CONTRACT COMPLIANCE CHECKLIST and TIME FRAMES
(This document may not be inclusive of all Contract requirements – additional lines may be added as needed)

AGENCY CONTROL #:
CALDSS/SSA/12-008-S
ATTACHMENT: 

I
SOLICITATION TITLE:
Legal Services for Calvert County Department of Social Services
	START-UP ACTIVITIES – IDENTIFY AS DAILY, WEEKLY, MONTHLY, OTHER (as necessary)

	Activity
	Time Frame
	Evidence of Completion
	Evidence Received/Approved By
	Date Received / Initials

	Provide its Problem Escalation Procedure no less than 10 days prior to the beginning of the Contract, and within 10 days after the start of each contract year (and within 10 days after any change in circumstance which changes the Procedure).
	
	
	
	


	FULL PERFORMANCE ACTIVITIES – DAILY

	Activity
	Time Frame
	Evidence of Completion
	Evidence Received/Approved By
	Date Received / Initials

	Represent the interests and recommendations of CALDSS in matters of Child Welfare, Child Protective Services, Foster Care, Adoptions, Services to Families with Children, Purchase of Child Care, Adult Services, and Adult Protective Services coming before the Courts for Calvert County
	
	
	
	

	Represent the Agency in the juvenile court system
	
	
	
	

	Represent CALDSS in all CINA petition hearings, including emergency shelter care hearings as scheduled, adjudication and disposition hearings
	
	
	
	

	Represent the Child Welfare Unit to include Child Protective Services, Foster Care, Adoptions, and Services to Families with Children, in all legal matters relating to child abuse and neglect before the Calvert County courts
	
	
	
	

	Represent CALDSS in all Foster Care review hearings and negotiate consent orders between attorneys involved in TPR cases
	
	
	
	

	Represent the Agency in all guardianship hearings and proceedings and prepare petitions for guardianship cases, both contested and uncontested
	
	
	
	

	Represent CALDSS’ Director or his/her Designee in court with regard to authorization for forced entry, Emergency Adult Protective Services Orders, Temporary Guardianship of the Person for Medical Consent, Emergency Guardianship of the Person, and regular Guardianship of the Person
	
	
	
	

	Consult with Adult Protective Services staff regarding potential and active court cases.
	
	
	
	

	Consult with the supervisor and Adult Services workers upon request regarding legal questions such as liability, Project Home zoning issues, recovery of overpayments to providers, suits filed by clients or their relatives for termination of services or payments, or gaining access to clients’ funds in order to secure a needed service
	
	
	
	

	Prepare for and attend court hearings in matters of shelter care, adjudication, disposition, contempt, and child and adult guardianship
	
	
	
	

	Represent CALDSS in all guardianship hearings, proceedings; prepare petitions for guardianship cases, both contested and non-contested
	
	
	
	

	Provide legal assistance to ensure clients’ income and assets are used for their benefit
	
	
	
	


	FULL PERFORMANCE ACTIVITIES – WEEKLY

	Activity
	Time Frame
	Evidence of Completion
	Evidence Received/Approved By
	Date Received / Initials

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	FULL PERFORMANCE ACTIVITIES – MONTHLY

	Activity
	Time Frame
	Evidence of Completion
	Evidence Received/Approved By
	Date Received / Initials

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	FULL PERFORMANCE ACTIVITIES – ANNUALLY

	Activity
	Time Frame
	Evidence of Completion
	Evidence Received/Approved By
	Date Received / Initials

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	FULL PERFORMANCE ACTIVITIES – OTHER (one time only, as requested, etc.)

	Activity
	Time Frame
	Evidence of Completion
	Evidence Received/Approved By
	Date Received / Initials

	Respond to all subpoenas received by CALDSS
	
	
	
	

	Analyze, interpret, and where indicated, develop written materials in regard to laws and policies governing Child Welfare services
	
	
	
	

	Attend seminars and other forms of in-service training
	
	
	
	

	Participate with attorneys from the Office of the Maryland Attorney General when the Department is involved in an appeal (whether it is the plaintiff or defendant) to the Appellate Courts
	
	
	
	

	Consult with and prepare witnesses and staff for court testimony at least one week prior to the scheduled hearing
	
	
	
	

	Prepare motions, petitions, orders, answers, and affidavits for CINA, TPR, Adult Guardianship, and other cases as required
	
	
	
	


	REPORTS

	Report Requirements / Section
	Time Frame
	Report Sent To
	Date Received / Initials

	Monthly Activity Report (Attachment M)
	
	State Project Manager
	

	A monthly report documenting the use/activity of the Conflict Attorney during the month (Attachment N)
	
	State Project Manager
	

	Written documentation regarding any postponements (Attachment O)
	
	State Project Manager
	

	Invoice (Attachment L)
	
	State Project Manager
	


	MEETINGS

	Meeting Requirement / Section
	Frequency  of Meeting
	Location of Meeting
	Length of Meeting
	Date Meeting Held / Initials

	Attend pre-hearing and post-hearing conferences
	
	
	
	

	Conduct in-service training for Agency staff as needed (not to exceed two times per year)
	
	
	
	

	Meet with Foster Care workers to prepare for TPR hearings and testimony at least one week prior to the scheduled hearing
	
	
	
	


	CONTRACT CLOSE OUT

	Activity
	Time Frame
	Evidence of Completion
	Evidence Received/Approved By
	Date Received / Initials

	At least 30 days prior to the end of the Contract period, the Contractor shall fully cooperate with the transfer of cases to any new Contractor.
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