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PART ONE - OVERVIEW

SCOPE

In 1974, the Florida Legislature passed legislation creating an Act providing the authority and
purpose for qualified nonprofit agencies (Certified Employment Centers) meeting specific
criteria to sell commodities and/or services produced by blind and/or severely handicapped
individuals to governmental entities. This Law provides the authority for the Department of
Management Services (Department) to competitively contract with a single Central
Nonprofit Agency (CNA) to develop and manage the intent and scope of the Act. Florida
Association of Rehabilitation Facilities (Florida ARF) dba RESPECT of Florida, is the
designated CNA for the State of Florida.

RESPECT of Florida (RESPECT) was and remains today, forty years later, the CNA for the State
of Florida. RESPECT administers the program and provides the infrastructure for Certified
Employment Centers to sell commodities and/or services produced by individuals who have
severe handicaps and/or blind to all governmental entities throughout the State.

Should there be a conflict between any part of the RESPECT Policies and Procedures manual
and the Law, Florida law will govern, then Florida Administrative Code, and then the current
Contract between the Department and Florida Association of Rehabilitation Services, dba
RESPECT of Florida, in that order.

Specific References:

1. Sections 413.032 through 413.037, Florida Statutes (F.S.); (The Law)

2. Rule 60E-1.001through 1.005, F.A.C;

3. The current Department/RESPECT Contract (Contract); and,

4. RESPECT of Florida Policies and Procedures manual.

PURPOSE

RESPECT’S Policies and Procedures manual identifies the Laws, establishes policies and
defines the processes to be followed in the administration of the RESPECT of Florida
program (hereafter referred to as RESPECT) by all participants. It is the framework to guide
all participants through each facet of the program, ensuring compliance with program
requirements and development of employment opportunities for Floridians who are blind
and/or have severe handicaps who produce quality commodities and services.

RESPECT of Florida Policies and Procedures 4
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POLICIES AND PROCEDURES DESIGN

The RESPECT Policies and Procedures manual provides specific guidance for RESPECT staff
and Employment Centers on all aspects of and participation in the program. This Policies
and Procedures manual may be further clarified by directives, e-mails and RESPECT
procedures, etc., as needed to conduct RESPECT business operations.

Part One: Overview, provides general information about the program and the RESPECT
Policies and Procedures manual, including the minimum obligations, roles and
responsibilities of all parties participating in the program.

Part Two: Employment Centers, provides the guidance and operational direction for
RESPECT staff, Employment Centers and customers on key components of the program
broken down into the following three chapters:

Chapter 1: Certification of Employment Centers, provides the minimum certification
requirements and processes for Employment Centers wishing to participate in the
program and sell commodities and/or services to procuring governmental entities
through RESPECT. Various actions that could occur if a Certified Employment Center
fails to satisfy Annual Re-Certification requirements are detailed.

Chapter 2: Development, Assignment and Pricing, addresses the specific terms,
definitions, minimum requirements and processes to follow when getting
commodities and services approved and assigned to sell to procuring governmental
entities. Pricing guidelines are also provided.

Chapter 3: Ordering and Fulfillment, provides the requirements and processes for
ordering and fulfillment of commodities and services offered through RESPECT.

Part Three: RESPECT Role, provides information on RESPECT’S obligations, role and
responsibilities for managing the RESPECT program as the State’s CNA.

Chapter 4: Invoicing and Payment, provides the processes that will be followed by
RESPECT and Certified Employment Centers in meeting RESPECT requirements for
invoicing and payment

Chapter 5: Auditing and Record Keeping, provides the minimum requirements and
activities required by RESPECT in fulfilling its contractual and compliance obligations.
The chapter also provides guidance for assignment of duties to ensure independence
and separation of duties and responsibilities as needed to ensure the program
operates in accordance with generally accepted accounting principles (GAAP).

RESPECT of Florida Policies and Procedures
Effective Date — February 1, 2019



RESPECT.

OF FLORRIC DS

Chapter 6: Awards Program, provides the policy and procedures that will be
followed to recognize and reward outstanding individuals, customers and Certified
Employment Centers.

Chapter 7: Performance Surveys and Measurements, provides evaluation of
client and customer satisfaction with the Certified Employment Centers and
RESPECT in accordance with the CNA contract with the Department.

Chapter 8: Document Management, provides the policy and procedures that will
be followed by RESPECT in developing and maintaining its Policies and
Procedures manual.

Chapter 9: Marketing, provides the policy and procedures that will be followed in
meeting the requirements of the Law, governing rules, and the RESPECT of Florida
Policies and Procedures manual regarding marketing of the RESPECT program and
Certified Employment Centers’ commodities and/or service contracts.

Chapter 10: Reporting, provides the policy, activities and procedures that will be
followed by Certified Employment Centers and RESPECT in meeting requirements
regarding all aspects of reporting on the RESPECT program.

Chapter 11: Quality Assurance and Program Reviews, provide the procedures
that will be followed by RESPECT in meeting the requirements of the Law,
governing rules, the CNA contract with the Department, and the RESPECT
Policies and Procedures manual.

Part Four: Appendix, provides supplemental information and sample forms for the
program that may be useful to the users.

Appendix A: Terms and Definitions, provides those terms and definitions used
throughout this Policies and Procedures manual. Some terms and definitions,
however, may be germane only to one section and will be defined as applicable.

Appendix B: Florida Statutes, provides a copy of the applicable laws governing the
RESPECT program.

Appendix C: Florida Administrative Code, are the rules that further define the
obligation, roles and responsibilities of the CNA, Department, Employment Centers,
and procuring governmental entities pursuant to Florida Statutes.

Appendix D: Contract and Amendment, is between the Department and the Florida
Association of Rehabilitation Facilities dba RESPECT of Florida, giving RESPECT the

RESPECT of Florida Policies and Procedures
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authority and requirements as the CNA to carry out the program on behalf of the
State of Florida.

Appendix E-J: Samples of RESPECT forms: Employment Center Certification,
Documentation of “Handicap,” Request for Assignment, Commodity Assignment
Agreement, Service Assignment Agreement, and Proposal for Assignment. These
forms may be updated or modified on an as needed basis.

Appendix K: Florida ARF Public Records Policy, provides the public records policy
applicable to the RESPECT of Florida program.

Appendix L: Program Review Guidelines, provides a sample methodology for
Program Reviews.

OVERARCHING ROLES AND RESPONSIBILITIES
The Department

A. By way of competitive solicitation may designate a CNA to represent Employment
Centers for individuals who are blind and/or may have severe handicaps in facilitating
the allocation of orders by procuring governmental entities.

B. Ensures compliance to the program by management and monitoring of the CNA
contract.

C. Accepts or denies RESPECT’S recommendations for certification of requesting
Employment Centers and accepts RESPECT’s certification methodology for re-
certification of Employment Centers.

D. Accepts or denies RESPECT’S recommendations for assighments and pricing of
commodities and services appearing on the Department’s procurement list to ensure
fair market pricing and sufficient value added.

The CNA (i.e., RESPECT)

A. Will carry out its contractual obligations to the fullest extent possible and provide a
system, policies and procedures and a website to manage the RESPECT program.

B. RESPECT will provide education to governmental entities on the requirements of
the Law and the obligation to first consider purchasing RESPECT commodities and
services listed on the Department’s procurement list.

RESPECT of Florida Policies and Procedures 7
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Will not engage in the following activities:

1. Enter into nondisclosure agreements or contracts which prohibit employees
or associates of RESPECT from meeting with, discussing or providing
information requested by the Department or its authorized representatives.

2. Require that Employment Centers join or become a member of any industry or
trade association as a condition of being part of RESPECT’s network of
Certified Employment Centers.

Certified Employment Centers

A.

Will meet and maintain certification requirements.

Will request assignments in writing using RESPECT’s approved forms.

Will not offer its commodities and services under the auspices of the RESPECT
program unless the services and commodities are approved by RESPECT for

procurement by governmental entities through the RESPECT program.

Will follow and maintain compliance with RESPECT’s Policy and Procedures manual
and Assignment Agreements.

RESPECT of Florida Policies and Procedures
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PART TWO - EMPLOYMENT CENTERS
SCOPE

RESPECT is responsible for managing the initial and re-certification processes for Certified
Employment Centers participating in the RESPECT program and selling commodities and/or
services produced by individuals who are blind or severely handicapped to governmental
entities. All RESPECT Certified Employment Centers agree to operate in accordance with the Law
and conditions outlined in the RESPECT Policies and Procedures manual.

CHAPTER 1: CERTIFICATION OF EMPLOYMENT CENTERS

Certification provides the policy and procedures that will be followed by Employment
Centers and RESPECT to become a RESPECT Certified Employment Center.

GENERAL

A. Employment Centers wishing to provide services and/or commodities for sale to
governmental entities must meet and maintain RESPECT certification requirements.

1. Failure to do so will result in denial or revocation of certification.

2. Under no circumstances will Certified Employment Centers provide commodities
and/or services for sale to governmental entities under the RESPECT program until all
certification and assignment requirements are met.

B. RESPECT will develop initial and re-certification packages, accepted by the Department,
with instructions, forms and document requirements to be used in determining if an
Employment Center meets the minimum certification requirements that must be met
and maintained.

C. Prior to RESPECT recommending an Employment Center for certification, RESPECT will
review the following to ensure the center is capable of producing goods and services in
accordance with the Law and other governing regulations. Specific qualifications to be
reviewed include: (ref: Appendix D, Contract, Section 6.6, Qualifications)

1. Management experience;

2. Past performance;

RESPECT of Florida Policies and Procedures 9
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3.

4.

9.

Capital and financial viability;

Available equipment;

Viability of partnerships with manufacturing;

Marketability and quality of any proposed commodities and services;
Warehousing space;

Number of anticipated employees including compliance with RESPECT employment
ratios; and,

Location.

D. To participate in the RESPECT program Employment Centers shall meet the following
conditions:

Organized under the laws of the United States or this State, operated in the interest
of blind and/or severely handicapped individuals ss. 413.033(3)(a-d) and ss.
413.033(4)(a-d), F.S., the net income of which does not inure in whole or in part to
the benefit of any shareholder or other individual;

Comply with any applicable occupational health and safety standard prescribed by
the Secretary of Labor of the United States.

In the production of commodities and in the provision of services, whether or not
the commodities or services are procured under ss. 413.033-413.037, F.S., during the
fiscal year, employs blind and/or severely handicapped individuals for not less than
75% of the person-hours of direct labor required for the production or provision of
the commodities or services: and,

Meet the criteria for determining nonprofit status under the provisions of s. 196.195,
F.S., and is registered and in good standing as a charitable organization with the
Florida Department of Agriculture and Consumer Services under the provisions of
Chapter 496, F.S.

E. Employment Centers having questions or interested in the RESPECT program should
contact RESPECT at 850-942-0905, or visit the RESPECT website at
www.respectofflorida.org.

RESPECT of Florida Policies and Procedures 10
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F. RESPECT will not take any actions, approvals or assignments for commodities and/or
services regarding an Employment Center until the certification process has been
completed.

G. Acceptance or denials for certification requests

1. Acceptance: Once an initial certification package is accepted by the Department,
RESPECT will notify the Employment Center of its status as a RESPECT Certified
Employment Center and the dates of certification.

2. Denial: Should a request for certification be denied, RESPECT will notify the
Employment Center and provide technical assistance to correct the deficient issue(s).

3. Annual re-certification will be required for all Employment Centers that have been
previously designated as Certified Employment Centers.

H. Calculating Handicap Ratios. The RESPECT program adheres to the Law which provides
guidance for Employment Centers to use to determine “severely handicapped.” Further,
the Law indicates Certified Employment Centers are to employ individuals who are blind
and/or severely handicapped for not less than 75% for the direct labor hours required for
the production or provision of commodities or services on an agency-wide basis.

As part of the RESPECT Certification Form and Checklist packet (ref: Appendix E:
Employment Center Certification Forms and Certification Checklist), severely
handicapped means any person who is so severely incapacitated by any physical or
mental handicap(s) that they cannot engage in normal competitive employment because
of such a handicap.

1. Some specific categories of blind and/or severely handicapped as defined above are
listed below are examples and should not be considered exclusive:

Spinal cord injury,

Blindness,

Deafness,

Muscular dystrophy,

Multiple sclerosis,

Developmental handicaps or neurological disorders,

Severe orthopedic handicaps,

Multiple handicaps,

Severe personality or behavioral disorders including psychosis and neurosis,

T T@ 0 an T
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j. Severe pulmonary disease, and
k. Severe cardiac disorders.

l. Certified Employment Centers shall maintain a file for each individual who is severely
handicapped and/or blind to include:

1. Awritten report prepared by a licensed primary care provider, psychiatrist, or
qualified psychologist, reflecting the nature and extent of the handicap or handicaps
that cause such person to qualify as severely handicapped (ref: Appendix F:
Documentation of Handicap Sample Form); OR,

2. Astatement from one of the following state or federal agencies indicating that the
individual has been determined eligible for services by the agency:

Division of Vocational Rehabilitation

Division of Blind Services,

Department of Education, Special Education student prior to January 1, 2015,
Agency for Persons with Disabilities,

Department of Children and Family Services -

Adult Mental Health Services,

Social Security Administration, Disability

Department of Health - Division of Disability Determinations.

S® e on oo

3. Certified Employment Centers are to have on file for each individual who is blind
and/or severely handicapped pre-admission evaluations and annual re-evaluations
of the individual’s capability for normal competitive employment prepared by a
person or persons qualified by training and experience.

4. Certified Employment Centers are to have an ongoing placement program that
includes staff assigned evaluation duties and liaison responsibilities with
appropriate community services such as the State Division of Blind Services, Division
of Vocational Rehabilitation and others. Individuals whose most recent evaluations
show them to be capable of competitive employment should be referred to the
appropriate entities for job placement opportunities.

5. Itis the responsibility of RESPECT Certified Employment Centers to hire individuals
employed through the RESPECT program who meet the definition of “blind and/or
severely handicapped.” When establishing eligibility for blind and/or severely
handicapped Employment Centers will need to understand that: The statutory
definition allows for employment of individuals, or classes of individuals, with physical

RESPECT of Florida Policies and Procedures 12
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or mental diagnoses that constitute a substantial handicap to employment of such a
nature that prevents the individual from engaging in competitive employment.

6. Itisthe responsibility of RESPECT to ensure that Certified Employment Centers
meet the program criteria and requirements outlined within this Policies and
Procedures manual. Within these parameters, RESPECT will ensure Certified
Employment Center compliance via recertification and Program Reviews.

7. RESPECT will provide consultation as needed with Certified Employment Centers
and work with state and local entities to promote compliance.

INITIAL CERTIFICATION

A. Employment Centers will make application to RESPECT by completing the Initial
Certification package, which includes the forms and document requirements with
instructions for properly completing and submitting the package to RESPECT.

B. The Initial Certification package is available by contacting RESPECT or from the RESPECT
website at www.respectofflorida.org. Original signatures are required.

ANNUAL RE-CERTIFICATION

A. Certified Employment Centers desiring to maintain certification and/or continue providing
commodities and/or services to governmental entities must renew their certification
annually.

B. By August 15th, Certified Employment Centers will complete and submit the annual re-
certification documentation and forms, signed by an officer of the corporation and a board
member of the Certified Employment Center’s corporation, to RESPECT for the previous
12-month period ending June 30th. Original signatures are required.

C. Annually RESPECT will:

1. By June 30th of each year, send out an annual re-certification package to all currently
Certified Employment Centers.

2. Upon receipt of completed packages from Certified Employment Centers a review of
the package will be performed for completeness and compliance by October 15t.

RESPECT of Florida Policies and Procedures 13
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3. Approve re-certification status for all Certified Employment Centers seeking re-
certification.

INACTIVE STATUS

A.

An Employment Center that is “certified” but not actively producing commodities and/or
services for the RESPECT program will be referred to as an inactive Employment Center.

A certified, but inactive, Employment Center desiring to maintain certification status will
meet the provisions of this Policies and Procedures manual.

FAILURE TO COMPLY WITH ANNUAL CERTIFICATION REQUIREMENTS

A.

Any Certified Employment Center failing to submit a properly completed annual re-
certification package to RESPECT by October 1% will no longer be qualified to furnish
commodities and/or services to governmental entities. To regain certification, the
Employment Center will be required to meet all certification requirements before it can
again furnish commodities and/or services to governmental entities.

Monitoring Status: As aresult of issues identified within the re-certification process,
Program Reviews, site visits, outside audits, customer complaints, corrective action
plans, etc., a Certified Employment Center may be placed under monitoring status.
Monitoring status will occur monthly, quarterly, or some other frequency as determined
by RESPECT to ensure the resolution of concerns or issues.

Corrective Action Status: Formal corrective action plans will be developed by Certified
Employment Centers when the center fails to meet requirements of the RESPECT
program. These failings are generally more severe in nature than issues that give rise to
Monitoring Status. Instances of such severity might include but are not limited to
failure to meet handicap ratios, poor or absent documentation of handicaps, continued
unavailability or unresponsiveness of Certified Employment Center staff, inability to
meet key deadlines, improper wages, excessive revenue over expenses, gross
misrepresentations of costs, persistent quality and timeliness issues, or improper
classifications of employees, etc.

The process for corrective action status will be as follows:

1. RESPECT will notify the Certified Employment Center with a “Notice of Corrective
Action Needed” letter which will include a deadline for the Certified Employment

RESPECT of Florida Policies and Procedures 14
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Center to submit a plan of corrective action for approval and deadlines for coming
into compliance.

2. RESPECT will review the proposed Corrective Action Plan (CAP) for responsiveness
and seek additional information from the Certified Employment Center as needed.
RESPECT will communicate approval of the CAP to the Certified Employment Center
once the plan is deemed responsive.

3. Asarequirement of the corrective action process, the Certified Employment Center
will be asked to submit no less than quarterly updates indicating progress toward
full compliance. An example of this would be a quarterly Ratio Compliance Review
form to document progress toward meeting handicap ratio requirements.

4. Once RESPECT has verified the issues have been resolved, the Certified Employment
Center will be taken off corrective action status.

5. While on corrective action status, RESPECT will suspend the assignment of any new
commodities or services to the Employment Center.

6. Continued noncompliance with the agreed upon CAP for four quarters will result in
reassignment of service contracts or commodities to another Certified Employment
Center.

7. Fraudulent activity or continued noncompliance by a Certified Employment Center
without showing significant improvement during the corrective action process will
result in a recommendation to the Department to decertify the center.

D. Direct Labor Requirements:

If it is determined during the annual re-certification process that a Certified Employment
Center does not meet the direct labor requirements, the compliance process will be as
follows:

1. Aletter will be sent to the Certified Employment Center advising of non-compliance
and the need to reach compliance within the next four (4) fiscal year quarters with a
request that the Certified Employment Center submit a CAP on steps to correct the
areas of non-compliance.

2. Quarterly, the Certified Employment Center will send RESPECT a Ratio Compliance
Review form by a specified date. The review form will reflect the direct labor hours

RESPECT of Florida Policies and Procedures 15
Effective Date — February 1, 2019



RESPECT.

OF FLORRIC DS

and number of individuals employed that were blind and/or severely handicapped
and employed during the reporting quarter. Direct labor hours will be calculated
the same as for the initial certification and annual re-certification process. The
Certified Employment Center’s response will be used to determine if the corrective
action resulted in significant progress towards compliance with the direct labor
requirements.

3. RESPECT will provide technical assistance to the Certified Employment Centerin
identifying problem areas and actions that assist in achieving compliance with direct
labor requirements and other areas of concern.

E. If the Certified Employment Center does not meet the requirements for re-certification,
RESPECT will notify the center in writing and the Center will not be able to participate in
the RESPECT program until further notice.

F. RESPECT has a responsibility to ensure compliance through the re-certification process.
If upon submission of a Certified Employment Center’s re-certification documentation a
significant concern is identified, such as with the handicap ratio, the Certified
Employment Center will be placed on Corrective Action Status. Less significant
deficiencies will result in enhanced monitoring status for the Certified Employment
Center

G. Intheinstance of RESPECT’s decision to deny re-certification, Certified Employment
Centers will have the right to request in writing a review of the denial within 30 days
of notification. The RESPECT program response will be evaluated by the RESPECT
Oversight Committee to ensure consistent application of policies and procedures.
the Department will be notified of the outcome.
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CHAPTER 2: DEVELOPMENT, ASSIGNMENT AND PRICING:

SCOPE

RESPECT is responsible for the development, pricing and assignment of commodities and/or
services offered by Certified Employment Centers and produced by individuals who are blind
and/or severely handicapped for sale to governmental entities.

Development, Assignment and Pricing is the policy and procedures document to be followed
by RESPECT and Certified Employment Centers in the selling of commodities and services to
governmental entities through RESPECT.

GENERAL

The most challenging steps in developing a commodity or service are determining the market
need and price to ensure that the Certified Employment Center recovers allowable costs.

The process for getting a commodity or service ready for purchase by a governmental entity
can have many variables and is based largely on the complexity and market demand for a
commodity or service.

A. RESPECT will, at a minimum, perform the following activities in fulfilling its duties, role
and responsibilities (ref: Appendix D: Department/RESPECT Contract & Amendment,
section 6.9):

1. Develop policies, procedures and forms to be used by Certified Employment
Centers seeking commodities and/or services made available to sell to
governmental entities through RESPECT.

2. Recommend to the Department for approval commodities and services to be added
to the Department’s procurement list.

3. Offer arange of commodities with prices and service contract pricing ranges listed
on the RESPECT website. Commodities and services which require custom pricing
will be listed, without prices, on the RESPECT website. Information for pricing
quotes may be obtained from RESPECT Customer Services at 850-942-3555.

4. At least every six months assess the needs of the customer base and the market
viability of new commodities and services as well as the discontinuation of existing
offerings.
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Provide the Department with its current recommended prices for suitable
commodities or services for approval based on the allowable costs to the Certified
Employment Center.

Recommend to the Department, quarterly (i.e. quarter ending dates of December

315t, March 315t, June 30th and September 3oth) suggested price changes for
approved commodities and services due to market changes and through ongoing
sales, market analysis and the customer survey process.

Monitor government entity websites for procurement opportunities.

Periodically review and identify expired state term contracts that may be suitable
for Certified Employment Center(s).

RESPECT will take the following actions for those commodities and/or services
approved by the Department and assigned to a Certified Employment Center:

a. Notify the Certified Employment Center of the Department and/or procuring
governmental entity’s decision and complete the assignment process.

b. Place the commodity and/or service on the Department’s procurement list
and RESPECT website.

c. Assist Certified Employment Centers with marketing of commodities and/or
services to governmental entities.

d. Process all orders, invoices, collections, returns and payments to Certified
Employment Centers.

TERMS, POLICY AND PROCEDURES RELEVANT TO BOTH COMMODITIES AND SERVICES

A. Ancillary Services (aka Subcontractors)
It is recognized that from time to time ancillary services may need to be provided by
other Certified Employment Centers or private industry subcontractors.
Possible ancillary services include, but are not limited to:
a. Dumpster service,
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b. Trashremoval,

¢. Electrical, plumbing, other licensed or specialized work,
d. High rise window washing,

e. Demolition work, and/or

f. Rebuilds and the option of certain equipment.

2. When a Certified Employment Center determines it cannot provide an ancillary
service, it will first work with RESPECT to determine if the ancillary service can be
directed to another Certified Employment Center.

3. If no other Certified Employment Center can provide the required ancillary service,
the Certified Employment Center will need to document and submit a written
request to RESPECT to subcontract with a private business to provide the service
describing the reason, i.e., licensing, franchise or other technical reasons.

4. Therequest for subcontracting for ancillary services may be identified and
requested as part of the Pricing Package.

5. The use of subcontractors should only be considered to provide seamless
continuation of services or to meet customer needs.

6. Use of subcontractors of ancillary service will not be counted against a Certified
Employment Center in the calculation of indirect or direct labor hours for
certification or assignment purposes.

B. Assignments

Certified Employment Centers must comply with RESPECT requirements and may not
produce or provide its commodity and services under the RESPECT program until an
Assignment Agreement is fully executed. The Department must approve all
commodities to be added to the State Procurement List and listed on the
MyFloridaMarketPlace catalog.

1. Amendments: An Assignment Agreement can be amended if it is determined by
all parties that the amendment is necessary, and in accordance with this Policies
and Procedures manual.
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2. Cancellation of Assignments: Assignments may be cancelled if and when either
the Department, RESPECT, procuring governmental entity and/or the Certified
Employment Center determines that the Certified Employment Center can no
longer produce or provide the assigned commodities and/or services.

a. Resolution and corrective action of concernsis the first and preferred action
to be taken by RESPECT. However, if issues cannot be resolved and the
assignment is cancelled, the Certified Employment Center will be notified in
writing, the commodity and/or service will be removed from the Department’s
purchasing list and RESPECT’s Website and the Assignment Agreement will be
terminated.

b. Assignments will be cancelled in accordance with the Assignment Agreement
or within 30 days’ written notice if not specified in the Assignment Agreement.

3. Reassignment: If the Department, RESPECT, procuring governmental entity and/or
the Certified Employment Center determines that the Certified Employment
Center can no longer produce or provide the Assigned commodities and/or
services, the following guidelines will be followed:

a. The RESPECT Certified Employment Center will notify in writing of the intent
to cancel the Assignment Agreement.

b. RESPECT may reassign the commodity and/or service to another Certified
Employment Center in accordance with RESPECT’s assignment procedures.

c. RESPECT cannot reassign or remove a product and/or service from the
Department purchasing list without the Department’s approval.

4. Renewal of Assignment Agreement for Service Contracts: RESPECT service
Assignment Agreements reflect the terms of the individual service contracts.
Should a service contract need to be renewed, extended, or amended, RESPECT will
negotiate requested changes between the governmental entity and the Certified
Employment Center.

5. Continuation of RESPECT Commodity Assignment Agreements: The existing
Assignment agreements will be subject to continuation based on the determination
from the Department of Management Services to renew the Central Nonprofit
Agency State Term Contract between Florida ARF dba RESPECT of Florida and the
State of Florida.
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6. Reactivation of an Assignment Agreement: Should RESPECT identify the need for a
commodity or service that has previously been performed or supplied by a Certified
Employment Center but has been discontinued, prior to issuing a Proposal for
Assignment, RESPECT will first offer that commodity or service to the Certified
Employment Center that previously performed the assignment, provided the
Center terminated the Assignment Agreement in good standing.

C. Cost Recovery

1. The pricing submitted to RESPECT for commodities and/or services should
recover the cost of new materials, labor, overhead and delivery, but without profit,
and seek price adjustments in accordance with changing cost factors.

2. If a pricing package does not recover costs, the Certified Employment Center
may be required to submit information on how it will recover costs through
other sources.

3. Allowable Contract Variances: For new and continuing contracts, allowable
contract variances will be generally limited to 3% of the subtotal of raw materials,
direct labor, indirect labor, and shipping costs. This subtotal does not include
fringe benefit costs, general and administrative overhead, or the RESPECT CNA
fee. RESPECT may have special, exceptional circumstances on a case-by-case basis
to cover risks that are not sufficiently addressed under the 3% limit up to 5% with
prior approval from RESPECT.

D. Direct Labor Ratio Requirements

Agency-Wide Ratio: All Certified Employment Centers are required to employ
blind and/or severely handicapped individuals for not less than 75% of the person-
hours of Direct Labor required for the production or provision of commodities
and services produced on an agency-wide basis, whether or not the commodities
or services are procured under ss 413.032-413.037, F.S.

Per Assignment/Contract: Each Assignment/ Contract for commodities and/or services with
aCertified Employment Center must demonstrate a majority of the direct labor
hours provided in the production of each RESPECT commodity/service contract
are provided by employees who are severely handicapped. Majority of labor shall
be defined as at least 51% of the direct labor hours worked by individuals with
severe handicaps. (In addition to the commodity/service contract majority of

RESPECT of Florida Policies and Procedures 21
Effective Date — February 1, 2019



RESPECT.

OF FLORRIC DS

labor requirement, Certified Employment Centers must also meet the agency-
wide 75% Direct Labor requirement.)

1. Certified Employment Centers are to maximize the percentage of Direct Labor
provided by people with handicaps for each RESPECT commodity and service
contract to ensure the intent of the law is met.

2. Asaresult of Program Review findings, in cases where the direct labor ratio falls
below 75% on any individual service contract or commodity, RESPECT will assess the
need for monitoring oversight and when deemed appropriate implement
Monitoring Status until the Certified Employment Center demonstrates compliance
to the agency-wide direct labor ratio requirement is not in jeopardy.

a. When determining the need for monitoring status, RESPECT will consider factors
that may affect the Certified Employment Center’s agencywide Disabled-Labor
Ratio including: The impact of new or terminating contracts, data indicating
significant improvement towards meeting the agency-wide ratio requirement,
and whether the ratio has improved to the extent the agency-wide ratio is no
longer at risk.

b. Closure of Monitoring Status will be evaluated on a case-by-case basis.

3. Failure of a Certified Employment Center to meet the majority of Direct Labor Hours
requirement for any commody or service contract at any time during the year will
automatically result in immediate Corrective Action Status and can result in loss of
the assignment/contract.

4. If for any reason a Certified Employment Center determines that it is at risk of not
meeting the direct labor ratio requirement during the fiscal year for a specific
Service Contract or Commodity Assignment, it will:

a. Provide RESPECT with a written explanation as to why compliance with the
direct labor ratio requirement is at risk along with actions that will be taken to
achieve the direct labor ratio requirement.

b. Report on actions and progress made to meet the intent of the Law to ensure
compliance in accordance with Part Two, Chapter 1: Certification, Section V.

¢. Understand that substantial and continuing noncompliance with the Law that
relates to the commodities or contractual services offered shall result in the
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Certified Employment Center being suspended or removed from the
Procurement List by the Department.

5. New Assignment Start-Up Provisions: For new service contracts that are initially
negotiated with a previously existing workforce in place, RESPECT may provide a
time-limited exemption to the direct labor ratio requirements if the Certified
Employment Center can demonstrate intent to comply with ratio requirements
within one year of the effective date of the contract. The following guidelines will
be followed regarding approval of this provision:

a. The Certified Employment Center agrees that the majority of direct labor hours
provided in the production of each RESPECT commodity and each service
contract are to be provided by persons who are blind or are severely
handicapped in accordance with these guidelines.

b. When an existing workforce is assumed, RESPECT can approve a start-up plan
that demonstrates how the Certified Employment Center will ensure that ratio
requirements will be met within one year from the effective date of the contract.

¢. During the start-up phase, RESPECT will provide consultation assistance and
quarterly monitoring to Certified Employment Centers to ensure significant
progress is being made towards achievement of ratio requirements.

d. Failure to demonstrate significant progress in complying with the start-up plan,
or failure to meet direct labor hour requirements by persons who are blind or
severely handicapped, will result in corrective action measures as outlined in this
document and will result in termination or reassignment of the service contract if
the Certified Employment Center cannot meet the direct labor ratio requirement
within 24 months of the contract start-up date.

E. Industry Impact
When required, the industry impact analysis will describe and assess the impact of an
assignment on other parties that may be affected, which may include but is not limited

to: (ref: Appendix D: Department/RESPECT Contract & Amendment, section 6.9)

1. Financial and employment information provided by the current contractor
regarding the impact on the contractor’s sales;
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2. Whether the contractor has been a consistent supplier of the commodity or
service and therefore more dependent on such sales; and,

3. Whether the current contractor is a Minority Owned Business or Women Owned
Business (MBE) vendor. Note: If the current MBE vendor is in good standing, and
the contract in question would compromise 15% or more of the vendor’s business,
RESPECT will not pursue the contract. Lesser contracts will be reviewed on a case-
by-case basis.
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F. Pricing and Price Packages for RESPECT Commodities and Services

Approval of Pricing and Pricing Packages: RESPECT reserves the right to propose
initial pricing and to seek price adjustments when appropriate to ensure cost
recovery when needed to ensure that the Certified Employment Center has
adequate resources to meet customer needs. Any pricing or pricing package for
either commodities or services that for any reason exceeds the actual cost to
recover allowable cost; or, has general and administrative (G&A) cost exceeding the
following thresholds will be reviewed on a case-by-case basis.

1. The G&A for service contracts will be calculated as a percentage of the sum of
Direct Labor, Indirect Labor, and Fringe Costs. Allowable G&A thresholds are as
follows:

a. Lessthan 8%: May be approved at the discretion of the RESPECT staff assigned
to work on the pricing package and assignment.

b. Greater than 8% and up to 11%: Requires approval by the RESPECT Executive
Director.

c. Greater than 11% and up to 18%: The RESPECT Executive Director will consult with
the Florida ARF President/CEO before approving.

d. Greater than 18%: An 18% threshold G&A exemption may be approved for start-
up costs but will not continue for more than one year from the date of start-up,
i.e., contract effective date. The RESPECT Executive Director will seek the Florida
ARF President/CEQO’s approval. Approval may be granted based on review of
factors such as reasonable cost allocation plans, fair market pricing, size of the
organization, direct labor hours provided by individuals who are blind or have
severe handicaps, and comparisons to G&A costs within similar contracts. If
granted, the RESPECT Oversight Committee will be notified of any G&A cost
exceeding 18% and the rationale for approval.

2. The G&A for commodities will be calculated as a percentage of the price for the
commodity less the CNA fee. Allowable G&A thresholds are as follows:

a. Ten Percent (10%) or Less (to include contingency percentage): May be approved
at the discretion of the RESPECT staff.
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b. Greater than 10% and up to 15% (to include contingency percentage): May be
approved at the discretion of the RESPECT Executive Director.

c. Greater than 15% and up to 18% (to include contingency percentage): The
RESPECT Executive Director will consult with the Florida ARF President/CEO
before approving.

3. Should RESPECT or the Department fail to approve a pricing package on the
grounds it does not recover the cost of raw materials, labor, overhead and delivery,
without profit, the Certified Employment Center will be notified. Any pricing
package denied by RESPECT or the Department will be returned to the Certified
Employment Center with a justification for denial.

4. Adjustments (Decreases and/or Increases): There may be times when the Certified
Employment Center may be able to reduce or have a need to increase (collectively
referred to as “adjust’’) the current price of a commodity and/or service due to
market changes or other allowable factors. A new pricing package will be
submitted to RESPECT if a Certified Employment Center determines the current
price for any commodity or service offered needs to be adjusted. The package will
include written justification detailing the circumstances for the price adjustment.
Examples of allowable circumstances can include any one or more of the following
reasons but are not limited to:

a. Increase or decrease in shipping costs due to shipping location and/or quantity
purchased.

b. Opportunities to reduce cost when volume discounts are given by suppliers of
commodities used to produce or provide the commodity or service.

¢. Manufacturing costs are reduced or increased due to changes in specifications
of a commodity.

d. Raw materials or purchased parts can be obtained at reduced prices or only
available at a higher price.

e. Production or administrative overhead can be reduced or must be increased
due to prevailing wages.

f. The Department or procuring entity changes the original scope of work or
specifications of the commodity or service.
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5. Base Price: Is the price used to determine an increase or decrease for the
commodity or service contract. The base price is established first by the initial price
and then each subsequent approved price adjustment.

6. CNA Fee: RESPECT will charge a fee up to 6% of the total cost for commodities and/or
services. This fee is used to fund the accounting, personnel, ordering infrastructure
and systems, staff, web-based catalog and other program requirements needed to
fulfill the contract with the Department.

7. Effective Date: The effective date is the date the price for the commodity or service
is approved by the Department (i.e., this may be determined by the date the
Department posts the MyFloridaMarketPlace) and/or the procuring governmental
entity. This applies to initial prices and price adjustments.

8. Pricing Package: Is the approval process and Department approved forms to be
completed and submitted to RESPECT when a Certified Employment Center is
requesting an initial or adjusted price for a commodity or a service contract with a
procuring governmental entity.

a. Aseparate pricing package exists for commodities and services and is available to
the Certified Employment Center when a Request for Assignment or price
adjustment is made.

b. The completed pricing package must meet all requirements of the Law and will
be approved by RESPECT and the Department before the product is placed on
the Department’s Procurement List and RESPECT website for sale to
governmental entities. A services pricing package developed for a specific
governmental entity may require only the approval of RESPECT and the
procuring governmental entity.

G. Revenue and Expenses: Section 413.035(1) F.S. grants the Department the authority to
determine the market price of all commodities and services offered for sale to
governmental entities through RESPECT. Further, the price shall recover for the
Certified Employment Center the cost of raw materials, labor, overhead, and delivery
but without profit and shall be revised from time to time in accordance with changing
cost factors.

The preliminary pricing of services and, to a lesser degree for commodities, may or may
not result in revenues in excess of expenses. Revenues in excess of expenses can occur
particularly when Certified Employment Centers pursue efficiencies through improved
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processes and automation to be more competitive in pricing and delivery. RESPECT
recognizes that within certain limits, revenues can exceed expenses and that they may
be used to recover the cost of fluctuations in commodity markets, to expand operations
and inventories and to develop commodities and commodity improvements to cover
Certified Employment Center program needs. The following guidelines apply regarding
revenues in excess of expenses:

1. Revenues in excess of expenses must be redirected back into the program for
improvements, expansions and enhancements that lead to employment for
individuals who are blind and/or have severe handicaps.

2. Revenues in excess of expenses shall be considered during the initial pricing and
subsequent price adjustments of commodities and services as part of the Program
Review process.

3. Revenues in excess of expenses for service contracts:

a. Excessrevenue shall be redirected back into the program for improvements,
expansions, and/or enhancements that lead to employment opportunities for
individuals with severe handicaps.

b. Revenues in excess of expenses greater than 10% of the amount of the service
contract amount will require the Certified Employment Center to provide a
financial analysis showing the initial cost proposal compared with actual cost to
show net/loss of funds for the assignment on an annual basis.

c. Revenues in excess of expenses greater than 10% will require review by the
RESPECT Executive Director and the Florida ARF President/CEO to determine if
pricing adjustments are warranted.

4. Revenues in excess of expenses for commodities: Revenues in excess of expenses
for commodities will typically be limited by competitive pricing and the increasing
costs of raw materials, labor, overhead and delivery which will drive pricing. In the
event Certified Employment Centers improve processes or realize efficiencies that
result in revenues over expenses, the revenues must be redirected back into the
program for improvements, expansions, and/or enhancements that lead to
employment for individuals with severe handicaps.

6. The Department shall retain final authority for approval of any proposed revenues
in excess of expenses guidelines.
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H. Value Added (aka Appreciable Contribution)

1. Commodities and/or services produced for sale to governmental entities through
RESPECT must have value added, meaning significant labor from individuals who are
blind and/or severely handicapped applied to raw materials or components resulted
in a change in the composition or marketability of component materials.

2. Any commodity and/or service that entails a “pass through” on any part of a
Certified Employment Center is not suitable for RESPECT assignment or for
placement on the Department’s Procurement List.

3. RESPECT and the Department will determine value added through a review and
analysis of the commodity and/or service pricing package, which includes:

a. The extent of employment benefits provided to blind and/or severely
handicapped individuals. The Certified Employment Center shall project the
number of people who are blind and/or severely disabled to be employed and
the number of hours to be worked by individuals who are blind and/or severely
handicapped.

b. Whether or not the reforming of raw materials or assembly of a component is
appreciable or significant. The Certified Employment Center shall provide a
breakdown of the production, assembly, and packaging steps involved in
production of the commodity.

4. Ifitis not obvious whether or not the Certified Employment Center product or
service meets value added requirements, RESPECT will consider the following:

a. Essentially the same tasks commercial industry performs in reforming raw
materials to provide the proposed commodity or service to governmental

entities; or,

b. A series of assembly and packaging operations using component parts all or some
of which are procured by the Certified Employment Center; or,

¢. Some combination of (a) and (b) above; or,

d. Essentially offering supplementary commodities or services to the primary
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commodity and/or service, if the supplemented commodity and/or services are
normally provided by the industry in conjunction with the primary commodity;
and,

Other factors RESPECT or the Department deem relevant.

COMMODITIES

The following requirements, terms and processes are applicable to the development,
pricing and assignment of commodities. Terms and procedures applicable to both
commodities and services can be found in this Chapter. (ref: Appendix A: Terms and
Definitions)

A. Proposal for Assignments for Commodities

On occasion RESPECT, the Department, or a governmental entity may identify a need
for a commodity that is not developed or offered through the RESPECT program in
such case a Proposal for Assignment may be issued.

1.

When such a need is identified, RESPECT will:

Develop a scope of work including, but not limited to, commodity specifications,
customer base, sales history, timeframes, etc.;

Post the information in a Proposal for Assignment format on the RESPECT
website (www.respectofflorida.org) for review and consideration by all Certified
Employment Centers.;

Communicate to Certified Employment Centers that a Proposal for Assignment
is posted and the instructions for accessing and responding; and,

. Award the assignment to the Certified Employment Center that submits the

most responsive proposal.

2. Certified Employment Centers interested in responding to a Proposal for
Assignment will develop and submit a proposal based on the scope of work and
instruction, and submit the response to RESPECT in a timely manner.

3. RESPECT will collect and evaluate proposals submitted timely to determine an
award. Each proposalreceived on a timely basis will be evaluated and ranked based
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on one or more of the following criteria, but is not limited to:

a. Responsiveness,i.e., adhering to Proposal for Assignment instructions;

b. Proper completion of documents, form requirements and other instructions;
c. Cost breakdown and price to the customer;

d. Overall value added;

e. (Capacity and financial resources of the Certified Employment Center;

f. Location of the Certified Employment Center;

g. Number of individuals who are blind or have severe handicaps who will be
employed.

4. RESPECT will notify the selected Certified Employment Center of its intent to
award the solicitation. If the Certified Employment Center accepts the award,
RESPECT will submit the Certified Employment Center’s proposal to the
Department and/or the procuring governmental entity for approval.

a. If the selected Certified Employment Center declines the award for any reason,
then the award may be offered to the Certified Employment Center with the

next highest ranking proposal.

b. If an award cannot be made for any reason, RESPECT will advise the Department
and/or procuring governmental entity.

B. Request for Assignment — Commodities
1. When a Certified Employment Center desires to have a commodity assigned, it will
complete and submit to RESPECT a Request for Assignment form. The Request for
Assignment form is available upon request or from the RESPECT website.

a. Ataminimum, the Request for Assignment form must contain:

1) A clearidentification of the commodity the Certified Employment Center
proposes to offer;

RESPECT of Florida Policies and Procedures 31
Effective Date — February 1, 2019



RESPECT.

OF FLORRIC DS

2) A cost proposal (Cost Breakdown worksheet) for the offered commodity;
and,

3) Why it would be in the state’s best interest to assign the commodity to the
requesting Certified Employment Center.

b. Insome cases, pricing or other factors will be indeterminate at the time the
Request for Assignment is submitted. Prior to submitting the commodity for
addition to the Procurement List, any unresolved questions shall be answered
as part of the development process.

2. RESPECT will review each Request for Assignment form received and work with the
Certified Employment Center to determine market feasibility and, if applicable, an
industry impact statement.

3. Once RESPECT and the Certified Employment Center determine that the
commodity has market feasibility, RESPECT will provide the Certified Employment
Center with a Commodity Pricing Package. The Certified Employment Center is
responsible for properly completing and submitting the Commaodity Pricing
Package to RESPECT including the following elements if not already addressed in
the Request for Assignment form:

v

Available supplies of raw materials, parts, equipment and/or finished goods;
b. Labor equipment, space and inventory needs;

c. Value added review;

d. Market price determination;

e. Sample of commodity if requested;

f. Cost of production and selling price, including quantity discounts;

g. Quality assurance plan; and,

h. Estimated number of individuals who are blind or have severe handicaps to be
employed.

4. RESPECT will review the completed Commodity Pricing Package and work with
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the Certified Employment Center on issues needing additional information or
clarification. Once approved by RESPECT, the Commodity Pricing Package will be
submitted to the Department for approval and assignment.

5. Approval of Assignment for Commodity Already Developed: If the commodity is
already developed and market ready, once the Department accepts the assignment,
the Certified Employment Center will be provided an Assignment Agreement and
the commodity will be placed on the Department’s Procurement List and the
RESPECT website.

6. Approval of Requests for Assignment for Commodity Not Developed: The
requesting Certified Employment Center will have nine months from the approval
date of the Request for Assignment to develop the commodity to the satisfaction of
the Department and RESPECT.

a. RESPECT will monitor all commodities in development and if within five
months from the date of assignment the commodity is not ready, RESPECT
will request a status update from the Certified Employment Center.

b. If it appears the commodity will not be ready within nine months from the date
of the approved assignment, the Certified Employment Center may request a
three-month extension of the assignment in accordance with this policy and
procedure.

c. Assignment Not Approved: If for any reason a Request for Assignment is not
approved, the Certified Employment Center will not be allowed by either
RESPECT or the Department to sell the commodity through RESPECT.

d. Arequest for extension must be in writing and explain the challenges faced
with the commodity development. The written request will contain action
steps, and target dates for completion to develop the commodity.

e. RESPECT can deny the request for extension if there is no evidence of significant
research or development of the commodity. If denied, RESPECT will notify the
Certified Employment Center in writing and the Request for Assignment will be
cancelled.

f. If the extensionis approved:

1) RESPECT will notify the Certified Employment Center in writing.
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2) The Certified Employment Center will be required to submit a progress
report every 30-days prior to the expiration of the approved extension. The
progress report will include at a minimum: efforts to date, success towards
meeting actions steps and timelines and any other challenges to final
development of the commodity.

3) Additional extensions and timeframes will be reviewed and approved on a
case-by-case basis.

C. Limitation on Requests:

No Certified Employment Center will have more than three commodities (i.e., does not
include existing commodity line extensions) under assignment for development at any
given time. If a Certified Employment Center determines that it does not want to pursue
a Request for Assignment, a written request to withdraw the request should be
forwarded to RESPECT.

D. Value Added Packaging - Commodity Specific:

Packaging of a commodity is not normally considered value added. However, under
certain circumstances the Department and RESPECT will approve “Value Added
Packaging” for certain commodities when the following exists:

1. The proposed commodity would provide significant employment for individuals
who are blind and/or severely handicapped; and/or,

2. Packaging would entail appreciable additional value added to the commodity
necessary for the efficient use and marketability of the commodity.

E. Commodity Codes:

A commodity will be given a category and commodity code when assignment occurs. A
group of like commodities may be grouped under a single category, e.g., gel pens, and
each variation will be assigned a different commodity code, e.g., medium point blue gel
pens, fine point blue gel pens, etc.

1. The Department has the ultimate authority to determine if a specific item can be
considered an extension of a category or if a separate assignment should be
requested.

RESPECT of Florida Policies and Procedures 34
Effective Date — February 1, 2019



RESPECT.

OF FLORRIC DS

2. The Certified Employment Center will consult with RESPECT when wanting to
exchange, expand, or add/delete categories under an existing commodity.

SERVICES

The following requirements, terms and processes are applicable to the development, pricing and
assignment of service contracts.

A. Proposal for Assignment or Request for Quotes for Services
When RESPECT, the Department, and/or other governmental entities identify a service
need or the need for expansion of an existing service the following procedures will be
followed:

1. RESPECT working with the Department and/or requesting governmental entity will:

a. Develop a scope of work on the service, including but not limited to, location,
customer base, sales history, timeframes, etc.; and,

b. Post the information in a Proposal for Assignment form on the website
(www.respectofflorida.org) for review and consideration by all Certified
Employment Centers.

¢. Communicate to Certified Employment Centers that a Proposal for Assignment is
posted and the instructions for accessing and responding.

2. Certified Employment Centers interested in the Proposal for Assignment will
develop and submit a proposal based on the scope of work and instructions and
submit to RESPECT in a timely manner.

3. RESPECT will evaluate proposals to determine the award. The evaluation of the
proposals will be based on one or more of the following criteria, but is not limited

to:

a. Responsiveness, i.e., adhering to Proposal for Assignment scope of work;

b. Proper completion of documents, form requirements and other instructions;
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c. Cost breakdown and price to the customer;

d. Overall value;

e. Capacity of the Certified Employment Center;

f. Location of the Certified Employment Center to the service area;

g. Current assignments for services; and/or,

=

Industry Impact Statement, if applicable.

4. RESPECT will notify the selected Certified Employment Center of its intent to award
the solicitation. If the Certified Employment Center accepts the award, RESPECT will
submit the Certified Employment Center’s proposal to the procuring governmental
entity for approval.

5. If approved, RESPECT will notify the Certified Employment Center and provide an
Assignment Agreement. The approved services will be added to the Department’s

Procurement List and RESPECT website.

6. If not approved, the Certified Employment Center will not be allowed to move
forward in the process and provide the services through the RESPECT program.

B. Request for Assignment of Services
1. Request for Assignment Process:
When a Certified Employment Center seeks a service contract assignment, it will
complete and submit to RESPECT a Request for Assignment form. The Request for
Assignment form is available upon request or from the RESPECT website. At a
minimum, the Request for Assignment form must contain:
a. A clearidentification of the service the Employment Center proposes to offer;

b. A cost proposal for the offered service;

c. Why it would be in the state’s best interest to assign the service to the requesting
Employment Center.
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d. Insome cases, pricing or other factors will be indeterminate at the time the
Request for Assignment is submitted. Prior to submitting the service for addition
to the Procurement List, any unresolved questions must be answered during the
development process.

2. Special Service Assignment:

Typically, service contracts are assigned on a per contract basis specific to a given
scope, at a specific location and performed for an individual customer. However,
RESPECT recognizes some service contract assignments can be awarded to a
Certified Employment Center that can offer the service on a statewide basis. In
instances where a Certified Employment Center can demonstrate the capacity to
perform services statewide or from a central location, RESPECT can assign a service
category called a Special Service Assignment.

a. Inthe event a Certified Employment Center seeks to develop a service contract
opportunity for which another Certified Employment Center has a Special
Service Assignment in place, RESPECT will evaluate on a case-by-case basis to
determine whether the Special Service Assignment will take precedence over a
similar Request for Assignment from another Certified Employment Center.

b. If the Certified Employment Center with the Special Service Assignment does
not have the capacity to assume the work proposed by another Certified
Employment Center, RESPECT can approve the secondary proposal as long as
the assignment does not remove work that could be assumed within six months
from the Certified Employment Center holding the Special Service Assignment.

c. Special Service Assignments will only be approved when the service is not
specific to a particular location or governed by local entity needs. Examples of
appropriate Special Service Assignments include call centers, help desks, or
other work that can be successfully performed from a central location.
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CHAPTER 3: ORDERING AND FULFILLMENT

SCOPE

RESPECT is responsible for developing and maintaining a catalog of commodities and/or
services, managing an electronic website and overseeing needed processes to facilitate the
ordering and fulfillment of commodities and/or services purchased by governmental entities
from Certified Employment Centers.

Ordering and fulfillment provides the procedures that will be followed in meeting good
business practices and requirements of the Law for the ordering and fulfillment of
commodities and/or services.

GENERAL
A. RESPECT will perform the following activities at a minimum to fulfill its duties, roles and
responsibilities: (ref: Appendix D: Department/RESPECT Contract & Amendment,
Sections 6.4, 6.13, and 6.14)

1. Provide an online catalog that is continuously updated, with shopping cart capability
and P-card capacity that allows desktop procurement.

2. Use afully integrated ordering system that allows for “real time” processing and
tracking of orders by procuring governmental entities, Certified Employment
Centers and RESPECT, resulting in faster turnaround time in payment.

3. Process order allocations that follow policy guidelines of the Department.

4. Maintain records to monitor equitable order allocation between Certified
Employment Centers.

5. Allocate orders to Certified Employment Centers based on the nature of the
commodity and proximity to the procuring governmental entity to facilitate delivery.

6. Receive orders from procuring governmental entities via the RESPECT website
shopping cart, e-mail, fax and/or phone.

RESPECT of Florida Policies and Procedures 38
Effective Date — February 1, 2019



RESPECT.

OF FLORR IS

7. Forward orders received from procuring governmental entities via e-mail within two
business days, to Certified Employment Centers that produce the ordered
commodity. A paper copy will be saved.

8. RESPECT will enter into cooperative agreements (i.e., RESPECT Assignment
Agreements) when one or more Certified Employment Center offers the same
commodity and/or service.

a. These agreements will be entered into relative to allocation and can include
priority of allocation with criteria such as distance to the purchaser.

b. The agreements may also include procedures for primary developer overflow
production capacity involving multiple employment centers.

9. RESPECT will provide customer services through the following activities at a
minimum:

a. Respond to questions and provide technical assistance;

b. Respond to problems and seek successful resolution of commodity order
discrepancies with procuring governmental entities;

c. Actas aliaison between the procuring governmental entities and the Certified
Employment Centers furnishing the commodity and/or services. and keep all
parties apprised of progress on a frequent basis until the matter is resolved;

d. Process and coordinate orders from procuring governmental entities for
commodities and services; and,

e. Advise governmental entities on new commodities and services.

B. Certified Employment Centers will maintain compliance with all Certification
requirements pursuant to this Policies and Procedures manual.

C. All commodities and/or services placed on the Department’s Procurement List and
RESPECT website for purchase by a governmental entity will be developed, priced
and assigned pursuant to the RESPECT Policies and Procedures manual.

D. Certified Employment Centers are encouraged to access the RESPECT website to track
and document questions regarding orders and update shipping and order information.
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CATALOG OF COMMODITIES AND SERVICES

A. RESPECT will maintain a current web-based catalog of all assigned commodities
and services available for purchase by governmental entities.

B. RESPECT will include on the Department’s Procurement List and the RESPECT web-
based catalog the price, commodity and/or service specifications, ordering and
delivery information, volume discounts, and other pertinent information needed to

assist the procuring governmental entity with its order.

C. RESPECT will make the catalog available in other mediums as may be requested or to
reasonably accommodate needs of blind and/or handicapped individuals.

ORDERING OF COMMODITIES AND SERVICES BY GOVERNMENTAL ENTITIES
A. Available from the RESPECT Website Catalog
1. Procuring governmental entities will place orders for commodities and services
approved, assigned and offered on the RESPECT web-based catalog at

www.RESPECTOFFLORIDA.org .

2. Orders can be placed through the RESPECT on-line ordering system, by mail, phone,
fax or e-mail, but must include the following information:

a. Order date;

b. Sold to (i.e., purchasing entity name and address and the contact person name,
e-mail, phone number and address);

c. Ship to; (i.e., shipping to purchasing entity name and address and the contact
person name, e-mail, phone number and address);

d. Purchase order number;
e. Item numbers from catalog;
f. Quantity ordered;

g. Unit quantity (i.e., each, case, etc.); and,
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h. Unit price from the RESPECT catalog.

B. Not Available on the RESPECT Website Catalog

1. If the Department or governmental entity inquires to the availability of a product or
service not on the Department’s procurement list or RESPECT website, RESPECT will
research the product or service being requested to determine if it is not available or
to determine if another product and/or service may be suitable.

2. If the commodity and/or service is not currently assigned or available, RESPECT will
assess the need to pursue a new product or service for development in accordance
with this Policies and Procedures manual.

PROCESSING ORDERS RECEIVED FROM GOVERNMENT AGENCIES

A. Uponreceipt of an order, RESPECT will process (i.e., e-mail) the order the same day to
the Certified Employment Center that produces the ordered commodity. A paper copy
will be saved. Orders received after 2:00 p.m. E.S.T, can be considered received the
following day. Governmental entity commodity orders will be processed within 2-14
calendar days.

B. Certified Employment Centers will perform service contract requests in accordance
with the requirements stated in the governmental entity contract guidelines.

C. Delivery of Orders
1. All commodities and services will be furnished and delivered in accordance with
Assignment Agreements and specifications provided on the Department’s
procurement list and RESPECT website.
2. Commodities, unless otherwise indicated:
a. Employment Centers will clearly stamp the product package shipped to procuring
governmental entities with “All shortages and/or damages are to be reported to

RESPECT of Florida within 15 days of receipt.”

b. Commodities will be delivered by common carrier within 2-14 calendar days
from receipt of the order in accordance with the Contract.

¢. Commodities will be delivered and unloaded by the common carrier and placed
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D.

on the procuring governmental entity’s loading dock. Delivery beyond this
point must be requested by the procuring governmental entity when the order
is placed and will be billed to the procuring governmental entity.

d. When commodities are shipped, Certified Employment Centers must enter
tracking information through the Employment Center portal.

Discrepancies and/or Damaged/Lost Commodities

1. RESPECT will provide information and instructions to procuring governmental
entities on the receipt and handling of order discrepancies and/or damaged/lost
commodities.

2. RESPECT will provide customer service support and will act as the liaison between
the Certified Employment Center and the procuring governmental entity to resolve
discrepancies and damaged or lost commodities.

PROTOCOL FOR RESPECT EMPLOYMENT CENTERS AND COMPETITIVE BIDS

A.

In accordance with Chapter 413, F.S., state governmental entities are to purchase
commodities and services from RESPECT as long as the commodity or service meets
comparable performance specifications and comparable price and quality requirements
as determined by the Department or the involved governmental entity. Typically,
RESPECT involvement occurs before governmental entities pursue the competitive bid
process.

RESPECT’s role in the competitive solicitation processis not addressed per se by Chapter
413, F.S. The statute is based on the premise that RESPECT had the opportunity to
engage and that RESPECT should be considered as a vendor of choice if the involved
commodity or service meets comparable performance specifications and comparable
price and quality requirements. This means pricing offered by RESPECT must be
comparable, or competitive, to be considered by governmental entities. The following
protocol outlines the rules of engagement for RESPECT and Certified Employment
Centers regarding competitive bidding solicitations by governmental entities.

1. Certified Employment Centers cannot pursue a contract with a procuring entity that
has been set aside for RESPECT and for which a Certified Employment Center has
been assigned as the Employment Center of record by RESPECT.

2. Forany contract being held by RESPECT and for which a Certified Employment
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Center has been assigned, the performing Certified Employment Center cannot make
an attempt to divert the contract away from RESPECT unless that decision is
mutually arrived at in discussions with RESPECT, including competitive bidding.

3. Open and unrestricted contract opportunities (not having RESPECT involvement)
with governmental entities may be pursued independently by Certified
Employment Centers without RESPECT but cannot claim RESPECT designation
per Chapter 413, F.S., and will have to follow applicable procurement guidelines.

4. Certified Employment Centers that have submitted price proposals for a service
contract through RESPECT for procurement through the provisions of s. 413.036,
F.S. relinquish the option, for a period of one year, to competitively bid on the
same contract should the contract subsequently become available to the general
public through the competitive bid process unless the Certified Employment
Center offers a comparable bid for a comparable scope of work. In the event the
Certified Employment Center does not adhere to this policy, the Certified
Employment Center will not be afforded the benefit of later securing the subject
contract through the provisions of s. 413.036, F.S. and will also be subject to re-
evaluation of eligibility for assignments.
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PART THREE - RESPECT ROLE

CHAPTER 4: INVOICING AND PAYMENT

SCOPE

RESPECT is responsible for developing and managing a system for the invoicing and payment
of commodities and services purchased by the Department and governmental agencies from

Certified Employment Centers participating in the RESPECT program.

Invoicing and payment provide the processes that will be followed by RESPECT and Certified
Employment Centers in meeting RESPECT requirements for invoicing and payment.

GENERAL

A. RESPECT will at a minimum perform the following activities: (ref: Appendix D:
Department/RESPECT Contract & Amendment, Sections 6.4, 6.13, and 6.14)

1. Process invoices to the procuring governmental entities for the delivered and
accepted commodities and/or services.

2. Manage open invoices until paid, sending reminders as needed for late payment.

3. Payinvoices and organize supporting hard copies of paperwork that will be filed in
boxes and maintained on site for one year. After one-year, boxed invoices will be
archived for five years after the expiration or termination of the Department’s
contract with Florida Association of Rehabilitation Facilities dba Respect of Florida

as the designated CNA.

B. Certified Employment Centers will maintain compliance with this Policies and
Procedures manual regarding orders and invoicing requirements.

C. RESPECT will provide customer services through the following activities, at a minimum:
1. Respond to questions and provide technical assistance;

2. Respond to problems and seek successful resolution of product order discrepancies
with procuring governmental entities;
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3. Actas aliaison between the procuring governmental entities and the Certified
Employment Centers furnishing the product or services and will keep all parties
apprised of progress on a frequent basis until the matter is resolved;

4. Process, coordinate, and invoice orders from procuring governmental entities; and,

5. Advise governmental entities when possible of new commodities and services.

INVOICING
A. Certified Employment Center to RESPECT

1. The Certified Employment Center will forward an invoice to RESPECT for the
delivered commodities or services (i.e., actual commodities shipped or services
provided) to procuring governmental entities. The invoice will be attached to a hard

copy of the order.

2. Invoices are to be prepared and submitted to RESPECT within 2-14 days after
shipment of the commodities and/or service delivery.

B. RESPECT to Procuring Government Entity

1. RESPECT will manage all open invoices until paid, sending reminders as needed
for late payments.

2. If the order was received as follows:
a. Purchase Order: RESPECT will prepare and submit an invoice to the procuring
governmental entity within 3 business days of receipt of the Certified

Employment Center’s invoice.

b. Credit Card: The credit card will be charged within 1-3 business days from
receipt of the Certified Employment Center’s invoice.

PAYMENT
A. Procuring governmental entity to RESPECT

1. If the order was received by Purchase Order: The procuring governmental entity
has up to 40 days, upon receipt of invoice, to remit payment either by mailed
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check or electronic fund transfer, with the invoice number properly referenced.

2. If the order was received by Credit Card: Payment should be remitted two days
after the card is charged.

B. RESPECT to Certified Employment Center
Upon receipt of payment from the procuring entity, RESPECT has seven to ten days to

remit payment either by mailed check or electronic fund transfer, with the invoice
number properly referenced.
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CHAPTER 5: AUDITING AND RECORD KEEPING

SCOPE

Inits role as the CNA, RESPECT is responsible for a variety of audit and record keeping
requirements.

Auditing and record keeping provides the minimum requirements and activities required by
RESPECT in fulfilling its contractual and compliance obligations. The chapter also provides
guidance for assignment of duties to ensure independence and separation of duties and
responsibilities as needed to ensure the program operates in accordance with Generally
Accepted Accounting Principles (GAAP).

GENERAL

A. RESPECT will comply with applicable federal and state auditing and recordkeeping
requirements.

B. RESPECT will have annual audits of the Florida Association of Rehabilitation Facilities
Financial Statements’ conducted by an independent accounting firm with auditing
standards generally accepted in the U.S. and the standards applicable to financial
audits contained in Government Auditing Standards, issued by the Comptroller General
of the United States. RESPECT will comply with all applicable state auditing standards.

C. RESPECT will request program and other needed audits by outside parties as
circumstances or need dictates in accordance with the Department’s contract terms.
(ref: Appendix D: Department/RESPECT Contract & Amendment, Section 6.8)

D. To facilitate independence from RESPECT and the separation of duties and
responsibilities, RESPECT may utilize staff or resources to assist in the management
and monitoring of the Contract. This will include but not be limited to: (ref: Appendix
D: Department/RESPECT Contract & Amendment, Section 6.8)

1. Employment Center quality assurance audits and commodity testing will include
an individual experienced in rehabilitative services. The purpose of such audits
will be to assist RESPECT in ensuring that Certified Employment Centers are
operating in accordance with the Law, the rule and the RESPECT Policy and
Procedures manual. Criteria and documents that will be used for this purpose will
include, but not be limited to:
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a. Sections 413.034 through 413.037, F.S. and Sections 60E-1001 through 1.0005,
F.A.C. These citations address “other severely handicapped” and “severely
handicapped individuals” and the requirements that Certified Employment
Centers shall maintain files which contain records prepared “by a licensed
primary care provider, psychiatrist, and/or psychologist” or agency verifying an
individual’s eligibility.

b. Annual financial audits, performance audits such as RESPECT Program Reviews,
or other reviews by independent business or state agencies of the Certified
Employment Center that address the above criteria or other criteria identified by
RESPECT, may be used in lieu of formal audits or on-site reviews of Certified
Employment Centers.

¢. The agreed-upon procedures in the RESPECT Policies and Procedures manual.

d. Documentation regarding frequent pricing changes, discrepancies in billing,
customer complaints, delays in invoicing/delivery and frequent issuing of
purchasing exceptions.

2. Audit information will be made available to the Department and kept on record.

E. Participating Certified Employment Centers are to comply with all federal, state, and
contract auditing and recordkeeping requirements, which includes but is, not, limited
to personnel records.

F. RESPECT will make available to the Department its records and those of participating
Certified Employment Centers during regular business hours to authorized Department
personnel, including the following:

—_
.

Financial, program, workers’ compensation and other audits;

2. Annual filing of IRS form 990, Return of Organization Exempt from Income Tax;
3. Quarterly filing of Florida UCT-6 State Unemployment Tax Return;

4. Form 941, Pay Tax Return;

5. RESPECT sales reports for the program by commodity/service, by customer and by
center;
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6. Monthly financial statements, including cumulative actual and pro-forma
comparatives and projections;

7. Quarterly/monthly aged receivable and payable reports; and,

8. Personnel records.

G. RESPECT will maintain an accounting system to enable access for financial information
on areal time basis, allowing the Department to participate in “spot audits” as it
deems necessary.

H. Certified Employment Centers providing services and acting on behalf of any public
agency as provided under section 119.011(2), F.S., are to comply with current Florida law
regarding public records requests including:

1. Keep and maintain public records that ordinarily and necessarily would be required
to perform the service.

2. Provide the public with access to public records on the same terms and conditions
that the Department would provide the records and at a cost that does not
exceed the cost provided in Chapter 119, F.S,, or as otherwise provided by law.

3. Ensure that public records that are exempt or confidential and exempt from public
records disclosure requirements are not disclosed except as authorized by law.

4. Meet all requirements for retaining public records and transfer, at no cost, to the
Department all public records in possession of the Contractor upon termination of
the contract and destroy any duplicate public records that are exempt or
confidential and exempt from public records disclosure requirements. All records
stored electronically must be provided in a format that is compatible with the
information technology systems of the Department.

The State may unilaterally cancel contracts for refusal by the Employment Center
to allow public access to all documents, papers, letters, or other material made or
received by the contractor in conjunction with the contract, unless the records
are exempt from s. 24(a) of Art. | of the State Constitution and s. 119.07(1) F.S.

5. Ref: Appendix K: Florida ARF Public Records Policy for public records policies that
apply to RESPECT of Florida.
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CHAPTER 6: AWARDS PROGRAM

SCOPE

RESPECT, as part of its philosophy to foster an environment of appreciation and respect for all
individuals, will recognize individuals, customers and Certified Employment Centers that have
made outstanding and significant contributions to the program through an annual awards
program.

The awards program provides the policy and procedures that will be followed to recognize
and reward outstanding individuals, customers and Certified Employment Centers.

GENERAL

Annually, RESPECT will acknowledge individuals, customers and Certified Employment
Centers contributing to the success of the RESPECT of Florida program. RESPECT will
determine the award recipients through nominations, for one or all award categories, as
submitted by Certified Employment Centers that properly complete the nomination forms
and return the documents to RESPECT in a timely manner.

ANNUAL AWARDS

A. Annually, RESPECT will present awards to individuals who are blind and/or severely
handicapped and are employed by a Certified Employment Center. Recognition may
also be given to customers, Employment Centers, or other recipients. Examples of
awards include:

1. Employee of the Year for Commodities;
2. Employee of the Year for Services;

3. Rookie of the Year;

4. Most Improved Employee of the Year;

5. Employment Center of the Year for Commodities and for Services;

6. Customer of the Year for Commodities and for Services; and

RESPECT of Florida Policies and Procedures 50
Effective Date — February 1, 2019



RESPECT.

OF FLORRIC DS

7. Individual Special Recognition, (optional).

B. By July 15JCh of each year, RESPECT will send out instructions and nomination forms to
Certified Employment Centers for awards nominations.

C. RESPECT representatives will evaluate all nominations submitted on properly
completed forms and select the winners.

D. RESPECT will collect information on the winners for the awards presentations and
organize the annual awards luncheon where award recipients are recognized.
Awards will be mailed to a recipient that is not present at the awards ceremony.
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CHAPTER 7: PERFORMANCE SURVEYS AND MEASUREMENTS
SCOPE

RESPECT is responsible for both client and customer satisfaction with the RESPECT of Florida
program.

Surveys and measures are used to evaluate client and customer satisfaction with the Certified
Employment Centers and RESPECT in accordance with the CNA contract with the Department.
This process involves measurement of the satisfaction level of the employees of Certified
Employment Centers and procuring governmental entities, as well as a set of performance
measures under which RESPECT will operate and monitor success in meeting program
requirements.

GENERAL

A. RESPECT will survey clients, customers and Certified Employment Centers at least
annually to gauge satisfaction with the RESPECT program. (ref: Appendix D:
Department/RESPECT Contract & Amendment, Sections 6.1 and Section 6.4)

B. RESPECT is expected to achieve a minimum score of 90% on all performance surveys.
C. RESPECT will on an annual basis:

1. Mail or e-mail surveys with instructions for completing to RESPECT customers and
Certified Employment Centers. Client satisfaction surveys will be provided to the
Certified Employment Centers for distribution to clients.

2. Results will be computed and maintained by RESPECT for review at any time by
the Department. Annual results and comparisons will be calculated and included
in the RESPECT annual report and presented to the Department.

D. RESPECT will develop and operate under a set of performance measurements that
contribute to meeting program requirements and allow for the monitoring of progress
towards meeting those requirements.

CLIENT SATISFACTION AND PERFORMANCE SURVEYS

A. Clients are those individuals who are blind and/or have severe handicaps and employed
through the RESPECT program, either as an employee of the Certified Employment
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Center or another organization through a partnership or contractual agreement with
the Certified Employment Center.

B. Clients will be surveyed quarterly to gauge satisfaction with training and placements,
including but not limited to:

1. Salary;
2. Working conditions; and,
3. Jobresponsibilities.
C. Atleast 25% of the clients at each Certified Employment Center must complete a
Client Satisfaction Survey each quarter, with the objective being 100% of the clients

being surveyed at the end of the reporting year.

D. Results from these performance surveys and client focus groups will be used to
guide future training and employment placement opportunities.

CUSTOMER SATISFACTION AND PEFORMANCE SURVEYS

A. Customers are those governmental entities purchasing and using RESPECT commodities
and/or services.

B. Customers will be surveyed to gauge satisfaction with procured commodities and/or
services.

C. Results from the customer surveys and focus groups will be used to guide innovations
and improvements.

CERTIFIED EMPLOYMENT CENTER SATISFACTION AND PERFORMANCE SURVEYS

A. Certified Employment Centers will be surveyed no less than annually to gauge
satisfaction with various aspects of the RESPECT program.

B. All Certified Employment Centers, whether active or inactive, are required to complete
at least one survey annually.

C. Results from the customer surveys and focus groups will be used to guide innovations
and improvements.

RESPECT of Florida Policies and Procedures 53
Effective Date — February 1, 2019



RESPECT.

OF FLORRIC DS

PERFORMANCE MEASUREMENTS

A. Annually, RESPECT will develop performance measurements and submit the
proposed measures to the RESPECT Oversight Committee for discussion and
approval. These performance measures should support the key components of the
RESPECT program including:

—_
.

Job opportunities for persons with handicaps;
2. Sales of commodities and/or services;

3. Customer satisfaction results; and

4. Contract compliance requirements.

B. Quarterly, RESPECT will report on progress of all performance measures to the
RESPECT Oversight Committee.

C. If atany time, it is determined that RESPECT is not meeting its performance
measures, RESPECT will address the deficiencies through corrective action steps.

D. If RESPECT determines that it cannot meet a measurement or that a measurement
does not contribute to the key components of the program, the RESPECT Executive
Director will document why and make recommendations for correction or removal of
the measurement with possible alternative measurements to be approved by the
Florida ARF President/CEO and RESPECT Oversight Committee.

RESPECT of Florida Policies and Procedures 54
Effective Date — February 1, 2019



RESPECT.

OF FLORRIC DS

CHAPTER 8: DOCUMENT MANAGEMENT
SCOPE

RESPECT is responsible for establishing, implementing and maintaining policies and procedures
for the RESPECT program, in keeping with good business practices.

Document Management provides the policy and procedures that will be followed by RESPECT
in developing and maintaining its Policies and Procedures manual.

GENERAL

A. This Policies and Procedures manual and substantive changes will be approved by the
RESPECT Oversight Committee before implementation.

1. Work groups may be formed and are encouraged to address changes that
could potentially impact the Certified Employment Centers participating in the
program.

2. Any time a change is made, the footer of the page impacted will be noted with the
revision date.

B. RESPECT will keep this Policies and Procedures manual current and available on
its RESPECT Website and other mediums made available as may be requested to
accommodate persons with handicaps.

C. All changes to this Policies and Procedures manual will be approved by the RESPECT
Executive Director and the Florida ARF President/CEO before being presented to
the RESPECT Oversight Committee, the Department, or Certified Employment
Centers for review and comment.

D. RESPECT will:

1. Ensure that changes approved by the RESPECT Executive Director and Florida ARF
President and CEO are made, pages are appropriately annotated and updates are
posted to the RESPECT website.

a. When necessary, the RESPECT Executive Director and Florida ARF President and
CEO will distribute changes to the RESPECT Oversight Committee, The
Department, and/or Certified Employment Centers for comment as well as
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information about the changes with information regarding due dates and the
contact person for questions.

b. RESPECT will maintain a file for historical and audit purposes of changes
made, comments submitted, Respect Oversight Committee decisions, etc.

c. As deemed appropriate, staff, RESPECT Oversight Committee members,
Certified Employment Centers and the Department may recommend changes to
the RESPECT Executive Director for approval by the Florida ARF President and
CEO. All approved changes must be made in accordance with applicable laws,
governing rules and the CNA contract with the Department.
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CHAPTER 9: MARKETING

SCOPE

RESPECT is responsible for marketing the commodities and services governmental entities
purchase from Certified Employment Centers participating in the RESPECT program.

Marketing provides the policy and procedures that will be followed in meeting the
requirements of the Law, governing rules, and the RESPECT of Florida Policies and Procedures
manual regarding marketing of the RESPECT program and Certified Employment Center’s
commodities and/or service contracts.
GENERAL
A. RESPECT’s marketing philosophy will focus on:
1. Employment opportunities for persons with handicaps;
2. Quality commodities and services at fair market prices;
3. Responsiveness to customer needs;
4. Customer service of an exceptional nature; and,
5. Requirements of the Law and governing Rule 60E-1003, F.A.C.
B. RESPECT, in fulfilling its marketing obligation, roles and responsibilities will:
1. Provide a website to support its many functions. The website will include
information about the program, its partners, purposes and advantages, an online
catalog, the State’s current procurement list, annual reports, cost benefit

information and newsletters.

2. Provide monthly web marketing pieces to include Certified Employment Center
commodity offerings and services highlights, surveys and new developments.

3. Direct research-based marketing of RESPECT commodities and services to better
serve current and potential customers.
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4. Develop marketing packages to be used statewide that can be tailored to local
Certified Employment Centers.

a. All printed and digital materials (product inserts, e-mails, flyers, etc.) used to
promote RESPECT commodities and/or services must be approved by RESPECT
prior to use or distribution, and must contain RESPECT contact information.

b. Certified Employment Center contact information cannot be displayed on
RESPECT commodities or shipping/packaging materials.

5. Work with Certified Employment Centers to develop opportunities. RESPECT is
responsible for marketing commodities and services offered through the RESPECT
program. When possible, RESPECT staff will attend meetings where the primary
topic of discussion is RESPECT commodities and /or service opportunities. To ensure
proper coordination, Certified Employment Centers are to provide updates on
business development conversations when RESPECT staff are not present.

6. Host local and state functions for customers to increase awareness of the
program, its commodities and services.

7. Provide data, white papers, media placement and other information opportunities
to assist at the state and local level in marketing.

8. Recruit new Employment Centers to increase capacity and geographic diversity
of the RESPECT program by surveying agencies to identify those that want to
become part of the program.
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CHAPTER 10: REPORTING

SCOPE
RESPECT is responsible for reporting progress, concerns and results to the Department.
Reporting provides the policy, activities and procedures that will be followed by Certified

Employment Centers and RESPECT in meeting requirements regarding all aspects of reporting
on the RESPECT program.

GENERAL

A. RESPECT will maintain and report accurate, timely and applicable information to the
Department and its participating Certified Employment Centers.

B. RESPECT will collect information and compile all reports as required by the Law,
governing rules and the CNA contract with the Department. (ref: Appendix D)

C. Quarterly Reports
1. RESPECT will be available to meet with the Department at least quarterly to report
and discuss the RESPECT program and will provide information on an ongoing basis

as requested by the Department.

2. Written reports will be available in writing, electronically and in a format accessible
to visually impaired individuals.

D. Annual Report

1. RESPECT will compile an Annual Report to include but not limited to the following
elements:

a. Executive summary;
b. Accomplishments and developments over the year;

c. Sales Information by customer, commodity, service, Certified Employment
Center and total for the reporting period; and,

d. Performance survey results.
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2. The Annual Report will be reviewed and approved before submission to the
Department by the RESPECT Executive Director and the Florida ARF President and
CEO.

3. The approved Annual Report and the Florida Association of Rehabilitation
Facilities/RESPECT audited financial statements will be submitted to the Department
via hard copy and e-mail.

4. The Annual Report will be posted on the RESPECT website and, if requested, will
be made available in other formats as to allow access by visually impaired
individuals.
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CHAPTER 11: QUALITY ASSURANCE, PROGRAM REVIEWS, AND TRAINING

SCOPE

RESPECT is responsible for compliance of Certified Employment Centers and quality assurance
checks of commodities and services provided by Certified Employment Centers to procuring
governmental entities.

Quality assurance and Program Reviews provide the procedures that will be followed by
RESPECT in meeting the requirements of the Law, governing rules, the CNA contract with the
Department, and the RESPECT Policies and Procedures manual.
QUALITY ASSURANCE
A. RESPECT, inits efforts to meet quality assurance requirements, developed this Policies
and Procedures manual to provide guidance to ensure overall compliance with program
requirements including participating Certified Employment Center participation.
B. Quality assurance will be accomplished through the following activities at a minimum:

1. Input from customers;

2. Random spot checks performed by RESPECT or others on its behalf;

3. RESPECT Oversight Committee review and recommendations;

4. Training for participating Certified Employment Centers;

5. Employee activity reports;

6. Annual Program Reviews;

7. Mon