly observed.  

The result of the second test is the test of record. 

Employee's refusal to retest shall be treated as a Test Refusal. 

All employees will be treated the same for the purpose of processing dilute tests. 
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6.1 DISCIPLINARY ACTION FOR VIOLATIONS OF POLICY 

Under FTA guidelines, discipline for policy violations shall be determined by the employer.  

In general, violation of any portion of this Policy will result in disciplinary action up to and 

including termination of employment, even for the first offense.  This section describes the 

consequences for violations of this Policy. 

6.1A ALCOHOL POSITIVE TEST 

Any employee in a safety-sensitive position whose test results are positive for alcohol may 

be terminated.  If the initial test indicates an alcohol concentration of 0.001 to .02, a 

second non-DOT alcohol test will be performed to confirm the results of the initial 

test.  The confirmation test will be conducted after a waiting period of at least 15 

minutes, but not more than 30 minutes, after completion of the initial test.  A 

confirmed alcohol concentration greater than 0.000 will be considered a positive test 

and a violation of this Policy. 

Positive alcohol test results for any employee not in a safety-sensitive position will 

be reviewed on a case-by-case basis to determine the appropriate level of discipline, 

which may include discharge. 

6.1B ILLEGAL DRUG POSITIVE TEST 

Any employee whose test results are positive for illegal drugs is subject to employment 

termination.   

6.1C LEGAL DRUG POSITIVE TEST 

As a part of OCTA policy, it is mandatory for an employee in a safety-sensitive 

position to submit a completed Attachment B form for any legal drug taken, which 

may cause drowsiness or which may otherwise impair, to any extent, the employee’s 

ability to safely and efficiently perform his/her job.  If the Attachment B form for the 

legal drug has not been submitted, an employee will be suspended without pay 

pending the receipt and review of the Attachment B form.  Additionally, the safety-

sensitive employee who has failed to submit the Attachment B form will receive a 

disciplinary Final Warning.  In instances when the employee fails to timely submit the 

Attachment B form, the employee’s employment will be subject to termination. 
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6.2 FAILURE TO PASS 

6.2A PRE-EMPLOYMENT (POST-OFFER) DRUG AND/OR ALCOHOL TEST 

An applicant for a safety-sensitive position whose test results are positive for any illegal 

drug or alcohol will not be hired and will be given a SAP referral by the Human Resources 

Department. If the applicant does not pass a drug or an alcohol test, he/she must wait 

twelve (12) months before reapplying and then must present evidence of completion of a 

drug and/or alcohol Substance Abuse Program, from a SAP acceptable to the Authority, 

before he/she is eligible for employment consideration. 

6.2B PRE-TRANSFER, REASONABLE SUSPICION, PROBABLE CAUSE, POST-ACCIDENT, 

FOLLOW-UP, FIT FOR DUTY, RETURN-TO-DUTY, OR RANDOM ALCOHOL AND/OR 

DRUG TEST 

An employee who has a positive drug or alcohol test shall be immediately removed from 

duty.  Employees who have violated a DOT drug and alcohol regulation will be referred to a 

SAP by Labor and Employee Relations for evaluation and recommendations concerning 

education, treatment, follow-up testing, and aftercare. 

An employee who applies for a transfer or promotion into a safety-sensitive position who 

fails a drug and alcohol test shall not be transferred or promoted into a safety-sensitive 

position. 

6.2C NON-DOT DRUG OR ALCOHOL TEST AT TIME OF DMV RE­CERTIFICATION OR ANNUAL 

OR BI-ANNUAL PHYSICAL 

While on duty, if an employee’s test results at the time of the DMV re-recertification 

or an annual or bi-annual physical examination are positive for alcohol or any illegal 

drug, the employee shall be immediately removed from duty.  If an employee is off 

duty and the test results are positive for alcohol or any illegal drug AND the MRO 

determines the use occurred while on duty, it will be treated as such. 

While off duty, if an employee’s test results at the time of DMV re-certification or an 

annual or bi-annual physical examination are positive for alcohol or any illegal drug, 

the employee will be suspended without pay for a minimum of thirty (30) days.  The 

employee must enter an Authority approved substance abuse treatment program and 

provide verification of such to the Authority.  If the employee refuses to comply with 

the Authority’s requirement to enter an Authority approved Substance Abuse 
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Program his/her employment will be terminated. 

If an employee is participating in an Authority approved treatment program, and that 

treatment requires hospitalization, the employee may use available sick leave and/or 

vacation time to the extent available.  All such treatment must be conducted by the 

hospital. 

The employee must take a second non-DOT drug and alcohol test before returning to 

duty as directed by the Substance Abuse Counselor.  If the employee does not take 

the second test as designated by the Authority, his/her employment will be 

terminated. 

If the second test is positive for any alcohol or illegal drug, the employee’s 

employment will be terminated.  If the second test is negative for alcohol or illegal 

drugs and the MRO determines that the employee may return to duty, then the 

employee may return to duty only upon agreeing to the terms of and signing an 

Alcohol and Drug Behavioral Contract Attachment C.  Violation of the Behavioral 

Contract will result in termination of employment. 

Should the employee who has entered into a Drug and Alcohol Behavioral Contract 

have a positive drug or alcohol test at any subsequent DMV re-certification or annual 

or bi-annual physical examination, his/her employment will be immediately 

terminated. 

Although the DMV Recertification Drug and Alcohol Testing is a non-DOT 

requirement, OCTA will follow DOT protocol including Direct Observation when 

applicable. 

6.3 FAILURE OR REFUSAL TO TEST (PART 40.261) 

An employee's refusal to comply with a request or directive for testing under this 

Policy will be considered a positive test and is grounds for employment termination.  The 

following behaviors constitute a test refusal: 

 Failure to appear for any test (except for pre-employment) within a reasonable time.  
Reasonable time means that employees are required to proceed to the clinic 

test site immediately upon notice of selection for a drug and/or alcohol test. 

 Failure to remain at the testing site until the testing process is complete; 

 Failure to provide a urine specimen for any required drug test, or fail to provide an 
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adequate amount of breath for any required alcohol test, and the physician has 
determined, through a required medical evaluation, that there was no adequate 
medical explanation for the failure; 

 Failure to permit the observation or monitoring of the specimen collection when 
required to do so; 

 Failure to provide a sufficient amount of urine when directed, and there is no 
adequate medical explanation for the failure; 

 Failure to take a second test when directed to do so by the employer or collector; 

 Failure to undergo a medical examination when directed to do so by the MRO or 
employer; 

 Failure to sign the certification at Step 2 of the Alcohol Testing Form; 

 Failure to cooperate with any part of the testing process (e.g. refuse to empty 
pockets when directed by the collector, behave in a confrontational way that disrupts 
the collection process, failure to wash hands after being directed to do so by the 
collector); 

 Failure to follow the observer's instructions during an observed collection including 
instructions to raise your clothing  above  the waist, lower clothing  and 
underpants, and to turn around to permit the observer to determine  if you have 
any type of prosthetic or other device that could be used to interfere with the 
collection process; 

 Possess or wear a prosthetic or other device that could be used to interfere with 
the collection process; and 

 Admit to the collector or MRO that you adulterated or substituted the specimen. 

 The MRO reports that  an employee has a verified adulterated or substituted test result. 

 

6.3A SHY BLADDER (PART 40.193, 40.195) SHY LUNG (PART 40.263, 40.265) 

Any employee who does not provide a sufficient amount of breath to permit a valid breath 

test, must make a second attempt to provide a sufficient amount of breath. If the employee 

refuses to make the attempt, this will be considered a test refusal.  If the employee is 

unable to provide the required volume of breath to permit a valid breath test, OCTA will 

refer the employee to a physician of our choice for a medical examination within 5 days to 

determine if there is a valid medical condition which precludes the employee from 

providing a sufficient amount of breath.  If the physician finds that there is not an adequate 

basis for determining that a medical condition has, or with a high degree of probability, 

could have, precluded the employee from providing a sufficient amount of breath, the 

employee will be considered to have refused the test and will be subject to employment 

termination. 
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Any employee who is unable to provide the required urine sample for drug testing within 

three (3) hours of the first attempt, the collection process will be discontinued and the DER 

notified.  After consulting with the MRO, the employer will direct the employee to obtain a 

medical evaluation from a licensed physician who is acceptable to the MRO.  The medical 

examination must be obtained within five (5) business days of the initial collection effort.  If 

no evidence of health problems exists, the MRO will determine that the employee refused 

the test and will be subject to employment termination.  
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7.1 EMPLOYEE ASSISTANCE PROGRAM 

The Authority maintains an Employee Assistance Program (EAP), which offers confidential, 

professional counseling to employees and family members. The EAP provides trained 

Substance Abuse Professionals (SAPs) to assist employees in dealing with drug and/or 

alcohol related problems before such problems impact on-job performance.  Employees 

experiencing personal or work performance problems associated with drug or alcohol use 

are urged to utilize the EAP. 

It is the responsibility of employees to seek assistance from the EAP before drug and/or 

alcohol problems lead to disciplinary action, which can include discharge for a first offense.  

Enrollment and participation in the EAP will not be used as the basis for disciplinary action 

and will not be used against the employee in any disciplinary proceeding.  However, if an 

employee violates this Policy, his/her subsequent use of the EAP on a voluntary 

basis will have no bearing on the determination of disciplinary action, up to and 

including discharge. 

In addition to employees utilizing the EAP on a voluntary basis, the EAP may also be 

utilized when Management refers an employee for any problems/behaviors that may 

be impacting job performance. 

Provisions for leaves of absence for employees with drug and/or alcohol related 

problems who have not been found in violation of the Policy and who voluntarily 

seek assistance through the EAP will be considered on an individual basis. 

Any employee who tests positive for the presence of alcohol or drugs at or above the 

DOT-established cut off levels shall be referred by Labor and Employee Relations to 

OCTA’s EAP for an evaluation by a SAP for DOT-required tests, or an evaluation by a 

Substance Abuse Counselor for non-DOT required tests.  The SAP or Substance 

Abuse Counselor will recommend education and/or treatment to the employee. 

The cost of any treatment or rehabilitation services shall be paid directly by the 

employee or his/her insurance provider. 

7.2 DRUG-FREE AWARENESS PROGRAM 

To assist employees to understand and to avoid the perils of drug and alcohol abuse, the 

Authority has developed and implemented a comprehensive Drug-Free Awareness 

Program. The Drug-Free Awareness Program includes an ongoing educational and training 
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effort to prevent and eliminate drug and alcohol abuse that may affect the workplace. 

The Drug-Free Awareness Program also includes the Drug-Free Workplace Act Certification For A 

Public Or Private Entity Attachment D and the informational material to inform employees and their 

families about (1) the dangers of drug and alcohol abuse in the workplace; (2) the consequences 

of drug and/or alcohol use on personal health, safety, and the work environment; (3) the 

manifestation and behavioral cues that may indicate drug and/or alcohol use and abuse; (4) 

educate the employees about their responsibility regarding use of prescription and OTC 

medication (5) the Authority's Drug and Alcohol Policy Manual; (6) the availability of treatment and 

counseling for employees who voluntarily seek assistance for alcohol misuse and/or drug abuse, 

including information about the EAP and community service hotline telephone numbers; and (7) 

the sanctions the Authority will impose for violations of its Drug and Alcohol Policy Manual. 

As required by FTA regulations, OCTA will provide a minimum of 60 minutes of training on the 

effects and consequences of prohibited drug use on personal health, safety, and the work 

environment, and on the signs and symptoms that may indicate prohibited drug use.   

Supervisors and/or other company officers authorized by OCTA to make reasonable suspicion 

determinations shall receive at least 60 minutes of training on the physical, behavioral, and 

performance indicators of probable drug use and at least 60 minutes of training on the physical, 

behavioral, speech, and performance indicators of probable alcohol misuse.   Periodic retraining 

will also be required of supervisory personnel. 
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ADULTERATED SPECIMEN:  

A specimen is considered adulterated if it contains a substance that is not a normal constituent or 

contains a substance that is normally present in the body at a concentration that is not a normal 

physiological concentration.  

ALCOHOL MISUSE: 

Occurs when an employee arrives at the work site with alcohol in his/her system or the odor of 

alcohol on his/her breath; consumes a beverage containing alcohol while on duty or subject to 

duty; or during coffee or lunch breaks; or is late to work or absent from work due to the 

consumption of alcohol. 

ATTACHMENT B FORM: 

The Disclosure of Prescription and Over-the-Counter Medications form; a sample of this 

form is provided in Attachment B of this Policy and can be obtained from a Manager, a 

Supervisor, the Human Resources Department, or the OCTA Intranet.  Employees in safety-

sensitive positions are required, under OCTA Policy, to file a completed Attachment B form. 

BREATH ALCOHOL TECHNICIAN (BAT): 

The Breath Alcohol Technician instructs and assists employees in the alcohol testing process; 

operates an evidential breath testing device. 

CHAIN OF CUSTODY: 

The procedure used to document the handling of the urine specimen from the time the employee 

gives the specimen to the collector until the specimen is destroyed.  This procedure uses the 

Federal Drug Testing Custody and Control Form (CCF). 

COLLECTION SITES: 

A place selected by the employer where employees present themselves for the purpose of 

providing a urine specimen for a drug test. 

DRUG & ALCOHOL MANAGER (DAPM): 

An employee authorized by OCTA to manage and monitor the Drug and Alcohol testing program. 
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DESIGNATED EMPLOYER REPRESENTATIVE (DER): 

Designated Employer Representative is an employee authorized by the employer to take 

immediate action(s) to remove employees from safety-sensitive duties, or cause employees to be 

removed from these covered duties, and to make required decisions in the testing and evaluation 

processes. 

U.S. DEPARTMENT OF HEALTH AND HUMAN SERVICES (DHHS OR HHS): 

The Department of Health and Human Services or any other designee of the Secretary, 

Department of Health and Human Services. 

DHHS CERTIFIED LABS: 

Any U.S. laboratory certified by DHHS under the National Laboratory Certification Program as 

meeting the minimum standards of Subpart C of the DHHS Mandatory Guidelines for Federal 

Workplace Drug Testing Programs. 

DILUTED SPECIMEN: 

Diluted specimens have creatinine and specific gravity values that are lower than expected for 

human urine. A dilute test will be reported as a positive or negative. For a positive dilute test, the 

Authority treats the result as a positive test and removes the employee from safety-sensitive duty. 

For a negative dilute test (See Section 5.7), the Authority will require, as a matter of policy, 

employees to retest.  The second test is the test of record, even if the second test is also a 

negative dilute. 

U.S. DEPARTMENT OF TRANSPORTATION (DOT): 

The U.S. Department of Transportation is a government entity which oversees several agencies, 

including the Federal Transit Administration (FTA) or any designee of a DOT agency. 

EVIDENTIAL BREATH TESTING (EBT) DEVICE: 

A device approved by the National Highway Traffic Safety Administration (NHTSA) for the  

evidential breath testing and placed on NHTSA's "Conforming Products List of Evidential Breath 

Measurements Devices," and conforming with the model specifications available from NHTSA 

Traffic Safety Program. 
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FEDERAL TRANSIT ADMINISTRATION (FTA): 

The Federal Transit Administration, an agency of the U.S. Department of Transportation. 

INVALID SPECIMEN: 

An invalid specimen is one that contains unidentified adulterant, contains an unidentified interfering 

substance, has an abnormal physical characteristic, or has an endogenous substance at an 

abnormal concentration that prevents the laboratory from completing testing or obtaining a valid 

drug test result. 

ILLEGAL DRUG: 

Any drug which (a) is not legally obtainable or (b) is legally obtainable but had not been legally 

obtained or is not being used for its prescribed purposes. It includes prescribed drugs not legally 

obtained and prescribed drugs not being used for prescribed purposes. 

LEGAL DRUG: 

Any drug prescribed by a physician for the employee or any over-the-counter drug which has been 

legally obtained which is being used for the purpose for which it has been prescribed or 

manufactured.  A drug, which is legally obtainable but is not being used for its prescribed 

purposes, is an illegal drug, not a legal drug, under this Policy. 

MEDICAL REVIEW OFFICER (“MRO”): 

A person who is a licensed physician, with MRO certification, who is appointed and authorized by 

the Authority to be responsible for receiving and reviewing laboratory results generated by OCTA's 

drug testing program and for evaluating medical explanations for certain drug test results.  The 

MRO shall report each verified positive test result to the DER in the Human Resources 

Department.  The MRO will also determine (when the Authority requests such a determination) 

whether an employee who is taking a legal drug(s) may work while under the influence of such 

drug(s). 

NHTSA: 

National Highway Traffic Safety Administration. 
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NON-SAFETY SENSITIVE POSITION: 

Any position which does not entail any duty related to the safe operation of the Authority's mass 

transportation service. 

POSITIVE ALCOHOL TEST: 

Under the Authority’s Drug and Alcohol Policy Manual, the presence of alcohol in a body at a 

concentration greater than 0.000 as measured by an Evidential Breath Testing (EBT) Device. 

POSITIVE DRUG TEST: 

Any urine that is chemically tested (screened and confirmed) which shows the presence of 

controlled substances, as defined by DOT standards, and is verified by the MRO. 

PRE-EMPLOYMENT TESTING: 

Employees that are either applying for or transferring to a safety-sensitive position or if ninety (90) 

days have elapsed since the employee performed safety-sensitive duties and the individual was 

not in the random pool. 

PROBABLE CAUSE: 

The Authority will require a drug and/or an alcohol test on any employee who is reasonably 

suspected of violating this policy, including but not limited to, any employee suspected of 

possessing, using or being under the influence of alcohol or an illegal drug, a legal drug if 

such use would violate this policy, while on duty or in Authority vehicles or on Authority 

property or in Authority uniform. 

REASONABLE SUSPICION: 

The Federal Transit Administration (FTA) regulations require a safety-sensitive employee to submit 

a test when the employer has reasonable suspicion that the employee has used a prohibited drug 

or has misused alcohol. The request to undergo a reasonable suspicion test must be based on 

specific, contemporaneous, articulable observations concerning the appearance, behavior, speech 

or body odor of the safety-sensitive employee. 
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SAFETY-SENSITIVE POSITION: 

Any position which entails any duty related to the safe operation of the Authority's mass 

transportation service, including: (a) operation of a revenue service vehicle, whether or not such 

vehicle is in revenue service; (b) operation of a non-revenue service vehicle that requires a CDL (c) 

controlling dispatch or movement of a revenue service vehicle or equipment used in revenue 

service; (d) maintaining revenue service of vehicles or equipment used in revenue service; (e) 

carrying a firearm for security purposes; and (f) supervising an employee who performs a function 

in (a)-(e) above and performing or called upon to perform a safety sensitive function.  Positions 

currently classified as safety-sensitive positions are listed in Attachment A of this Policy and are 

subject to revision as needed. 

SCREENING TEST TECHNICIAN (STT): 

A person who instructs and assists employees in the alcohol testing process and operates an 

alcohol screening device. 

SUBSTANCE ABUSE PROFESSIONAL (SAP): 

An OCTA authorized licensed physician or a licensed or certified psychologist, social worker, 

employee assistance professional, or a certified addiction counselor, with knowledge of and clinical 

experience in the diagnosis and treatment of drug and related disorders; evaluates employees who 

have violated a DOT drug and alcohol regulation and makes recommendations concerning 

education, treatment, follow-up testing, and aftercare.  Although in most cases, an employee will 

be terminated for violation of this Policy; in cases in which an employee is suspended or placed on 

a leave of absence, OCTA will determine when/or if the employee may return to duty. 

SUBSTITUED SPECIMEN: 

Substituted specimens have creatinine and specific gravity values that are so diminished or so 

divergent that they are not consistent with normal human urine. 

UNDER THE INFLUENCE: 

When an employee is affected to any extent by alcohol or a drug, or metabolites of such, or the 

combination of alcohol and a drug, or has alcohol or a drug, or metabolites, of such, in the 

employee’s body in any detectable amount. 

END OF POLICY 
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Attachments 

Section 9 
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ATTACHMENT A 

SAFETY-SENSITIVE POSITIONS 

Any level of job classification or within the general job classification of the positions listed below are 

considered safety-sensitive. The listing is subject to revision and may not be all inclusive due to 

changes in job position titles. 

 Coach Operator 

 Electronic Technician 

 Facilities Maintenance Technicians 

 Maintenance Field Administrator 

 Field Supervisor 

 Instructor (Maintenance, Coach Operations) 

 Mechanic 

 Automotive Mechanic 

 Machinist 

 Radio Dispatcher 

 Service Worker 

 Supervisor, Maintenance 

 Section Supervisor/Section Manager:  

 Central Communications  

 Facilities Maintenance 

 Field Operations 

 Bus Operations  

 Instruction 

 Vehicle Maintenance 

 Window Dispatcher 

 Or any other employee who operates a revenue service vehicle (whether or not the 

vehicle is in revenue service), dispatch (anyone who controls revenue service vehicles' 

movement), maintenance of a revenue service vehicle or equipment used in revenue 

service, security personnel who carry firearms, and any other employee who through 

course of employment is required to hold a Commercial Driver's License (CDL). 
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ATTACHMENT C 

DRUG AND ALCOHOL BEHAVORIAL CONTRACT 

I understand that I will be allowed to continue my employment with Orange County Transportation 

Authority if I will participate in and submit continuing documentation on a monthly basis of my 

participation in an Authority approved substance abuse treatment program.  Additionally, u p o n  

successful completion o f  said program, I  will provide the necessary documentation of such. 

 
I agree not to use illegal drugs, including marijuana and alcohol, in accordance with the 
Authority's Alcohol/Drug Policy. 

 
I understand that in order to return to my employment, I must submit to additional alcohol/drug 

test(s) and that such test(s) demonstrate there is no trace of alcohol or a drug or metabolite of 

any drug in my system. 

 
I also understand that during the sixty (60) months following my return to work I may be tested 

without prior notice and if there is any trace of drug or metabolites and/or alcohol in my system, 

my employment with Orange County Transportation Authority will be terminated.  Additionally, I 

understand that refusal to submit to such a test will result in the termination of my employment. 

 
I understand and agree to all the above conditions.  I also understand and agree that failure to 

meet all terms and conditions of this commitment will result in the termination of my employment, 

with no Hearing Before Discharge and no right of appeal through the grievance procedure. 

 

 

______________________________________  __________________ 

Employee Signature      Date 

 

 

______________________________________  __________________ 

Union Representative Signature     Date 

 

 

______________________________________  __________________ 

Base Manager Signature      Date 

 

 

______________________________________  __________________ 

Labor and Employee Relations Representative   Date 

Signature 
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ATTACHMENT E 

DRUG AND ALCOHOL POLICY MANUAL TEST REASONS AND REQUIREMENTS TABLE 

 

Test Reason Drug Test Requirement Alcohol Test Requirement 

Bi-Annual Physical OCTA OCTA 

Behavioral Contract OCTA OCTA 

DMV Certification/Re-Certification OCTA OCTA 

Fit for Duty OCTA OCTA 

Follow-Up Test DOT DOT 

Post Accident resulting in a fatality DOT DOT 

Post Accident resulting in injury 

treatment away from scene 
 DOT  DOT 

Post Accident resulting in any 

vehicle towed 
 DOT  DOT 

Post Accident (none of the above 

or non-revenue service vehicle) 
 OCTA OCTA 

Pre-Employment/Post Offer (Safety- 

Sensitive) 
DOT OCTA 

Probable Cause (Non-Safety  Sensitive) OCTA OCTA 

Random DOT DOT 

Reasonable Suspicion 
(Safety-Sensitive) 

 DOT  DOT 

Return to Duty DOT DOT 

All of the above tests and reasons for testing are described in  
Section 5 of the Drug and Alcohol Policy Manual. 
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ATTACHMENT F 

CONTACT PERSONS 

For more information or questions about the OCTA Drug and Alcohol Policy Manual or 

testing program, please contact a staff member in the Human Resources Department at the 

telephone numbers listed below.  Each of these Contact Persons are located at the OCTA 

Administrative Offices:  600 South Main Street; PO Box 14184; Orange, CA  92863-1584. 

 Drug and Alcohol Program Manager/                                                           

Designated Employer Representative   (714) 560-5507 

 Designated Employer Representative   (714) 560-5827 
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ATTACHMENT G 

ACKNOWLEDGEMENT OF RECEIPT OF OCTA DRUG AND ALCOHOL POLICY MANUAL 

I, the undersigned, have received a copy of the Orange County Transportation Authority 

(OCTA or Authority) Drug and Alcohol Policy Manual, which complies with the Federal Transit 

Administration (FTA) and U.S. Department of Transportation (DOT) regulations, 49 CFR Part 

40 and Part 655 as amended.  I understand that nothing in this publication is intended to 

supplement, alter or serve as an official interpretation of 49 CFR Part 40 or DOT agency 

regulations. 

I understand and acknowledge that compliance with this Policy is a condition of my 

employment and that if I violate any provision of this Policy I will be subject to disciplinary 

action, which may include termination of employment.  Further, I understand that it is my 

responsibility to read, understand and comply with the Drug and Alcohol Policy Manual. 

 

 

 

______________________________________________  ______________________ 

Employee Name (Print)       Employee Badge # 

 

 

______________________________________________ 

Employee Signature 

 

 

_____________________________ 

Date 
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ATTACHMENT H 

APPROVAL OF POLICY BY BOARD OF DIRECTORS 
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PRICE SUMMARY SHEET 

Enter below the proposed fully-burdened hourly rate for each contract position described in the Scope of Work, Exhibit A. Prices shall 
include direct costs, indirect costs, and profits. The Authority’s intention is to award a five-year, time and expense contract.  

 
Firm Name:      
 

Contract Staff 
Positions 

Year 1 Year 2 Year 3 Year 4 Year 5 

Hourly 
Billable 

Rate 

Hourly 
Pay 

Rates 

Hourly 
Billable 

Rate 

Hourly 
Pay 

Rates 

Hourly 
Billable 

Rate 

Hourly 
Pay 

Rates 

Hourly 
Billable 

Rate 

Hourly 
Pay 

Rates 

Hourly 
Billable 

Rate 

Hourly 
Pay 

Rates 

Senior Data 
Warehouse 
Architect           

Data Warehouse 
Architect           

SharePoint 
Developer                     

Senior IS Project 

Manager           

Senior Help Desk 

Technician           

Senior Desktop 

Technician                     

Senior Network 

Engineer                     

Senior 
Programmer 
Analyst           

Programmer 

Analyst                     

 

Note: Consultant Hourly Pay Rate – includes weekdays, Saturday, Sunday, Holidays, and Overtime. 
Hourly Billable Rate – includes consultant hourly rate, general and administration, overhead, and profit. 
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1. I acknowledge receipt of RFP 7-1949 and Addenda No.(s) . 
 

2. This offer shall remain firm for     days from the date of proposal. 
(Minimum of 120) 

 
 
COMPANY NAME          
 
ADDRESS           
 
TELEPHONE           
 
EMAIL            
 
SIGNATURE OF PERSON 
AUTHORIZED TO BIND OFFEROR        
 
 
NAME AND TITLE          
 
DATE SIGNED           
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PROPOSED AGREEMENT NO. C-7-1949 

BETWEEN 

ORANGE COUNTY TRANSPORTATION AUTHORITY 

AND 

     

THIS AGREEMENT is effective this _____ day of ________________________, 2018, by and 

between the Orange County Transportation Authority, 550 South Main Street, P.O. Box 14184, Orange, 

California 92863-1584, a public corporation of the State of California (hereinafter referred to as 

"AUTHORITY"), and , , , ,     (hereinafter referred to as "CONSULTANT"). 

WITNESSETH: 

WHEREAS, AUTHORITY requires assistance from CONSULTANT to provide long-term contract 

personnel for various positions within the Information Systems Department as identified in the Scope of 

Work (Exhibit A); and 

WHEREAS, said work cannot be performed by the regular employees of AUTHORITY; and 

WHEREAS, CONSULTANT has represented that it has the requisite personnel and experience, 

and is capable of performing such services; and 

WHEREAS, CONSULTANT wishes to perform these services; 

NOW, THEREFORE, it is mutually understood and agreed by AUTHORITY and CONSULTANT 

as follows: 

 COMPLETE AGREEMENT 

A. This Agreement, including all exhibits and documents incorporated herein and made 

applicable by reference, constitutes the complete and exclusive statement of the terms and conditions of 

this Agreement between AUTHORITY and CONSULTANT and it supersedes all prior representations, 

understandings and communications.  The invalidity in whole or in part of any term or condition of this 

Agreement shall not affect the validity of other terms or conditions. 

B. AUTHORITY's failure to insist in any one or more instances upon CONSULTANT's 
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performance of any terms or conditions of this Agreement shall not be construed as a waiver or 

relinquishment of AUTHORITY's right to such performance or to future performance of such terms or 

conditions and CONSULTANT's obligation in respect thereto shall continue in full force and effect.  

Changes to any portion of this Agreement shall not be binding upon AUTHORITY except when 

specifically confirmed in writing by an authorized representative of AUTHORITY by way of a written 

amendment to this Agreement and issued in accordance with the provisions of this Agreement. 

 AUTHORITY DESIGNEE 

The Chief Executive Officer of AUTHORITY, or designee, shall have the authority to act for and 

exercise any of the rights of AUTHORITY as set forth in this Agreement. 

 SCOPE OF WORK 

A. CONSULTANT shall perform the work necessary to complete in a manner satisfactory to 

AUTHORITY the services set forth in Exhibit A, entitled "Scope of Work," attached to and, by this 

reference, incorporated in and made a part of this Agreement.  All services shall be provided at the times 

and places designated by AUTHORITY. 

B. CONSULTANT shall provide the personnel listed below to perform the above-specified 

services, which persons are hereby designated as key personnel under this Agreement. 

Names Functions 

  

  

C. No person named in paragraph B of this Article, or his/her successor approved by 

AUTHORITY, shall be removed or replaced by CONSULTANT, nor shall his/her agreed-upon function or 

level of commitment hereunder be changed, without the prior written consent of AUTHORITY.  Should 

the services of any key person become no longer available to CONSULTANT, the resume and 

qualifications of the proposed replacement shall be submitted to AUTHORITY for approval as soon as 

possible, but in no event later than seven (7) calendar days prior to the departure of the incumbent key 

person, unless CONSULTANT is not provided with such notice by the departing employee.  AUTHORITY 
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shall respond to CONSULTANT within seven (7) calendar days following receipt of these qualifications 

concerning acceptance of the candidate for replacement. 

 TERM OF AGREEMENT 

This Agreement shall commence upon execution by both parties, and shall continue in full force 

and effect through _______________, unless earlier terminated or extended as provided in this 

Agreement. 

 PAYMENT 

A. For CONSULTANT’s full and complete performance of its obligations under this Agreement 

and subject to the maximum cumulative payment obligation provisions set forth in Article 6, AUTHORITY 

shall pay CONSULTANT on a Time-and-Expense price basis in accordance with the following provisions. 

B. For each full hour of labor satisfactorily performed by CONSULTANT’s personnel under this 

Agreement, AUTHORITY shall pay CONSULTANT an hourly labor rate. The hourly labor rates shall not 

exceed the rates listed below which shall remain fixed for the entire term of this Agreement and are 

acknowledged to include CONSULTANT’s direct labor costs, indirect costs and profit.  

Description Year One Year Two Year Three Year Four  Year Five 

Senior Data Warehouse Architect $________ $________ $________ $________ $________ 

Data Warehouse Architect $________ $________ $________ $________ $________ 

SharePoint Developer $________ $________ $________ $________ $________ 

Senior IS Project Manager  $________ $________ $________ $________ $________ 

Senior Help Desk Technician $________ $________ $________ $________ $________ 

Senior Desktop Technician $________ $________ $________ $________ $________ 

Senior Network Engineer $________ $________ $________ $________ $________ 

Senior Programmer Analyst $________ $________ $________ $________ $________ 

Programmer Analyst $________ $________ $________ $________ $________ 

C. Timesheets shall be completed at the end of each work-week by CONSULTANT’s personnel 

and must be approved and signed by the AUTHORITY’s Project Manager. CONSULTANT may request 
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payment by invoicing on a monthly basis in duplicate to AUTHORITY’s Accounts Payable office. Each 

invoice shall be accompanied by a monthly progress report specifying the work, which has been 

performed.  CONSULTANT shall also furnish such other information as may be requested by 

AUTHORITY to substantiate the validity of an invoice.   

D. Invoices shall be submitted by CONSULTANT on a monthly basis and shall be submitted in 

duplicate to AUTHORITY’s Accounts Payable office. CONSULTANT may also submit invoices 

electronically to AUTHORITY’s Accounts Payable Department at vendorinvoices@octa.net. Each invoice 

shall be accompanied by the monthly progress report specified in paragraph C of this Article. 

AUTHORITY shall remit payment within thirty (30) calendar days of the receipt and approval of each 

invoice. Each invoice shall include the following information: 

1. Agreement No. C-7-1949; 

2. Work for which the payment is being requested; 

3. The time period covered by the invoice; 

4. Labor (staff name, hours charged, hourly billing rate, current charges, and 

cumulative charges) performed during the billing period; 

5. Total monthly invoice (including project-to-date cumulative invoice amount); 

6. Monthly Progress Report; 

7. Certification signed by the CONSULTANT or his/her designated alternate that a) 

The invoice is a true, complete and correct statement of reimbursable costs and progress; b) The backup 

information included with the invoice is true, complete and correct in all material respects; c) All payments 

due and owing to subcontractors and suppliers have been made; d) Timely payments will be made to 

subcontractors and suppliers from the proceeds of the payments covered by the certification and; e) The 

invoice does not include any amount which CONSULTANT intends to withhold or retain from a 

subcontractor or supplier unless so identified on the invoice. 

8. Any other information as agreed or requested by AUTHORITY to substantiate the 

validity of an invoice. 

mailto:vendorinvoices@octa.net
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 MAXIMUM OBLIGATION 

Notwithstanding any provisions of this Agreement to the contrary, AUTHORITY and 

CONSULTANT mutually agree that AUTHORITY's maximum cumulative payment obligation (including 

obligation for CONSULTANT’s profit) shall be _____________ Dollars ($___________.00) which shall 

include all amounts payable to CONSULTANT for its subcontracts, leases, materials and costs arising 

from, or due to termination of, this Agreement. 

 NOTICES  

All notices hereunder and communications regarding the interpretation of the terms of this 

Agreement, or changes thereto, shall be effected by delivery of said notices in person or by depositing 

said notices in the U.S. mail, registered or certified mail, returned receipt requested, postage prepaid and 

addressed as follows: 

To CONSULTANT: To AUTHORITY: 

  Orange County Transportation Authority 

  550 South Main Street 

  P.O. Box 14184 

 ,     Orange, CA 92863-1584 

ATTENTION:   

  

ATTENTION: Iris Deneau 

Senior Contract Administrator 

  

  

(714) 560 - 5786 

ideneau@octa.net 

 INDEPENDENT CONTRACTOR 

CONSULTANT's relationship to AUTHORITY in the performance of this Agreement is that of an 

independent contractor.  CONSULTANT's personnel performing services under this Agreement shall at 

all times be under CONSULTANT's exclusive direction and control and shall be employees of 

CONSULTANT and not employees of AUTHORITY.  CONSULTANT shall pay all wages, salaries and 

other amounts due its employees in connection with this Agreement and shall be responsible for all 
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reports and obligations respecting them, such as social security, income tax withholding, unemployment 

compensation, workers' compensation and similar matters. 

 INSURANCE 

A. CONSULTANT shall procure and maintain insurance coverage during the entire term of this 

Agreement.  Coverage shall be full coverage and not subject to self-insurance provisions.  CONSULTANT 

shall provide the following insurance coverage: 

1. Commercial General Liability, to include Products/Completed Operations, 

Independent Contractors’, Contractual Liability, and Personal Injury Liability, and Property Damage with 

a minimum limit of $1,000,000.00 per occurrence and $2,000,000.00 general aggregate. 

2. Automobile Liability Insurance to include owned, hired and non-owned autos with 

a combined single limit of $1,000,000.00 each accident; 

3. Workers’ Compensation with limits as required by the State of California including 

a waiver of subrogation in favor of AUTHORITY, its officers, directors, employees or agents; 

4. Employers’ Liability with minimum limits of $1,000,000.00; and 

5. Professional Liability with minimum limits of $1,000,000.00 per claim. 

B. Proof of such coverage, in the form of an insurance company issued policy endorsement and 

a broker-issued insurance certificate, must be received by AUTHORITY prior to commencement of any 

work.  Proof of insurance coverage must be received by AUTHORITY within ten (10) calendar days from 

the effective date of this Agreement with the AUTHORITY, its officers, directors, employees and agents 

designated as additional insured on the general and automobile liability.  Such insurance shall be primary 

and non-contributive to any insurance or self-insurance maintained by the AUTHORITY.   

C. CONSULTANT shall include on the face of the Certificate of Insurance the Agreement 

Number C-7-1949; and, the Senior Contract Administrator’s Name, Iris Deneau. 

D. CONSULTANT shall also include in each subcontract the stipulation that subcontractors shall 

maintain insurance coverage in the amounts required from CONSULTANT as provided in this Agreement. 

/ 
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E. CONSULTANT shall be required to immediately notify AUTHORITY of any modifications or 

cancellation of any required insurance policies. 

 ORDER OF PRECEDENCE 

Conflicting provisions hereof, if any, shall prevail in the following descending order of precedence:  

(1) the provisions of this Agreement, including all exhibits; (2) the provisions of RFP 7-1949; (3) 

CONSULTANT’s proposal dated ______ ; (4) all other documents, if any, cited herein or incorporated by 

reference. 

 CHANGES 

By written notice or order, AUTHORITY may, from time to time, order work suspension and/or 

make changes in the general scope of this Agreement, including, but not limited to, the services furnished 

to AUTHORITY by CONSULTANT as described in the Scope of Work.  If any such work suspension or 

change causes an increase or decrease in the price of this Agreement, or in the time required for its 

performance, CONSULTANT shall promptly notify AUTHORITY thereof and assert its claim for 

adjustment within ten (10) calendar days after the change or work suspension is ordered, and an 

equitable adjustment shall be negotiated.  However, nothing in this clause shall excuse CONSULTANT 

from proceeding immediately with the Agreement as changed. 

 DISPUTES 

A. Except as otherwise provided in this Agreement, any dispute concerning a question of fact 

arising under this Agreement which is not disposed of by supplemental agreement shall be decided by 

AUTHORITY's Director, Contracts Administration and Materials Management (CAMM), who shall reduce 

the decision to writing and mail or otherwise furnish a copy thereof to CONSULTANT.  The decision of 

the Director, CAMM, shall be final and conclusive.    

B. Pending final decision of a dispute hereunder, CONSULTANT shall proceed diligently with 

the performance of this Agreement and in accordance with the decision of AUTHORITY's Director, 

CAMM.  This Disputes clause does not preclude consideration of questions of law in connection with 

decisions provided for above.  Nothing in this Agreement, however, shall be construed as making final 



AGREEMENT NO.  C-7-1949   PROPOSED AGREEMENT NO. C-7-1949 
EXHIBIT C 

Page 48 

 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

14 

15 

16 

17 

18 

19 

20 

21 

22 

23 

24 

25 

26 

 

the decision of any AUTHORITY official or representative on a question of law, which questions shall be 

settled in accordance with the laws of the State of California. 

 TERMINATION 

A. AUTHORITY may terminate this Agreement for its convenience at any time, in whole or part, 

by giving CONSULTANT written notice thereof.  Upon said notice, AUTHORITY shall pay CONSULTANT 

its allowable costs incurred to date of termination and those allowable costs determined by AUTHORITY 

to be reasonably necessary to effect such termination.  Thereafter, CONSULTANT shall have no further 

claims against AUTHORITY under this Agreement.  

B. In the event either Party defaults in the performance of any of their obligations under this 

Agreement or breaches any of the provisions of this Agreement, the non-defaulting Party shall have the 

option to terminate this Agreement upon thirty (30) days’ prior written notice to the other Party.  Upon 

receipt of such notice, CONSULTANT shall immediately cease work, unless the notice from AUTHORITY 

provides otherwise.  Upon receipt of the notice from AUTHORITY, CONSULTANT shall submit an invoice 

for work and/or services performed prior to the date of termination.  AUTHORITY shall pay 

CONSULTANT for work and/or services satisfactorily provided to the date of termination in compliance 

with this Agreement.  Thereafter, CONSULTANT shall have no further claims against AUTHORITY under 

this Agreement.  AUTHORITY shall not be liable for any claim of lost profits or damages for such 

termination.  

 INDEMNIFICATION 

CONSULTANT shall indemnify, defend and hold harmless AUTHORITY, its officers, directors, 

employees and agents from and against any and all claims (including attorneys' fees and reasonable 

expenses for litigation or settlement) for any loss or damages, bodily injuries, including death, damage to 

or loss of use of property caused by the negligent acts, omissions or willful misconduct by CONSULTANT, 

its officers, directors, employees, agents, subcontractors or suppliers in connection with or arising out of 

the performance of this Agreement. 

/ 
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 ASSIGNMENTS AND SUBCONTRACTS 

A. Neither this Agreement nor any interest herein nor claim hereunder may be assigned by 

CONSULTANT either voluntarily or by operation of law, nor may all or any part of this Agreement be 

subcontracted by CONSULTANT, without the prior written consent of AUTHORITY.  Consent by 

AUTHORITY shall not be deemed to relieve CONSULTANT of its obligations to comply fully with all terms 

and conditions of this Agreement. 

B. AUTHORITY hereby consents to CONSULTANT's subcontracting portions of the Scope of 

Work to the parties identified below for the functions described in CONSULTANT's proposal.  

CONSULTANT shall include in the subcontract agreement the stipulation that CONSULTANT, not 

AUTHORITY, is solely responsible for payment to the subcontractor for the amounts owing and that the 

subcontractor shall have no claim, and shall take no action, against AUTHORITY, its officers, directors, 

employees or sureties for nonpayment by CONSULTANT. 

Subcontractor Name/Addresses Subcontractor Function 

  

 

 

 

 AUDIT AND INSPECTION OF RECORDS 

CONSULTANT shall provide AUTHORITY, or other agents of AUTHORITY, such access to 

CONSULTANT's accounting books, records, payroll documents and facilities, as AUTHORITY deems 

necessary.  CONSULTANT shall maintain such books, records, data and documents in accordance 

with generally accepted accounting principles and shall clearly identify and make such items readily 

accessible to such parties during CONSULTANT's performance hereunder and for a period of four (4) 

years from the date of final payment by AUTHORITY.  AUTHORITY’s right to audit books and records 

directly related to this Agreement shall also extend to all first-tier subcontractors identified in Article 15 

of this Agreement.  CONSULTANT shall permit any of the foregoing parties to reproduce documents 

by any means whatsoever or to copy excerpts and transcriptions as reasonably necessary. 
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 CONFLICT OF INTEREST 

CONSULTANT agrees to avoid organizational conflicts of interest.  An organizational conflict 

of interest means that due to other activities, relationships or contracts, the CONSULTANT is unable, 

or potentially unable to render impartial assistance or advice to the AUTHORITY; CONSULTANT’s 

objectivity in performing the work identified in the Scope of Work is or might be otherwise impaired; or 

the CONSULTANT has an unfair competitive advantage.  CONSULTANT is obligated to fully disclose 

to the AUTHORITY in writing Conflict of Interest issues as soon as they are known to the 

CONSULTANT. All disclosures must be submitted in writing to AUTHORITY pursuant to the Notice 

provision herein. This disclosure requirement is for the entire term of this Agreement. 

 CODE OF CONDUCT 

CONSULTANT agrees to comply with the AUTHORITY’s Code of Conduct as it relates to 

Third-Party contracts which is hereby referenced and by this reference is incorporated herein. 

CONSULTANT agrees to include these requirements in all of its subcontracts. 

 PROHIBITION ON PROVIDING ADVOCACY SERVICES 

CONSULTANT and all subconsultants performing work under this Agreement, shall be 

prohibited from concurrently representing or lobbying for any other party competing for a contract with 

AUTHORITY, either as a prime consultant or subconsultant.  Failure to refrain from such 

representation may result in termination of this Agreement. 

 FEDERAL, STATE AND LOCAL LAWS 

CONSULTANT warrants that in the performance of this Agreement, it shall comply with all 

applicable federal, state and local laws, statutes and ordinances and all lawful orders, rules and 

regulations promulgated thereunder. 

 EQUAL EMPLOYMENT OPPORTUNITY 

In connection with its performance under this Agreement, CONSULTANT shall not discriminate 

against any employee or applicant for employment because of race, religion, color, sex, age or national 

origin.  CONSULTANT shall take affirmative action to ensure that applicants are employed, and that 
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employees are treated during their employment, without regard to their race, religion, color, sex, age or 

national origin.  Such actions shall include, but not be limited to, the following: employment, upgrading, 

demotion or transfer; recruitment or recruitment advertising; layoff or termination; rates of pay or other 

forms of compensation; and selection for training, including apprenticeship. 

 PROHIBITED INTERESTS 

CONSULTANT covenants that, for the term of this Agreement, no director, member, officer or 

employee of AUTHORITY during his/her tenure in office or for one (1) year thereafter shall have any 

interest, direct or indirect, in this Agreement or the proceeds thereof. 

 OWNERSHIP OF REPORTS AND DOCUMENTS 

A. The originals of all letters, documents, reports and other products and data produced under 

this Agreement shall be delivered to, and become the property of AUTHORITY.  Copies may be made 

for CONSULTANT's records but shall not be furnished to others without written authorization from 

AUTHORITY.  Such deliverables shall be deemed works made for hire and all rights in copyright therein 

shall be retained by AUTHORITY. 

B. All ideas, memoranda, specifications, plans, manufacturing, procedures, drawings, 

descriptions, and all other written information submitted to CONSULTANT in connection with the 

performance of this Agreement shall not, without prior written approval of AUTHORITY, be used for any 

purposes other than the performance under this Agreement, nor be disclosed to an entity not connected 

with the performance of the project.  CONSULTANT shall comply with AUTHORITY’s policies regarding 

such material.  Nothing furnished to CONSULTANT, which is otherwise known to CONSULTANT or is or 

becomes generally known to the related industry shall be deemed confidential.  CONSULTANT shall not 

use AUTHORITY’s name, photographs of the project, or any other publicity pertaining to the project in 

any professional publication, magazine, trade paper, newspaper, seminar or other medium without the 

express written consent of AUTHORITY. 

C. No copies, sketches, computer graphics or graphs, including graphic artwork, are to be 

released by CONSULTANT to any other person or agency except after prior written approval by 
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AUTHORITY, except as necessary for the performance of services under this Agreement.  All press 

releases, including graphic display information to be published in newspapers, magazines, etc., are to be 

handled only by AUTHORITY unless otherwise agreed to by CONSULTANT and AUTHORITY. 

 PATENT AND COPYRIGHT INFRINGEMENT 

A. In lieu of any other warranty by AUTHORITY or CONSULTANT against patent or copyright 

infringement, statutory or otherwise, it is agreed that CONSULTANT shall defend at its expense any claim 

or suit against AUTHORITY on account of any allegation that any item furnished under this Agreement 

or the normal use or sale thereof arising out of the performance of this Agreement, infringes upon any 

presently existing U.S. letters patent or copyright and CONSULTANT shall pay all costs and damages 

finally awarded in any such suit or claim, provided that CONSULTANT is promptly notified in writing of 

the suit or claim and given authority, information and assistance at CONSULTANT's expense for the 

defense of same.  However, CONSULTANT will not indemnify AUTHORITY if the suit or claim results 

from:  (1) AUTHORITY's alteration of a deliverable, such that said deliverable in its altered form infringes 

upon any presently existing U.S. letters patent or copyright; or (2) the use of a deliverable in combination 

with other material not provided by CONSULTANT when such use in combination infringes upon an 

existing U.S. letters patent or copyright. 

B. CONSULTANT shall have sole control of the defense of any such claim or suit and all 

negotiations for settlement thereof.  CONSULTANT shall not be obligated to indemnify AUTHORITY 

under any settlement made without CONSULTANT's consent or in the event AUTHORITY fails to 

cooperate fully in the defense of any suit or claim, provided, however, that said defense shall be at 

CONSULTANT's expense.  If the use or sale of said item is enjoined as a result of such suit or claim, 

CONSULTANT, at no expense to AUTHORITY, shall obtain for AUTHORITY the right to use and sell 

said item, or shall substitute an equivalent item acceptable to AUTHORITY and extend this patent and 

copyright indemnity thereto. 

/ 

/ 
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 FINISHED AND PRELIMINARY DATA 

A. All of CONSULTANT’s finished technical data, including but not limited to illustrations, 

photographs, tapes, software, software design documents, including without limitation source code, 

binary code, all media, technical documentation and user documentation, photoprints and other graphic 

information required to be furnished under this Agreement, shall be AUTHORITY’s property upon 

payment and shall be furnished with unlimited rights and, as such, shall be free from proprietary restriction 

except as elsewhere authorized in this Agreement.  CONSULTANT further agrees that it shall have no 

interest or claim to such finished, AUTHORITY-owned, technical data; furthermore, said data is subject 

to the provisions of the Freedom of Information Act, 5 USC 552.   

B. It is expressly understood that any title to preliminary technical data is not passed to 

AUTHORITY but is retained by CONSULTANT.  Preliminary data includes roughs, visualizations, 

software design documents, layouts and comprehensives prepared by CONSULTANT solely for the 

purpose of demonstrating an idea or message for AUTHORITY’s acceptance before approval is given 

for preparation of finished artwork.  Preliminary data title and right thereto shall be made available to 

AUTHORITY if CONSULTANT causes AUTHORITY to exercise Article 11, and a price shall be 

negotiated for all preliminary data. 

 ALCOHOL AND DRUG POLICY 

 AUTHORITY and CONSULTANT shall provide under this Agreement, a safe and healthy work 

environment free from the influence of alcohol and drugs. Failure to comply with this Article may result 

in nonpayment or termination of this Agreement.  

 FORCE MAJEURE 

Either party shall be excused from performing its obligations under this Agreement during the time 

and to the extent that it is prevented from performing by an unforeseeable cause beyond its control, 

including but not limited to: any incidence of fire, flood; acts of God; commandeering of material, products, 

plants or facilities by the federal, state or local government; national fuel shortage; or a material act or 

omission by the other party; when satisfactory evidence of such cause is presented to the other party, 
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and provided further that such nonperformance is unforeseeable, beyond the control and is not due to 

the fault or negligence of the party not performing. 

 HEALTH AND SAFETY REQUIREMENT 

CONSULTANT shall comply with all the requirements set forth in Exhibit _, Level 1 Safety 

Specifications. 

This Agreement shall be made effective upon execution by both parties. 

IN WITNESS WHEREOF, the parties hereto have caused this Agreement No. C-7-1949 to be 

executed on the date first above written. 

CONSULTANT ORANGE COUNTY TRANSPORTATION AUTHORITY 

By  _______________________________  By  ________________________________  

     Darrell Johnson 
     Chief Executive Officer  

 

 APPROVED AS TO FORM: 

 
By  ________________________________  

   James M. Donich 
   General Counsel 

 

 APPROVED: 

 
By  ________________________________  

   Andrew Oftelie 
  Executive Director,  
  Finance and Administration 

  
 Date _______________________________  
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STATUS OF PAST AND PRESENT CONTRACTS FORM  

On the form provided below, Offeror shall list the status of past and present contracts where the firm has 
either provided services as a prime vendor or a subcontractor during the past five (5) years in which the 
contract has been the subject of or may be involved in litigation with the contracting authority.  This 
includes, but is not limited to, claims, settlement agreements, arbitrations, administrative proceedings, and 
investigations arising out of the contract.  
 
A separate form must be completed for each contract.  Offeror shall provide an accurate contact name and 
telephone number for each contract and indicate the term of the contract and the original contract value.  
Offeror shall also provide a brief summary and the current status of the litigation, claims, settlement 
agreements, arbitrations, administrative proceedings, or investigations.  If the contract was terminated, list 
the reason for termination.   
 
Offeror shall have an ongoing obligation to update the Authority with any changes to the identified contracts 
and any new litigation, claims, settlement agreements, arbitrations, administrative proceedings, or 
investigations that arise subsequent to the submission of Offeror's proposal.  Each form must be signed 
by an officer of the Offeror confirming that the information provided is true and accurate.  
 
Project city/agency/other: 

 

Contact Name:                                             Phone:    

 

Project Award Date:                                    Original Contract Value: 

 

Term of Contract: 

 

(1)   Litigation, claims, settlements, arbitrations, or investigations associated with contract: 

 

 

 

(2) Summary and Status of contract:   

 

 

(3) Summary and Status of action identified in (1): 

 

 

 

(4) Reason for termination, if applicable: 

 

 

By signing this Form entitled “Status of Past and Present Contracts,” I am affirming that all of the 
information provided is true and accurate. 
 
____________________________________                      _____________________________ 
Name        Date    
 
____________________________________ 
Title  
Last Rev. 08/26/2015 
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CAMPAIGN CONTRIBUTION DISCLOSURE FORM 

Information Sheet 

 
ORANGE COUNTY TRANSPORTATION AUTHORITY 

The attached Campaign Contribution Disclosure Form must be completed by applicants 
for, or persons who are the subject of, any proceeding involving a license, permit, or other 
entitlement for use pending before the Board of Directors of the OCTA or any of its 
affiliated agencies.  (Please see next page for definitions of these terms.) 

 
IMPORTANT NOTICE 

Basic Provisions of Government Code Section 84308 

A. If you are an applicant for, or the subject of, any proceeding involving a license, 
permit, or other entitlement for use, you are prohibited from making a campaign 
contribution of more than $250 to any board member or his or her alternate.  This 
prohibition begins on the date your application is filed or the proceeding is 
otherwise initiated, and the prohibition ends three months after a final decision is 
rendered by the Board of Directors.  In addition, no board member or alternate may 
solicit or accept a campaign contribution of more than $250 from you during this 
period. 

B. These prohibitions also apply to your agents, and, if you are a closely held 
corporation, to your majority shareholder as well.  These prohibitions also apply to 
your subcontractor(s), joint venturer(s), and partner(s) in this proceeding.  Also 
included are parent companies and subsidiary companies directed and controlled 
by you, and political action committees directed and controlled by you. 

C. You must file the attached disclosure form and disclose whether you or your 
agent(s) have in the aggregate contributed more than $250 to any board member 
or his or her alternate during the 12-month period preceding the filing of the 
application or the initiation of the proceeding. 

D. If you or your agent have in the aggregate contributed more than $250 to any 
individual board member or his/or her alternate during the 12 months preceding 
the decision on the application or proceeding, that board member or alternate must 
disqualify himself or herself from the decision.  However, disqualification is not 
required if the board member or alternate returns the campaign contribution within 
30 days from the time the director knows, or should have known, about both the 
contribution and the fact that you are a party in the proceeding. The Campaign 
Contribution Disclosure Form should be completed and filed with your proposal, or 
with the first written document you file or submit after the proceeding commences. 
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1. A proceeding involving "a license, permit, or other entitlement for use" 
includes all business, professional, trade and land use licenses and permits, 
and all other entitlements for use, including all entitlements for land use, all 
contracts (other than competitively bid, labor or personal employment 
contracts), and all franchises.   

2. Your "agent" is someone who represents you in connection with a 
proceeding involving a license, permit or other entitlement for use.  If an 
individual acting as an agent is also acting in his or her capacity as an 
employee or member of a law, architectural, engineering, consulting firm, or 
similar business entity, both the business entity and the individual are 
“agents.”   

3. To determine whether a campaign contribution of more than $250 has been 
made by you, campaign contributions made by you within the preceding 
12 months must be aggregated with those made by your agent within the 
preceding 12 months or the period of the agency, whichever is shorter.  
Contributions made by your majority shareholder (if a closely held 
corporation), your subcontractor(s), your joint venturer(s), and your 
partner(s) in this proceeding must also be included as part of the 
aggregation.  Campaign contributions made to different directors or their 
alternates are not aggregated. 

4. A list of the members and alternates of the Board of Directors is attached. 

This notice summarizes the major requirements of Government Code Section 84308 of 
the Political Reform Act and California Code of Regulations, Title 2 
Sections 18438-18438.8. 
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ORANGE COUNTY TRANSPORTATION AUTHORITY 
CAMPAIGN CONTRIBUTION DISCLOSURE FORM 

 
 
RFP Number:     RFP Title:    
 
To be completed only if campaign contributions have been made in the preceding 12 months. 
 
Prime Contractor Firm Name:    

Contributor or Contributor Firm’s Name:    

Contributor or Contributor Firm’s Address:    

  

 
Is Contributor:  

o the Prime Contractor        Yes___  No ___ 
o Subcontractor         Yes___  No ___ 
o Agent/Lobbyist hired by Prime 

to represent the Prime in this RFP  Yes___ No ___ 
 
Note: Under the State of California Government Code section 84308 and California Code of 
Regulations, Title 2, Section 18438, campaign contributions made by the Prime Contractor and 
the Prime Contractor’s agent/lobbyist who is representing the Prime Contractor in this RFP must 
be aggregated together to determine the total campaign contribution made by the Prime 
Contractor. 
  
 
Board Member(s) to whom you and/or agent/lobbyist made campaign contributions and the dates 
of contribution(s) in the preceding 12 months. Each date must include the exact month, day, and 
year of the contribution. 
 
Name of Board Member:    

Name of Contributor:   

Date(s):   

Amount(s):   

 
 
Name of Board Member:    

Name of Contributor:    

Date(s):    

Amount(s):   

 
Date:      
  Signature of Contributor 
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ORANGE COUNTY TRANSPORTATION AUTHORITY 
AND AFFILIATED AGENCIES 

 
Board of Directors  

 
Michael Hennessey, Chairman 

Lisa A. Bartlett, Vice Chair 

Laurie Davies, Director 

Barbara Delgleize, Director 

Andrew Do, Director 

Lori Donchak, Director 

Steve Jones, Director 

Mark A. Murphy, Director 

Richard Murphy, Director 

Al Murray, Director 

Shawn Nelson, Director 

Miguel Pulido, Director 

Tim Shaw, Director 

Todd Spitzer, Director 

Michelle Steel, Director 

Tom Tait, Director 

Greg Winterbottom, Director 
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EXHIBIT F: LEVEL 1 SAFETY SPECIFICATIONS
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LEVEL 1 HEALTH, SAFETY AND ENVIRONMENTAL SPECIFICATIONS 
 

PART I – GENERAL 

1.1  GENERAL HEALTH, SAFETY & ENVIRONMENTAL REQUIREMENTS 

 
A. The Contractor, its subcontractors, suppliers, and employees have the 

obligation to comply with all Authority health, safety and environmental 
compliance department (HSEC) requirements of this safety specification, 
project site requirements, bus yard safety rules, as well as all federal, state, and 
local regulations pertaining to scope of work, contracts or agreements with the 
Authority. Additionally, manufacturer requirements are considered incorporated 
by reference as applicable to this scope of work. 

 
B. Observance of repeated unsafe acts or conditions, serious violation of safety 

standards, non-conformance of Authority health, safety and environmental 
compliance department (HSEC) requirements, or disregard for the intent of 
these safety specifications to protect people and property, by Contractor or its 
subcontractors may be cause for termination of scope or agreements with the 
Authority, at the sole discretion of the Authority. 

 
C. The health, safety, and environmental requirements, and references contained 

within this scope of work shall not be considered all-inclusive as to the hazards 
that might be encountered.  Safe work practices shall be planned and 
performed, and safe conditions shall be maintained during the course of this 
work scope. 

 
D. The Authority Project Manager shall be responsible to ensure a safety 

orientation is conducted of known potential hazards and emergency procedures 
for all Contractor personnel, subcontractors, suppliers, vendors, and new 
employees assigned to the project prior to commencement of the project.   

 
E. The Contractor shall ensure that all Contractor vehicles, including those of its 

subcontractors, suppliers, vendors and employees are parked in designated 
parking areas, and comply with traffic routes, and posted traffic signs in areas 
other than the employee parking lots.  

 
F. California Code of Regulations (CCR) Title 8 Standards are minimum 

requirements; each Contractor is encouraged to exceed minimum 
requirements.  When the Contractor's safety requirements exceed statutory 
standards, the more stringent requirements shall be achieved for the safeguard 
of public and workers. 

 
G. INJURY AND ILLNESS PREVENTION PLAN  

 
The Contractor shall submit to the Authority, a copy of their company Injury and 
Illness Prevention Plan (IIPP) in accordance with California Code of 
Regulations (CCR) Title 8, Section 3203. The intent and elements of the IIPP 
shall be implemented and enforced by the Contractor and its sub-tier 
contractors, suppliers, and vendors. 
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H. Contractor shall provide a copy of the Policy or Program of Company’s 
Substance Abuse Prevention Policy that complies with the 1988 Drug Free 
Workplace Act. 

 
 

1.2 HEAT ILLNESS PREVENTION PROGRAM 
 
A. Contractor shall provide a copy of their company Heat Illness Prevention 

Program in accordance with CCR Title 8, Section 3395, Heat Illness 
Prevention. 
 

1.3 HAZARD COMMUNICATION 
 

A. Contractor shall comply with CCR Title 8, Section 5194 Hazard Communication 
Standard.  Prior to use on Authority property and/or project work areas 
Contractor shall provide the Authority Project Manager copies of MSDS for all 
applicable products used, if any.  

 
B. All chemicals including paint, solvents, detergents and similar substances shall 

comply with South Coast Air Quality Management District (SCAQMD) rules 
103, 1113, and 1171. 

 
C. The Contractor shall protect property and water resources from fuels and 

similar products throughout the duration of the contract.  Contractor shall 
comply with Storm Water Pollution Prevention Plan (SWPPP) requirements.  

 
1.4 INCIDENT NOTIFICATION AND INVESTIGATION 

 
A. The Authority shall be promptly notified of any of the following types of incidents: 

 
1. Damage to Authority property (or incidents involving third party property 

damage); 
 
2. Reportable and/or Recordable injuries (as defined by the U. S. Occupational 

Safety and Health Administration); 
 
3. Incidents impacting the environment, i.e. spills or releases on Authority 

property. 
 

B. Notifications shall be made to Authority representatives, employees and/or agents. 
This includes incidents occurring to contractors, vendors, visitors, or members of 
the general public that arise from the performance of Authority contract work.  An 
immediate verbal notice followed by an a written incident investigation report shall 
be submitted to Authority’s Project Manager within 24 hours of the incident.  

 
C. A final written incident investigative report shall be submitted within seven (7) 

calendar days, and include the following information.  The current status of anyone 
injured, photos of the incident area, detailed description of what happened, the 
contributing factors that lead to the incident occurrence, a copy of the company 
policy or procedure associated with the incident and evaluation of effectiveness, 
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copy of the task planning documentation, and the corrective action initiated to 
prevent recurrence.  This information shall be considered the minimum elements 
required for a comprehensive incident report acceptable to OCTA.  

 
1.5 PERSONAL PROTECTIVE EQUIPMENT  
 

A. The Contractor, its subcontractors, suppliers, and employees are required to 
comply with applicable personal protective equipment (PPE) requirements 
while performing work at any Authority project or property.  Generally minimum 
PPE requirements include eye protection; hearing protection, head protection, 
class 2 safety reflective vests, and appropriate footwear. 

 
B. The Contractor, its subcontractors, suppliers, and employees are required to 

provide their own PPE, including eye, head, foot, and hand protection, safety 
vests, or other PPE required to perform their work safely on Authority projects 
or property.  The Authority requires eye protection on construction projects and 
work areas that meet ANSI Z-87.1 Standards. 

 
1.6 REFERENCES 
 

A. CCR Title 8 Standards (Cal/OSHA) 
B. FCR Including 1910 and 1926 Standards 
C. NFPA, NEC, ANSI, NIOSH Standards 
D. OCTA Construction Management Procedures Manual 
E. OCTA Yard Safety Rules 

 
 
 

END OF SECTION 
 

 
Level 1 HSE Specifications 
1008404.1 
Revision 6, 7/20/2017
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EXHIBIT G: PROPOSAL EXCEPTIONS AND/OR DEVIATIONS
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PROPOSAL EXCEPTIONS AND/OR DEVIATIONS 
 
The following form shall be completed for each technical and/or contractual exception or deviation that 
is submitted by Offeror for review and consideration by Authority.  The exception and/or deviation must 
be clearly stated along with the rationale for requesting the exception and/or deviation.   If no technical 
or contractual exceptions or deviations are submitted as part of the original proposal, Offerors are 
deemed to have accepted Authority’s technical requirements and contractual terms and conditions set 
forth in the Scope of Work (Exhibit A) and Proposed Agreement (Exhibit C).  Offerors will not be allowed 
to submit this form or any contractual exceptions and/or deviation after the proposal submittal date 
identified in the RFP.  Exceptions and/or deviations submitted after the proposal submittal date will not 
be reviewed by Authority. 
 
Offeror:__________________________________________________________________________ 
 
RFP No.:________________  RFP Title: ____________________________________________ 
 
Deviation or Exception No. :   ________       
 
Check one: 

 Scope of Work (Technical)    ________ 

 Proposed Agreement (Contractual)            ________ 
 
Reference Section/Exhibit: ________________             Page/Article No._________ 
 
Complete Description of Deviation or Exception: 
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________ 
 
Rationale for Requesting Deviation or Exception: 
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________ 
 
Area Below Reserved for Authority Use Only: 
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EXHIBIT H: ALTERNATE EMPLOYER ENDORSEMENT



WCIRB | California Bureau Workers Comp Forms | 02/15/89 

 
ALTERNATE EMPLOYER ENDORSEMENT 

  
  
This endorsement applies only with respect to bodily injury to your employees while in the course of special or temporary 
employment by the alternate employer in the state named in Item 2 of the Schedule. Part One (Workers Compensation 
Insurance) and Part Two (Employers Liability Insurance) will apply as though the alternate employer is insured. If an entry is 
shown in Item 3 of the Schedule the insurance afforded by this endorsement applies only to work you perform under the 
contract or at the project named in the Schedule. 
  
Under Part One (Workers Compensation Insurance) we will reimburse the alternate employer for benefits required by the 
workers compensation law if we are not permitted to pay the benefits directly to the persons entitled to them. 
  
The insurance afforded by this endorsement is not intended to satisfy the alternate employer’s duty to secure its obligations 
under the workers compensation law.  We will not file evidence of this insurance on behalf of the alternate employer with any 
government agency. 
  
We will not ask any other insurer of the alternate employer to share with us a loss covered by this endorsement. 
  
Premium will be charged for your employees while in the course of special or temporary employment by the alternate 
employer. 
  
The policy may be canceled according to its terms without sending notice to the alternate employer. 
  
Part Four (Your Duties If Injury Occurs) applies to you and the alternate employer. The alternate employer will recognize our 
right to defend under Parts One and Two and our right to inspect under Part Six. 
  
  

Schedule 
  
1.   Alternate Employer                                                                                                          Address 
  
2.      State of Special or Temporary Employment 
  
3.   Contract or Project 
  
  
  
  

See “Notes” on reverse. 
  
  

  
  
  
Notes:  
  

1.   This endorsement may be used when the insured named in Item 1 of the Information Page has agreed to provide 
insurance against workers compensation and employers liability claims made by employees of the insured against a 
special or temporary employer named in the endorsement Schedule. 

WORKERS COMPENSATION AND EMPLOYERS LIABILITY INSURANCE POLICY  WC 00 03 01 A 
1st Reprint  Issued February 15, 1989 Standard  

This endorsement changes the policy to which it is attached and is effective on the date issued unless otherwise stated. 
(The information below is required only when this endorsement is issued subsequent to preparation of the 
policy.)  
  
Endorsement Effective Policy No. Endorsement No. 
Insured Insurance Company   
  
  
  
  Countersigned By   
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2.   This endorsement may be used only if the state of temporary or special employment is a state shown in Item 3.A. 

of the Information Page. 
  

3.   If the insured is in the business of providing temporary workers for others, the insurer may show the alternate 
employers in the Schedule by the words “all” or “any.” 

  
4.   Three uses of this endorsement are illustrated here: 

  
a.   Use this endorsement if the policy is issued to a contractor (the insured) who is required by an oil company (as 

alternate or special employer) to provide workers compensation and employers liability insurance to protect the 
oil company from claims brought by the contractor’s employees. 

  
b.   Use this endorsement if the policy is issued to a business that operates and manages property for others (the 

insured) who is required by the property owner (the alternate employer) to provide this insurance to protect the 
owner from claims brought by employees of the operator/manager. 

  
c.   Use this endorsement if the policy is issued to a supplier of temporary office help (the insured) who is required by 

its customer (the user of the temporary office helpthe alternate employer ) to provide this insurance to protect 
the customer from claims brought by the insured’s employees against the alternate employer. 

  
5.   Show an appropriate entry to Item 3 to limit the endorsement to apply only to specific jobs or contracts of the insured. 

This endorsement may not be used to limit coverage to specific jobs or contracts in Wisconsin. 
  

6.   If this endorsement is used because of temporary or special employment in Illinois, the carrier must send a written 
notice of cancelation to all Illinois Alternate Employers shown in the Schedule. 

 

©California Workers' Compensation Insurance Rating Bureau 
©2012 Vertafore, Inc. All Rights Reserved.  

© National Council on Compensation Insurance, Inc.
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