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MEMORANDUM 

 
TO: HUMAN SERVICES COMMISSION 
  
THROUGH: TRENT RHORER, EXECUTIVE DIRECTOR  
  
FROM: ANNA PINEDA, DEPUTY DIRECTOR 

ESPERANZA ZAPIEN, DIRECTOR OF CONTRACTS 
  
DATE: JUNE 27, 2025 
  
SUBJECT: NEW GRANT: MULTIPLE VENDORS (See table page 2) (NONPROFIT) FOR 

PROVISION OF COMMUNITY JOBS PROGRAM FOR CALWORKS AND NON-
CALWORKS (CAAP, CAL-FRESH/ABAWD) PROGRAMS 

   
 Full Term Contingency Total 

 
GRANT TERM: 7/1/2025 - 6/30/2029  

   
GRANT 
AMOUNT: 

See Table Page 2 
 

 

  
  
FUNDING County State Federal Contingency Total 
SOURCE: $4,500,000 $1,140,000 $6,360,000 $1,200,000 $13,200,000 
      
PERCENTAGE: 38% 10% 53%  100% 
 
The San Francisco Human Services Agency (SFHSA) requests authorization to enter into new grant 
agreements with Multiple Vendors (see table page 2) for the period of 7/1/2025 – 6/30/2029, in 
the amount of $12,000,000 plus a 10% contingency for a total amount not to exceed $13,200,000.  
The purpose of this grant is to provide CalWORKs and Non-CalWORKs participants by providing a 
job readiness and job preparation program that includes vocational skills training and paid work 
experience at community non-profit agencies. 
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Background 

The Community Jobs Program (CJP) assists HSA participants in obtaining marketable skills  
through a 3 month job readiness and job preparation program that includes vocational skills 
training, paid work experience at community non-profit agencies, and supportive case 
management. This program is a key service for participants to move into employment.   

Services to be Provided  

The Community Jobs Program (CJP) increases a participant’s employability through job  
readiness, job preparation, and vocational skills training paired with paid work experience at 
community non-profit agencies. Upon enrollment in the program, the Grantee will develop an 
employment plan for each participant consisting of various job readiness components including 
vocational and education assessments, paid work experience at a host site that aligns with their 
vocational goals, and skills development training. The work experience host sites provide  
training and hands-on experience for participants to gain basic and occupation-specific skills  
under daily supervision, with ongoing monitoring by the Grantee. Simultaneously, participants 
receive classroom instruction for basic remedial education (BRE), professional skills development, 
digital literacy, and computer skills training. Job search and placement services are provided to  
the participants to transition them into jobs. Participants will also receive one-on-one support 
from their CJP case manager for job coaching and access to other services to address barriers to 
employment, such as domestic violence or housing instability. Annually, this program will serve 
500 participants.  

Selection  

The grantees were selected through RFP #1144 issued on April 7, 2025. 
 

Funding 

Funding for this grant is provided through Federal, State, and Local Funds. 
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ATTACHMENTS 

Richmond Area Multi-Services Appendix A – Services to be Provided  
Richmond Area Multi-Services Appendix B – Budget 
 
Mission Hiring Hall Appendix A – Services to be Provided  
Mission Hiring Hall Appendix B – Budget 
 
Young Community Developers Appendix A – Services to be Provided  
Young Community Developers Appendix B – Budget 
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Appendix A – Services to be Provided 
Richmond Area Multi-Services, Inc. 

Community Jobs Program 
July 1, 2025 – June 30, 2029 

 
 
I. Purpose of Grant 

The Community Jobs Program (CJP) increases a participant’s employability 
through a job readiness and job preparation program that includes vocational 
skills training and paid work experience at community non-profit agencies. Upon 
enrollment in the program, the Grantee will develop an employment plan for each 
participant consisting of various job readiness components including paid work 
experience at a host site that aligns with their vocational goals. The work 
experience host site provides training and hands-on experience for participants to 
gain basic and occupation-specific skills under daily supervision, with ongoing 
monitoring by the Grantee. Simultaneously, participants receive classroom 
instruction for basic remedial education (BRE), professional skills development 
and computer skills training. Job search and placement services are provided to 
the participants to transition them into jobs. 

 
II. Definitions 

  
Basic Job Skills Punctuality, attendance, following instructions, conveying information 

effectively, critical thinking, adaptability, judgment and decision-
making, time management, and customer service.  

  
BRE Basic Remedial Education 
  

CalWORKs California Work Opportunity and Responsibility to Kids, welfare-to-
work program for families receiving Temporary Aid to Needy 
Families (TANF) cash aid. 

  
CJP Community Jobs Program: a job readiness and job preparation 

program that includes vocational skills training and paid work 
experience 

  
Community Job Transitional subsidized job not to exceed one month in the non-profit 

sector that addresses unmet community needs.  Job must not displace 
existing workers and must provide basic job skills that can lead to 
unsubsidized employment. 

  
FICA Federal Insurance Contribution Act 
  

Grantee Richmond Area Multi-Services, Inc. (RAMS) 
  

HSA Human Services Agency, City and County of San Francisco 
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JobsNOW!  A subsidized employment program operated by the SF Human 
Services Agency Workforce Development Division 

  
Job Placement Participant placement in permanent unsubsidized employment, or 

enrollment in subsidized program 
  

Launchpad A participant tracking system used by HSA 
  

NAICS North American Industry Classification System 
  
SOGI Sexual Orientation and Gender Identity. A City ordinance requiring 

grantees to collect data concerning SOGI information on clients they 
serve. 

  
Subsidized 
Employment 

Employment through non-profit employers who are reimbursed for 
worker wages per contract with HSA. 

  
Unsubsidized 
Employment 

Regular employment in the for-profit or non-profit sector that is not 
transitional and not subsidized. 

  
WtW Welfare-to-Work 
  

WDD Workforce Development Division, a DHS program that provides 
employment services to economically disadvantaged adults and youth 
across a variety of programs and funding streams. 

  
Work 
Experience Job 

Transitional subsidized job not to exceed 1 month in the non-profit 
sector that addresses unmet community needs. Job must not displace 
existing workers and must provide basic job skills that can lead to 
unsubsidized employment. 

  
WPR Work Participation Rate, a federally mandated regulation that states 

that at least 50% of CalWORKs work eligible participants are in an 
activity that meets the federal definition of work. 

  
ZixCorp An Email Encryption and Email Data Loss Prevention system used by 

HSA 
   

 
III. Target Population 

This program is designed to serve all people who can benefit from the services 
outlined in this Appendix, and particularly those demonstrating the greatest 
economic and social need. To ensure that the most vulnerable people are aware of 
and can benefit from this program, RAMS shall ensure that program services are 
accessible to: 
Current San Francisco CalWORKs participants referred by HSA staff, who may 
benefit from skills development, work experience, and support and resources to 
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help them improve their employment outcomes and that lead to permanent 
unsubsidized employment.  

 
IV. Description of Services 

A. Intake and enrollment of Participants Referred by HSA  
1. Accept referrals of eligible participants by HSA.  
2. Conduct orientations and intake of program participants. Grantee will 

remind referred participants about the need to attend an orientation prior to 
the orientation date. Report, within one business day of occurrence, to 
HSA staff which participants attended and did not attend the orientation.  

3. CJP activities may vary depending upon the participant’s job readiness 
needs and program standards.  

B. CJP Readiness  
1. All participants will engage in up to four weeks (minimum 8-10 hours per 

week) of unpaid CJP Readiness activities.  
2. Grantee will create an Individual Employment Plan with each participant 

that captures the steps needed to achieve the end goal of improving 
participant’s employment outcomes. The Plan will be uploaded into 
Launchpad and should include:  
a) Job readiness level per participant assessment results  
b) Long-term and short-term career goals  
c) Job readiness, work and educational activities to be undertaken to 

achieve objective with specific skills and certificates to be acquired.  
d) Other services to be provided.  

3. Job Readiness activities include but are not limited to the following:  
a) Vocational and educational assessments  
b) Job Readiness and Soft Skills Training: Grantee shall develop and 

follow a curriculum that clearly defines the skills, learning 
experiences, and performance assessment that will be used to instruct 
and evaluate participants' progress in training topics. Topics should 
include, but are not limited to:  
i. Resume writing  

ii. Interview skills, mock interviews  
iii. Employer expectations  
iv. Appropriate work attire  
v. Conflict mediation  

vi. Effective communication practices in the workplace  
vii. Executive functioning skills such as time management, planning, 

organizational skills, problem solving, emotional control, working 
memory 

viii. Workplace rules, guidelines, and professionalism (appropriate 
work behavior/sexual harassment; tardiness/drugs & alcohol, etc.)  

ix. Work Experience Host site expectations  
x. Job Search techniques  

c) Career planning/goal setting  
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d) Case Management to be provided for the duration of the entire 
program  

e) Job Search and Job Placement services to be conducted for the 
duration of the entire program  

4. Grantee will work collaboratively with HSA staff through regularly 
scheduled case conferencing to identify and address barriers to 
employment, discuss participants’ progress and to determine next steps for 
CJP participants.  

5. Upon completion of CJP Readiness activity, the Grantee will provide a 
report for each participant showing workshops/trainings completed and 
skills learned.  

 
C. Work Experience:  

Developing Work Experience (WE) Host Sites  
1. Develop and actively maintain WE host sites and jobs that can provide 

training and hands-on experience in basic and intermediate soft and 
occupational skills to participants to improve their employment outcomes 
and that lead to unsubsidized employment. WE host sites and jobs must:  
a) Be provided at San Francisco non-profit agencies. These agency 

relationships are developed and managed by the Grantee.  
b) Not displace existing workers and must address an unmet community 

need.  
c) Provide a variety of industries and occupations for participants to 

choose from to ensure choice in their career path.  
2. Grantee should seek to establish WE host sites targeting priority sectors 

within San Franciso, as defined by HSA, to start participants on a pathway 
of accessing quality and in-demand jobs.  

3. Develop and execute WE agreements with the host site agency, which 
should include:  
a)  Job duties  
b) Supervision expectations  
c) WE Host Site Training Plan: The WE host site training plan should 

detail the specific occupational skills and certifications participants 
will gain weekly through instruction, curriculum used, job shadowing, 
and hands-on experience at the work site.  

d) Performance appraisal: A performance appraisal documenting each 
participant’s skills acquisition, as detailed in the WE Host Site 
Training Plan, to be completed collaboratively weekly by the host site 
supervisor, and Grantee Case Manager or Job Coach. Evaluations 
should be reviewed with the participant.  

 
Placing Participants at WE Host Sites  
1. WE host sites offered to participants, minimum of two, should provide the 

opportunity to acquire skills toward the occupations listed on the 
participant’s Individual Employment Plan. Grantee should ensure that 
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enough host sites are available to provide experience toward participants’ 
occupational goals.  

2. Participants must begin work at WE host site directly or as soon as 
possible after completion of CJP Readiness activity. A participant will be 
considered to be “placed in a WE host site job position” when the 
participant has successfully shown up for work.  

3. At any given time, the number of placements at Grantee’s location cannot 
exceed 50% of total placements.  

4. WE hours per week paid activity:  
a) CalWORKs: up to 20 hours per week for four weeks 
b) Extensions may be granted on a case-by-case basis.  
c) Attendance is documented through timesheets, which are signed by the 

WE Host Site supervisor. WE Host Site supervisor contacts Grantee 
Case Manager when participant is late or absent. The Case Manager 
confirms with WE Host Site if participant has notified WE Host Site of 
absences.  

 
Provide Support and Enforce Expectations of WE Host Site  
Grantee shall provide support to participant and WE Host Sites to ensure a 
successful experience. This will include:  
1. Assure that there is a designated WE Host Site supervisor to supervise 

participants. Monitor WE host sites to ensure participants are adequately 
supervised. Monitor WE host sites to ensure given tasks/opportunities 
that allow participants to develop marketable skills toward their 
employment goals.  

2. Provide training, troubleshooting and technical assistance to WE host 
sites to ensure the quality of WE host site supervision and a positive 
experience for participants.  

3. Mediate any disputes between WE host sites and participant, reassigning 
participant to another WE host site, without a break in work hours or as 
soon as possible, if resolution cannot be reached.  

4. Grantee will work with HSA staff through regularly scheduled meetings 
or case conferencing during the activity to discuss participants’ progress 
and to determine next steps for participants.  

 
D. Case Management, Job Coaching and Supportive Services  

1. Provide one-to-one assistance for any employment/vocational barriers.  
2. Provide Job Coaching to participants at the Work Experience sites to 

support training on their specific work duties.  
3. Assist participants with problem resolution, provide resource information 

to help them obtain supportive services to address barriers to 
employment, such as domestic violence or childcare as needed.  

4. For participants who need additional services, such as behavioral health 
or domestic violence counseling, SSI referral, or social work 
interventions, Grantee will work with HSA staff to accommodate those 
needs supported within the CJP activity.  
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5. For participants who could benefit from further education or training, 
work with participants to identify potential programs and assist 
participants with enrollment.  

6. Communicate with participants at least weekly. Communication may be 
done by phone, e-mail or in person.  

7. Communicate with HSA staff on an ongoing basis, reporting participant 
absences within two days of occurrence.  

8. Track participant daily program attendance and activities, including the 
Job Readiness activities component and report them through Launchpad.  

 
E. Job Readiness and Vocational Skills Development Training  

1. Participants are required to complete a minimum of 5 unpaid hours per 
week of Job Readiness and Vocational Skills Development Training 
concurrently with Work Experience.  

2. Job Readiness and Vocational Skills Development activities will be based 
on participants’ needs and interests, as determined during the CJP 
Readiness activity and as documented in the Individual Employment 
Plan. Job Readiness activities must support participants gaining the skills, 
certificates, and credentials needed to excel at their worksite and obtain 
subsidized or unsubsidized employment upon program completion.  

3. Activities may include:  
a) Academic BRE, as needed, such as reading comprehension and basic 

math.  
b) Skills Development Training. This includes training that would 

support the participant in building specific skills needed in their 
worksite occupation, as well as other in-demand skills such as:  
i. Occupationally specific skills (for example, training specific to 

community health workers, certified nursing assistants, 
construction management)  

ii. Business writing such as letters, emails, memos  
iii. Communication  
iv. Problem solving  
v. Office Technology: including at minimum basic email (Outlook), 

word processing (Microsoft Word) and spreadsheet basics 
(Microsoft Excel) and digital literacy.  

vi. Customer service  
vii. Organizational skills  

viii. Multitasking, planning, and coordination  
4. Additional Job Readiness trainings not already provided during CJP 

Readiness may be conducted during this period to reinforce skills.  
5. Establish a system of progress toward skills acquisition or pre and post 

skills testing such as improved typing speed. HSA reserves the right to do 
pre and post job skills testing.  

6. For the CJP CW, participants must make up hours missed within the 
Work Experience time frame.  

7. Instructor supervises the training and maintains daily attendance sheets.  
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F. Employer and Payroll  

1. Participants will be employees of the Grantee although participants’ work 
experience may be performed at another agency. Grantee controls the 
work schedule and timesheets.  

2. Pay participants the San Francisco Minimum Compensation Ordinance 
wage rate for hours worked, approved Paid Time Off, and HSA holidays, 
all paid at straight time. The total of these hours shall not exceed 8 hours 
per day or 40 hours per week. Any changes to the wage rate will conform 
to the San Francisco Minimum Compensation Ordinance currently in 
effect.  

3. Participants will not work on the following holidays: New Year’s Day, 
Martin Luther King Jr. Day, President’s Day, Memorial Day, Juneteenth 
Day, Independence Day, Labor Day, Indigenous Peoples Day, Veteran’s 
Day, Thanksgiving Day, Day after Thanksgiving, and Christmas Day.  

4. Maintain workers compensation insurance for participants.  
5. Participant wages, Paid Time Off, Holiday pay, Employer FICA, 

California Unemployment Insurance, and Workers Compensation 
insurance will be paid by Grantee through this agreement. Only Work 
Experience hours actually worked are paid a wage. Paid Time Off that 
complies with HSA program participation requirements and San Francisco 
Minimum Compensation ordinance will be paid to participants for Work 
Experience.  

6. Provide Payroll reports for each pay date detailing each participant paid 
with participant name, social security number, Check number, number of 
hours worked, and Paid Time Off hours paid, Gross and Net wages paid, 
and Year-to-Date gross Wages and number of hours. Reports will be 
available within week of the pay date.  

7. Provide to HSA, copies of paychecks issued to participants with the 
invoice.  

8. Issue paychecks and W-2s to Participants.  
 

G. Job Search and Placement Services  
1. Provide Job Search and Placement services to participants to place 

participants in permanent unsubsidized employment upon completion of 
the program, or in a higher Tier of JobsNOW! Subsidized employment  
a) Ensure each participant has an updated resume.  
b) Upload the resume to Launchpad.  
c) Submit weekly update of each participant’s progress throughout the 

program.  
2. Participants may be invited to apply for or attend JobsNOW! employer 

recruitments.  
3. Develop relationships with prospective employers, job fairs and other 

resources for job seekers.  
4. Reinforce participant job readiness skills to support job search services  
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H. Job Retention Services  
1. Grantee will provide and document Job Retention support for a minimum 

of 90 days to participants who obtain unsubsidized employment. Grantee 
will follow the employment status of the participants and provide job 
coaching or re-employment services as needed.  

 
I. Case Conferencing and Other Meetings  

1. Participate in case conference meetings with HSA staff to make next step 
recommendations, referrals for ancillary, other supportive services, or 
address concerns, and document recommendations and actions in 
Launchpad.  

2. Attend quarterly WTW Oversight Committee meeting and regularly 
scheduled monthly contract meetings.  

  
V. Location and Time of Services 

Grantee services are provided at 1234 Indiana Street, San Francisco, CA 94107.  
Work experience sites are at non-profit entities throughout San Francisco.  
Services will be Monday through Friday except on the following holidays: New 
Year’s Day, Martin Luther King Jr. Day, President’s Day, Memorial Day, 
Juneteenth Day, Independence Day, Labor Day, Veteran’s Day, Thanksgiving 
Day, Day after Thanksgiving, and Christmas Day. 

 
VI. Service Objectives 

A. Minimum service level for a full year will be 250 CW participants, contingent 
upon HSA referral. 

B. Maintain list of active WE host sites with a minimum of 10 various types of 
occupations and/or industries.  

C. 50% of participants will be placed in a WE host site that aligns with their career 
goals as outlined in their Individual Employment Plan. 

 
VII. Outcome Objectives 

A. A minimum of 75% of participants who exit the activity will have positive 
completions.   
For contracting purposes, if a participant leaves activity prior to completion 
due to employment, he/she will be credited with completion of the program. 
Other Positive Terminations, such as, medical reasons, enrolling in 
training/education program, income off, etc. will also be considered as a 
completion. Clients being exited for Transitional Employment/Rapid 
Response activity may be, on a case-by-case basis, credited as Other Positive 
Terminations/Completions. 

B. A  minimum of 60% of participants that complete their Work Experience 
activity will obtain employment or begin an education or training program. 
Completion of the work experience activity must include submission of 
updated resume and evaluation of participant’s progress in the program.  
For the purposes of this contract, a successful job placement will be defined as 
20 hours of employment within a 40-hour pay period. Participant job 
placement information must be submitted to HSA with verification. 
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Verification will include a copy of a participant pay stub or a letter from the 
employer on business letterhead or other method approved by HSA. 
Enrollment in education or training programs, verification of enrollment must 
be submitted to HSA.  

C. A minimum of 75% of participants will rate the quality of the Grantor’s 
performance as at least 3 or above on a 5-point scale on an annual participant 
satisfaction survey conducted by the Grantor. The survey responses rate will 
be no less than 80% of participants. Survey shall be administered according to 
HSA guidelines.  

  
VIII. Reporting Requirements 

A. Use Launchpad for recording participants’ daily participation and attendance 
in all sub-activities.  

B. Communicate immediately via chat, e-mail or telephone with HSA staff when 
a participant is not participating. At a minimum, Grantee must report when a 
participant has two unexcused absences, if attendance falls below 80% of the 
total program hours, or if the participant is being terminated from the 
program. Reasonable accommodations should be made available to allow 
participants to make up missed hours.  

C. Report Orientation Attendance in Launchpad within one business day after it 
occurs.  

D. Report Work Experience placement including Work Experience Host Site 
industry sector and Exit information in Launchpad within 2 Business Days of 
occurrence.  

E. Job Placement information should include Employer Name and Address, 
Industry Sector and NAICS Sector code, Date of Hire, position title, hourly 
wage, and hours per week. 

F. Resumes, Individual Employment Plan, and Host Site Performance Appraisals 
are to be uploaded into Launchpad.  

G. Upload exit evaluation for each participant to Launchpad.  
H. Monthly Reports. HSA will generate monthly reports from Launchpad 

database by the 15th day following the reporting month. Grantee must review 
and make Launchpad data corrections in a timely manner.  
1. Reports shall contain the following data:  

a) Number of referrals, enrollments, and completions  
b) Number who obtained employment  
c) Number of program exits  
d) Number active or currently enrolled as of the last day of the month  
e) Job placement information  

2. Supporting documentation for the numbers presented in the reports must 
be maintained by the Grantee for a period of three years and must be 
available for auditing by the Department. Participant files shall be kept in 
a secure and confidential location at all times.  

I. Additional Attendance Reports may be required by HSA management. 
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J. Written communication that contains participant confidential information 
shall be transmitted through a secured method approved by HSA or by using 
ZixCorp.  

K. Ad Hoc Reports. Grantee will develop and deliver ad hoc reports as requested 
by HSA.  

L. Grantee will collect SOGI information and report data results in CARBON on 
a semi-annual basis.  

M. Annual Reports summarizing the contract activities will be submitted directly 
to Program Monitor by Grantee within 15 days following the reporting period. 

 
For assistance with reporting requirements or submission of reports, contact: 

 
 
Colleen Birmingham, Contract Manager, GB12 
Office of Contract Management 
colleen.birmingham@sfgov.org  
        
                            or 
 
Christina Chen, Contract Monitor, E307 
Workforce Development Division  
christina.x.chen@sfgov.org  

 
 

IX. Monitoring Activities 
A. Program Monitoring: Program monitoring will include review of reported 

client progress towards meeting service and outcome objectives, participant 
case files, training curricula, and program policies and procedures. 

B. Fiscal Compliance and Contract Monitoring:  Fiscal monitoring will include 
review of the Grantee's organizational budget, the general ledger, quarterly 
balance sheet, cost allocation procedures and plan, State and Federal tax 
forms, audited financial statement, fiscal policy manual, supporting 
documentation for selected invoices, cash receipts and disbursement journals.  
The compliance monitoring will include review of Personnel Manual, 
Emergency Operations Plan, Compliance with the Americans with Disabilities 
Act, subcontracts, and MOUs, and the current board roster and selected board 
minutes for compliance with the Sunshine Ordinance. 
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Appendix B, Page 1

Grantee/Contractor: Richmond Area Multi-Services, Inc. Full Term: 7/1/25 - 6/30/29

Program: Community Jobs Program (CalWORKs) Effective Date: 7/1/2025

 New       Modification      Revision     (Check One) Modification #

7/1/25 - 6/30/26 7/1/26 - 6/30/27 7/1/27 - 6/30/28 7/1/28 - 6/30/29 7/1/25 - 6/30/29

Expenses Original Original Original Original Total

Salaries & Benefits $709,170 $709,170 $709,170 $709,170 $2,836,680

Operating-Direct $168,023 $168,023 $168,023 $168,023 $672,092

Subtotal $877,193 $877,193 $877,193 $877,193 $3,508,772

Indirect Percentage (%) 14% 14% 14% 14% 14%

Indirect Costs (Line 16 X Line 15) $122,807 $122,807 $122,807 $122,807 $491,228

Consultant/Subcontractor ($25,000+)

Direct Client Pass-Through $500,000 $500,000 $500,000 $500,000 $2,000,000

Capital Expenses

Total Expenses $1,500,000 $1,500,000 $1,500,000 $1,500,000 $6,000,000

HSA / DAS Revenues

General Fund $285,000 $285,000 $285,000 $285,000 $1,140,000

State Funding $930,000 $930,000 $930,000 $930,000 $3,720,000

CFDA # 93.558 $285,000 $285,000 $285,000 $285,000 $1,140,000

Total HSA / DAS Revenues $1,500,000 $1,500,000 $1,500,000 $1,500,000 $6,000,000

Grantee/Contractor Revenues

Total Grantee/Contractor Revenues

Total Revenues $1,500,000 $1,500,000 $1,500,000 $1,500,000 $6,000,000

Prepared by and Date:                                    

Telephone No. & Email: HSA Budget Form (3/24)

 HUMAN SERVICES AGENCY BUDGET SUMMARY 
BY PROGRAM

RAMS
Appendix B 1 FSP # 1000036206
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Grantee/Contractor: Richmond Area Multi-Services, Inc Appendix B, Page 2
Program: Community Jobs Program (CalWORKs)

7/1/25 - 6/30/2 7/1/26 - 6/30/27 7/1/27 - 6/30/28 7/1/28 - 6/30/297/1/25 - 6/30/29

POSITION TITLE

Annual Full 
Time Salary 

for FTE Total FTE 

% FTE 
funded by 

HSA
(Max 100%)

Adjusted 
FTE Original

Annual Full 
Time Salary 

for FTE Total FTE 

% FTE 
funded by 

HSA
(Max 100%)

Adjusted 
FTE Original

Annual Full 
Time Salary 

for FTE Total FTE 

% FTE 
funded by 

HSA
(Max 100%)

Adjusted 
FTE Original

Annual Full 
Time Salary 

for FTE Total FTE 

% FTE 
funded by 

HSA
(Max 100%)

Adjusted 
FTE Original Total

Prorgam Director $170,000 0.10           100% 0.10           $17,000 $170,000 0.10           100% 0.10           $17,000 $170,000 0.10           100% 0.10           $17,000 $170,000 0.10           100% 0.10           $17,000 $68,000
Associate Director $129,500 0.20           100% 0.20           $25,900 $129,500 0.20           100% 0.20           $25,900 $129,500 0.20           100% 0.20           $25,900 $129,500 0.20           100% 0.20           $25,900 $103,600
Program Manager $104,500 1.00           100% 1.00           $104,500 $104,500 1.00           100% 1.00           $104,500 $104,500 1.00           100% 1.00           $104,500 $104,500 1.00           100% 1.00           $104,500 $418,000
Job Developer $82,000 2.00           100% 2.00           $164,000 $82,000 2.00           100% 2.00           $164,000 $82,000 2.00           100% 2.00           $164,000 $82,000 2.00           100% 2.00           $164,000 $656,000
Trainer / Job Coach $75,000 2.00           100% 2.00           $150,000 $75,000 2.00           100% 2.00           $150,000 $75,000 2.00           100% 2.00           $150,000 $75,000 2.00           100% 2.00           $150,000 $600,000
Case Manager $70,500 1.00           100% 1.00           $70,500 $70,500 1.00           100% 1.00           $70,500 $70,500 1.00           100% 1.00           $70,500 $70,500 1.00           100% 1.00           $70,500 $282,000
Adminstrative Support $53,500 0.10           100% 0.10           $5,350 $53,500 0.10           100% 0.10           $5,350 $53,500 0.10           100% 0.10           $5,350 $53,500 0.10           100% 0.10           $5,350 $21,400

-             -             -             -             
-             -             -             -             

  TOTALS $685,000 6.40           7.00           6.40           $537,250 $685,000 6.40 700% 6.40           $537,250 $685,000 6.40 700% 6.40           $537,250 $685,000 6.40 700% 6.40           $537,250 $2,149,000

FRINGE BENEFIT RATE 32.00% 32% 32% 32%

EMPLOYEE FRINGE BENEFITS $171,920 $171,920 $171,920 $171,920 $687,680

TOTAL SALARIES & BENEFITS $709,170 $709,170 $709,170 $709,170 $2,836,680

HSA Budget Form (3/24)

Agency Totals HSA Program Agency Totals

   Salaries & Benefits Detail

HSA Program Agency Totals HSA Program Agency Totals HSA Program

RAMS
Appendix B 2 FSP # 1000036206
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Grantee/Contractor: Richmond Area Multi-Services, Inc. Appendix B, Page 3
Program: Community Jobs Program (CalWORKs)

7/1/25 - 6/30/26 7/1/26 - 6/30/27 7/1/27 - 6/30/28 7/1/28 - 6/30/29 7/1/25 - 6/30/29
Original Original Original Original Total

Expenditure Category

Rental of Property $38,400 $38,400 $38,400 $38,400 $153,600

Utilities(Elec, Water, Gas, Phone, Garbage) $24,576 $24,576 $24,576 $24,576 $98,304

Office Supplies, Postage $10,623 $10,623 $10,623 $10,623 $42,492

Building Maintenance Supplies and Repair $7,680 $7,680 $7,680 $7,680 $30,720

Printing and Reproduction $5,760 $5,760 $5,760 $5,760 $23,040

Insurance $17,938 $17,938 $17,938 $17,938 $71,752

Staff Training $9,280 $9,280 $9,280 $9,280 $37,120

Staff Travel-(Local & Out of Town) $9,600 $9,600 $9,600 $9,600 $38,400

Rental of Equipment $1,152 $1,152 $1,152 $1,152 $4,608

Consulting/Professional Services

Consultant A (first $25k; anything over on next tab)

Subcontractor A (first $25k; anything over on next tab)

Other

Recruitment $10,000 $10,000 $10,000 $10,000 $40,000

Software Subscription $7,200 $7,200 $7,200 $7,200 $28,800

Clients Payroll Processing Fee $25,814 $25,814 $25,814 $25,814 $103,256

Total Operating Expense $168,023 $168,023 $168,023 $168,023 $672,092

HSA Budget Form (3/24)

 Operating Expenses Detail

RAMS
Appendix B 3 FSP # 1000036206
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Grantee/Contractor: Richmond Area Multi-Services, Inc. Appendix B, Page 4
Program: Community Jobs Program (CalWORKs)

7/1/25 - 6/30/26 7/1/26 - 6/30/27 7/1/27 - 6/30/28 7/1/28 - 6/30/29 7/1/25 - 6/30/29
Original Original Original Original Total

Subcontractor

Consultant A (only amount above $25k)

Subcontractor A (only amount above $25k)

Total Subcontractor

Direct Client Pass-Through

Direct Client Pass-Client Wages $500,000 $500,000 $500,000 $500,000 $2,000,000

Direct Client Pass-Through B

Total Direct Client Pass-Through $500,000 $500,000 $500,000 $500,000 $2,000,000

HSA Budget Form (3/24)

Subcontractors-Pass Thru

RAMS
Appendix B 4 FSP #1000036206
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Appendix A – Services to be Provided 
Mission Hiring Hall, Inc. 

Community Jobs Program 
July 1, 2025 – June 30, 2029 

 
  
I. Purpose of Grant 

The Community Jobs Program (CJP) increases a participant’s employability 
through a job readiness and job preparation program that includes vocational 
skills training and paid work experience at community non-profit agencies. Upon 
enrollment in the program, the Grantee will develop an employment plan for each 
participant consisting of various job readiness components including paid work 
experience at a host site that aligns with their vocational goals. The work 
experience host site provides training and hands-on experience for participants to 
gain basic and occupation-specific skills under daily supervision, with ongoing 
monitoring by the Grantee. Simultaneously, participants receive classroom 
instruction for basic remedial education (BRE), professional skills development 
and computer skills training. Job search and placement services are provided to 
the participants to transition them into jobs. 

 
II. Definitions 

  
ABAWD Able-Bodied Adults Without Dependents, i.e., CalFresh recipients 

aged 18 to 54 who are able to work and do not share a household with 
a minor child 

  
BFS Department of Benefits and Family Support 
  
Basic Job Skills Punctuality, attendance, following instructions, conveying information 

effectively, critical thinking, adaptability, judgment and decision-
making, time management, and customer service.  

  
BRE Basic Remedial Education 
  

CAAP County Adult Assistance Program, an HSA program that offers cash 
assistance and employment services to low-income adults with no 
dependent children and to qualifying immigrants. 

  
CalFresh California version of the Federal Supplemental Nutrition Assistance 

Program, formerly known as Food Stamps 
  
CJP Community Jobs Program: a job readiness and job preparation 

program that includes vocational skills training and paid work 
experience 

  
FICA Federal Insurance Contribution Act 
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Grantee Mission Hiring Hall, Inc. 
  

HSA Human Services Agency, City and County of San Francisco 
  
JobsNOW!  A subsidized employment program operated by the SF Human 

Services Agency Workforce Development Division 
  
Job Placement Participant placement in permanent unsubsidized employment, or 

enrollment in subsidized program 
  

Launchpad A participant tracking system used by HSA 
  

NAICS North American Industry Classification System 
  

SOGI Sexual Orientation and Gender Identity. A City ordinance requiring 
grantees to collect data concerning SOGI information on clients they 
serve. 

  
Subsidized 
Employment 

Employment through non-profit employers who are reimbursed for 
worker wages per contract with HSA. 

  
Transitional 
Aged Youth 

Young adults, ages 18 to 24 

  
Unsubsidized 
Employment 

Regular employment in the for-profit or non-profit sector that is not 
transitional and not subsidized. 

  
WDD Workforce Development Division, a DHS program that provides 

employment services to economically disadvantaged adults and youth 
across a variety of programs and funding streams. 

  
Work 
Experience Job 

Transitional subsidized job not to exceed eight weeks in the non-profit 
sector that addresses unmet community needs. Job must not displace 
existing workers and must provide basic job skills that can lead to 
unsubsidized employment. 

  
ZixCorp An Email Encryption and Email Data Loss Prevention system used by 

HSA 
   

 
III. Target Population 

This program is designed to serve all people who can benefit from the services 
outlined in this Appendix, and particularly those demonstrating the greatest 
economic and social need. To ensure that the most vulnerable people are aware of 
and can benefit from this program, Mission Hiring Hall shall ensure that program 
services are accessible to:   
Current San Francisco CAAP and CalFresh/ABAWD participants referred by 
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HSA staff, who may benefit from skills development, work experience, and 
support and resources to help them improve their employment outcomes and that 
lead to permanent unsubsidized employment. This included Transitional Aged 
Youth participants in CAAP and CalFresh/ABAWD. 

 
IV. Description of Services 

A. Intake and enrollment of Participants Referred by HSA  
1. Accept referrals of eligible participants by HSA.  
2. Conduct orientations and intake of program participants. Grantee will 

remind referred participants about the need to attend an orientation prior to 
the orientation date. Report, within one business day of occurrence, to 
HSA staff which participants attended and did not attend the orientation.  

3. CJP activities may vary depending upon the participant’s job readiness 
needs and program standards.  

B. CJP Readiness  
1. All participants will engage in up to four weeks (minimum 8-10 hours per 

week) of unpaid CJP Readiness activities.  
2. Grantee will create an Individual Employment Plan with each participant 

that captures the steps needed to achieve the end goal of improving 
participant’s employment outcomes. The Plan will be uploaded into 
Launchpad and should include:  
a) Job readiness level per participant assessment results  
b) Long-term and short-term career goals  
c) Job readiness, work and educational activities to be undertaken to 

achieve objective with specific skills and certificates to be acquired.  
d) Other services to be provided.  

3. Job Readiness activities include but are not limited to the following:  
a) Vocational and educational assessments  
b) Job Readiness and Soft Skills Training: Grantee shall develop and 

follow a curriculum that clearly defines the skills, learning 
experiences, and performance assessment that will be used to instruct 
and evaluate participants' progress in training topics. Topics should 
include, but are not limited to:  
i. Resume writing  

ii. Interview skills, mock interviews  
iii. Employer expectations  
iv. Appropriate work attire  
v. Conflict mediation  

vi. Effective communication practices in the workplace  
vii. Executive functioning skills such as time management, planning, 

organizational skills, problem solving, emotional control, working 
memory 

viii. Workplace rules, guidelines, and professionalism (appropriate 
work behavior/sexual harassment; tardiness/drugs & alcohol, etc.)  

ix. Work Experience Host site expectations  
x. Job Search techniques  
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c) Career planning/goal setting  
d) Case Management to be provided for the duration of the entire 

program  
e) Job Search and Job Placement services to be conducted for the 

duration of the entire program  
4. Grantee will work collaboratively with HSA staff through regularly 

scheduled case conferencing to identify and address barriers to 
employment, discuss participants’ progress and to determine next steps for 
CJP participants.  

5. Upon completion of CJP Readiness activity, the Grantee will provide a 
report for each participant showing workshops/trainings completed and 
skills learned.  

 
C. Work Experience:  

Developing Work Experience (WE) Host Sites  
1. Develop and actively maintain WE host sites and jobs that can provide 

training and hands-on experience in basic and intermediate soft and 
occupational skills to participants to improve their employment outcomes 
and that lead to unsubsidized employment. WE host sites and jobs must:  
a) Be provided at San Francisco non-profit agencies. These agency 

relationships are developed and managed by the Grantee.  
b) Not displace existing workers and must address an unmet community 

need.  
c) Provide a variety of industries and occupations for participants to 

choose from to ensure choice in their career path.  
 

2. Grantee should seek to establish WE host sites targeting priority sectors 
within San Franciso, as defined by HSA, to start participants on a pathway 
of accessing quality and in-demand jobs.  

3. Develop and execute WE agreements with the host site agency, which 
should include:  
a)  Job duties  
b) Supervision expectations  
c) WE Host Site Training Plan: The WE host site training plan should 

detail the specific occupational skills and certifications participants 
will gain weekly through instruction, curriculum used, job shadowing, 
and hands-on experience at the work site.  

d) Performance appraisal: A performance appraisal documenting each 
participant’s skills acquisition, as detailed in the WE Host Site 
Training Plan, to be completed collaboratively weekly by the host site 
supervisor, and Grantee Case Manager or Job Coach. Evaluations 
should be reviewed with the participant.  

 
 

Placing Participants at WE Host Sites  
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1. WE host sites offered to participants, minimum of two, should provide the 
opportunity to acquire skills toward the occupations listed on the 
participant’s Individual Employment Plan. Grantee should ensure that 
enough host sites are available to provide experience toward participants’ 
occupational goals.  

2. Participants must begin work at WE host site directly or as soon as 
possible after completion of CJP Readiness activity. A participant will be 
considered to be “placed in a WE host site job position” when the 
participant has successfully shown up for work.  

3. At any given time, the number of placements at Grantee’s location cannot 
exceed 50% of total placements.  

4. WE hours per week paid activity:  
a) CAAP and CalFresh/ABAWD: up to 10 hours per week for up to eight 

weeks  
b) Extensions may be granted on a case-by-case basis.  
c) Attendance is documented through timesheets, which are signed by the 

WE Host Site supervisor. WE Host Site supervisor contacts Grantee 
Case Manager when participant is late or absent. The Case Manager 
confirms with WE Host Site if participant has notified WE Host Site of 
absences.  

 
Provide Support and Enforce Expectations of WE Host Site  
Grantee shall provide support to participant and WE Host Sites to ensure a 
successful experience. This will include:  
1. Assure that there is a designated WE Host Site supervisor to supervise 

participants. Monitor WE host sites to ensure participants are adequately 
supervised. Monitor WE host sites to ensure given tasks/opportunities 
that allow participants to develop marketable skills toward their 
employment goals.  

2. Provide training, troubleshooting and technical assistance to WE host 
sites to ensure the quality of WE host site supervision and a positive 
experience for participants.  

3. Mediate any disputes between WE host sites and participant, reassigning 
participant to another WE host site, without a break in work hours or as 
soon as possible, if resolution cannot be reached.  

4. Grantee will work with HSA staff through regularly scheduled meetings 
or case conferencing during the activity to discuss participants’ progress 
and to determine next steps for participants.  

 
D. Case Management, Job Coaching and Supportive Services  

1. Provide one-to-one assistance for any employment/vocational barriers.  
2. Provide Job Coaching to participants at the Work Experience sites to 

support training on their specific work duties.  
3. Assist participants with problem resolution, provide resource information 

to help them obtain supportive services to address barriers to 
employment, such as domestic violence or childcare as needed.  
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4. For participants who need additional services, such as behavioral health 
or domestic violence counseling, SSI referral, or social work 
interventions, Grantee will work with HSA staff to accommodate those 
needs supported within the CJP activity.  

5. For participants who could benefit from further education or training, 
work with participants to identify potential programs and assist 
participants with enrollment.  

6. Communicate with participants at least weekly. Communication may be 
done by phone, e-mail or in person.  

7. Communicate with HSA staff on an ongoing basis, reporting participant 
absences within two days of occurrence.  

8. Track participant daily program attendance and activities, including the 
Job Readiness activities component and report them through Launchpad.  

 
E. Job Readiness and Vocational Skills Development Training  

1. Participants are required to complete a minimum of 5 unpaid hours per 
week of Job Readiness and Vocational Skills Development Training 
concurrently with Work Experience.  

2. Job Readiness and Vocational Skills Development activities will be based 
on participants’ needs and interests, as determined during the CJP 
Readiness activity and as documented in the Individual Employment 
Plan. Job Readiness activities must support participants gaining the skills, 
certificates, and credentials needed to excel at their worksite and obtain 
subsidized or unsubsidized employment upon program completion.  

3. Activities may include:  
a) Academic BRE, as needed, such as reading comprehension and basic 

math.  
b) Skills Development Training. This includes training that would 

support the participant in building specific skills needed in their 
worksite occupation, as well as other in-demand skills such as:  
i. Occupationally specific skills (for example, training specific to 

community health workers, certified nursing assistants, 
construction management)  

ii. Business writing such as letters, emails, memos  
iii. Communication  
iv. Problem solving  
v. Office Technology: including at minimum basic email (Outlook), 

word processing (Microsoft Word) and spreadsheet basics 
(Microsoft Excel) and digital literacy.  

vi. Customer service  
vii. Organizational skills  

viii. Multitasking, planning, and coordination  
4. Additional Job Readiness trainings not already provided during CJP 

Readiness may be conducted during this period to reinforce skills.  
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5. Establish a system of progress toward skills acquisition or pre and post 
skills testing such as improved typing speed. HSA reserves the right to do 
pre and post job skills testing.  

6. Participants must make up hours missed within the Work Experience 
time frame.  

7. Instructor supervises the training and maintains daily attendance sheets.  
 

F. Employer and Payroll  
1. Participants will be employees of the Grantee although participants’ work 

experience may be performed at another agency. Grantee controls the 
work schedule and timesheets.  

2. Pay participants the San Francisco Minimum Compensation Ordinance 
wage rate for hours worked, approved Paid Time Off, and HSA holidays, 
all paid at straight time. The total of these hours shall not exceed 8 hours 
per day or 40 hours per week. Any changes to the wage rate will conform 
to the San Francisco Minimum Compensation Ordinance currently in 
effect.  

3. Participants will not work on the following holidays: New Year’s Day, 
Martin Luther King Jr. Day, President’s Day, Memorial Day, Juneteenth 
Day, Independence Day, Labor Day, Indigenous Peoples Day, Veteran’s 
Day, Thanksgiving Day, Day after Thanksgiving, and Christmas Day.  

4. Maintain workers compensation insurance for participants.  
5. Participant wages, Paid Time Off, Holiday pay, Employer FICA, 

California Unemployment Insurance, and Workers Compensation 
insurance will be paid by Grantee through this agreement. Only Work 
Experience hours actually worked are paid a wage. Paid Time Off that 
complies with HSA program participation requirements and San Francisco 
Minimum Compensation ordinance will be paid to participants for Work 
Experience.  

6. Provide Payroll reports for each pay date detailing each participant paid 
with participant name, social security number, Check number, number of 
hours worked, and Paid Time Off hours paid, Gross and Net wages paid, 
and Year-to-Date gross Wages and number of hours. Reports will be 
available within week of the pay date.  

7. Provide to HSA, copies of paychecks issued to participants with the 
invoice.  

8. Issue paychecks and W-2s to Participants.  
 

G. Job Search and Placement Services  
1. Provide Job Search and Placement services to participants to place 

participants in permanent unsubsidized employment upon completion of 
the program, or in a higher Tier of JobsNOW! Subsidized employment  
a) Ensure each participant has an updated resume.  
b) Upload the resume to Launchpad.  
c) Submit weekly update of each participant’s progress throughout the 

program.  
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2. Participants may be invited to apply for or attend JobsNOW! employer 
recruitments.  

3. Develop relationships with prospective employers, job fairs and other 
resources for job seekers.  

4. Reinforce participant job readiness skills to support job search services  
 

H. Job Retention Services  
1. Grantee will provide and document Job Retention support for a minimum 

of 90 days to participants who obtain unsubsidized employment. Grantee 
will follow the employment status of the participants and provide job 
coaching or re-employment services as needed.  

 
I. Case Conferencing and Other Meetings  

1. Participate in case conference meetings with HSA staff to make next step 
recommendations, referrals for ancillary, other supportive services, or 
address concerns, and document recommendations and actions in 
Launchpad.  

2. Attend quarterly WTW Oversight Committee meeting and regularly 
scheduled monthly contract meetings.  

 
  
V. Location and Time of Services 

Grantee services are provided at 1048 Folsom Street, San Francisco, CA 94103.  
Work experience sites are at non-profit entities throughout San Francisco.  
Services will be Monday through Friday except on the following holidays: New 
Year’s Day, Martin Luther King Jr. Day, President’s Day, Memorial Day, 
Juneteenth Day, Independence Day, Labor Day, Veteran’s Day, Thanksgiving 
Day, Day after Thanksgiving, and Christmas Day. 

 
VI. Service Objectives 

A. Minimum service level for a full year will be 100 CAAP and 
CalFresh/ABAWD participants, contingent upon HSA referral. 

B. Maintain list of active WE host sites with a minimum of 10 various types of 
occupations and/or industries.  

C. 50% of participants will be placed in a WE host site that aligns with their 
career goals as outlined in their Individual Employment Plan. 

 
VII. Outcome Objectives 

A. A minimum of 75% of participants who exit the activity will have positive 
completions.   
For contracting purposes, if a participant leaves activity prior to completion 
due to employment, he/she will be credited with completion of the program. 
Other Positive Terminations, such as, medical reasons, enrolling in 
training/education program, income off, etc. will also be considered as a 
completion. Clients being exited for Transitional Employment/Rapid 
Response activity may be, on a case-by-case basis, credited as Other Positive 
Terminations/Completions. 
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B. A  minimum of 60% of participants that complete their Work Experience 
activity will obtain employment or begin an education or training program. 
Completion of the work experience activity must include submission of 
updated resume and evaluation of participant’s progress in the program.  
For the purposes of this contract, a successful job placement will be defined as 
20 hours of employment within a 40-hour pay period. Participant job 
placement information must be submitted to HSA with verification. 
Verification will include a copy of a participant pay stub or a letter from the 
employer on business letterhead or other method approved by HSA. 
Enrollment in education or training programs, verification of enrollment must 
be submitted to HSA.  

C. A minimum of 75% of participants will rate the quality of the Grantor’s 
performance as at least 3 or above on a 5-point scale on an annual participant 
satisfaction survey conducted by the Grantor. The survey responses rate will 
be no less than 80% of participants. Survey shall be administered according to 
HSA guidelines.  

  
VIII. Reporting Requirements 

A. Use Launchpad for recording participants’ daily participation and attendance 
in all sub-activities.  

B. Communicate immediately via chat, e-mail or telephone with HSA staff when 
a participant is not participating. At a minimum, Grantee must report when a 
participant has two unexcused absences, if attendance falls below 80% of the 
total program hours, or if the participant is being terminated from the 
program. Reasonable accommodations should be made available to allow 
participants to make up missed hours.  

C. Report Orientation Attendance in Launchpad within one business day after it 
occurs.  

D. Report Work Experience placement including Work Experience Host Site 
industry sector and Exit information in Launchpad within 2 Business Days of 
occurrence.  

E. Job Placement information should include Employer Name and Address, 
Industry Sector and NAICS Sector code, Date of Hire, position title, hourly 
wage, and hours per week. 

F. Resumes, Individual Employment Plan, and Host Site Performance Appraisals 
are to be uploaded into Launchpad.  

G. Upload exit evaluation for each participant to Launchpad.  
H. Monthly Reports. HSA will generate monthly reports from Launchpad 

database by the 15th day following the reporting month. Grantee must review 
and make Launchpad data corrections in a timely manner.  
1. Reports shall contain the following data:  

a) Number of referrals, enrollments, and completions  
b) Number who obtained employment  
c) Number of program exits  
d) Number active or currently enrolled as of the last day of the month  
e) Job placement information  
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2. Supporting documentation for the numbers presented in the reports must 
be maintained by the Grantee for a period of three years and must be 
available for auditing by the Department. Participant files shall be kept in 
a secure and confidential location at all times.  

I. Additional Attendance Reports may be required by HSA management. 
J. Written communication that contains participant confidential information 

shall be transmitted through a secured method approved by HSA or by using 
ZixCorp.  

K. Ad Hoc Reports. Grantee will develop and deliver ad hoc reports as requested 
by HSA.  

L. Grantee will collect SOGI information and report data results in CARBON on 
a semi-annual basis.  

M. Annual Reports summarizing the contract activities will be submitted directly 
to Program Monitor by Grantee within 15 days following the reporting period.  

 
 
For assistance with reporting requirements or submission of reports, contact: 

 
 
Colleen Birmingham, Contract Manager, GB12 
Office of Contract Management 
colleen.birmingham@sfgov.org  
        
                            or 
 
Christina Chen, Contract Monitor, E307 
Workforce Development Division  
christina.x.chen@sfgov.org  

 
 

IX. Monitoring Activities 
A. Program Monitoring: Program monitoring will include review of 

documentation of client progress towards meeting service and outcome 
objectives, participant case files, training curricula, and program policies and 
procedures. 

B. Fiscal Compliance and Contract Monitoring:  Fiscal monitoring will include 
review of the Grantee's organizational budget, the general ledger, quarterly 
balance sheet, cost allocation procedures and plan, State and Federal tax 
forms, audited financial statement, fiscal policy manual, supporting 
documentation for selected invoices, cash receipts and disbursement journals.  
The compliance monitoring will include review of Personnel Manual, 
Emergency Operations Plan, Compliance with the Americans with Disabilities 
Act, subcontracts, and MOUs, and the current board roster and selected board 
minutes for compliance with the Sunshine Ordinance. 
 

 

Docusign Envelope ID: 619B12E0-A312-41BD-A042-BA784C37745E

mailto:colleen.birmingham@sfgov.org
mailto:christina.x.chen@sfgov.org


Mission Hiring Hall, Inc. 
Community Jobs Program FY 25-29 11 of 11 Appendix A 

 
 

 
 

 

Docusign Envelope ID: 619B12E0-A312-41BD-A042-BA784C37745E



Appendix B, Page 1

Grantee/Contractor: Vendor MISSION HIRING HALL Full Term: 7/1/25 - 6/30/29

Program: Empowerment to Employment Effective Date:

 New       Modification      Revision     (Check One) Modification #

7/1/25 - 6/30/26 7/1/26 - 6/30/27 7/1/27 - 6/30/28 7/1/28 - 6/30/29 7/1/25 - 6/30/29

Expenses Original Original Original Original Total

Salaries & Benefits $278,800 $278,800 $278,800 $278,800 $1,115,200

Operating-Direct $69,026 $69,026 $69,026 $69,026 $276,104

Subtotal $347,826 $347,826 $347,826 $347,826 $1,391,304

Indirect Percentage (%) 15% 15% 15% 15% 15%

Indirect Costs (Line 16 X Line 15) $52,174 $52,174 $52,174 $52,174 $208,696

Consultant/Subcontractor ($25,000+)

Direct Client Pass-Through $200,000 $200,000 $200,000 $200,000 $800,000

Capital Expenses

Total Expenses $600,000 $600,000 $600,000 $600,000 $2,400,000

HSA / DAS Revenues

General Fund $336,000 $336,000 $336,000 $336,000 $1,344,000

CFDA # 10.561 $264,000 $264,000 $264,000 $264,000 $1,056,000

Total HSA / DAS Revenues $600,000 $600,000 $600,000 $600,000 $2,400,000

Grantee/Contractor Revenues (incl. In-Kind)

Total Grantee/Contractor Revenues

Total Revenues $600,000 $600,000 $600,000 $600,000 $2,400,000

Prepared by and Date:                                    

Telephone No. & Email: HSA Budget Form (3/24)

 HUMAN SERVICES AGENCY BUDGET SUMMARY 
BY PROGRAM

Mission Hiring Hall
Appendix B 1 FSP # 1000036207
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Grantee/Contractor: Vendor MISSION HIRING HALL Appendix B, Page 2
Program: Empowerment to Employment

7/1/25 - 6/30/26 7/1/26 - 6/30/27 7/1/27 - 6/30/28 7/1/28 - 6/30/29 7/1/25 - 6/30/29

POSITION TITLE

Annual Full 
Time Salary 

for FTE Total FTE 

% FTE 
funded by 

HSA
(Max 100%)

Adjusted 
FTE Original

Annual Full 
Time Salary 

for FTE Total FTE 

% FTE 
funded by 

HSA
(Max 100%)

Adjusted 
FTE Original

Annual Full 
Time Salary 

for FTE Total FTE 

% FTE 
funded by 

HSA
(Max 100%)

Adjusted 
FTE Original

Annual Full 
Time Salary 

for FTE Total FTE 

% FTE 
funded by 

HSA
(Max 100%)

Adjusted 
FTE Original Total

Program Manager $72,000 1.00           70% 0.70           $50,400 $72,000 1.00           70% 0.70           $50,400 $72,000 1.00           70% 0.70           $50,400 $72,000 1.00           70% 0.70           $50,400 $201,600

Program Counselor $56,160 1.00           100% 1.00           $56,160 $56,160 1.00           100% 1.00           $56,160 $56,160 1.00           100% 1.00           $56,160 $56,160 1.00           100% 1.00           $56,160 $224,640

Employment Specialist $63,440 1.00           100% 1.00           $63,440 $63,440 1.00           100% 1.00           $63,440 $63,440 1.00           100% 1.00           $63,440 $63,440 1.00           100% 1.00           $63,440 $253,760

Data /Admin Specialist $53,040 1.00           100% 1.00           $53,040 $53,040 1.00           100% 1.00           $53,040 $53,040 1.00           100% 1.00           $53,040 $53,040 1.00           100% 1.00           $53,040 $212,160

-            -            -            -            

  TOTALS $244,640 4.00           3.70           3.70           $223,040 $244,640 4.00 370% 3.70           $223,040 $244,640 4.00 370% 3.70           $223,040 $244,640 4.00 370% 3.70           $223,040 $892,160

FRINGE BENEFIT RATE 25% 25% 25% 25%

EMPLOYEE FRINGE BENEFITS \ $55,760 $55,760 $55,760 $55,760 $223,040

TOTAL SALARIES & BENEFITS $278,800 $278,800 $278,800 $278,800 $1,115,200

HSA Budget Form (3/24)

Agency Totals HSA Program Agency Totals

   Salaries & Benefits Detail

HSA Program Agency Totals HSA Program Agency Totals HSA Program

Mission Hiring Hall
Appendix B 2 FSP # 1000036207

Docusign Envelope ID: 619B12E0-A312-41BD-A042-BA784C37745E



Grantee/Contractor: Vendor MISSION HIRING HALL Appendix B, Page 3
Program: Empowerment to Employment

7/1/25 - 6/30/26 7/1/26 - 6/30/27 7/1/27 - 6/30/28 7/1/28 - 6/30/29 7/1/25 - 6/30/29
Original Original Original Original Total

Expenditure Category

Rental of Property $56,424 $56,424 $56,424 $56,424 $225,696

Utilities(Elec, Water, Gas, Phone, Garbage) $3,500 $3,500 $3,500 $3,500 $14,000

Office Supplies, Postage $2,379 $2,379 $2,379 $2,379 $9,516

Building Maintenance Supplies and Repair $1,998 $1,998 $1,998 $1,998 $7,992

Printing and Reproduction

Insurance $2,679 $2,679 $2,679 $2,679 $10,716

Staff Training

Staff Travel-(Local & Out of Town) $1,200 $1,200 $1,200 $1,200 $4,800

Rental of Equipment $846 $846 $846 $846 $3,384

Consulting/Professional Services

Consultant A (first $25k; anything over on next tab)

Subcontractor A (first $25k; anything over on next tab)

Other

Other A

Other B

Total Operating Expense $69,026 $69,026 $69,026 $69,026 $276,104

HSA Budget Form (3/24)

 Operating Expenses Detail

Mission Hiring Hall
Appendix B 3 FSP # 1000036207
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Grantee/Contractor: Vendor MISSION HIRING HALL Appendix B, Page 4
Program: Empowerment to Employment

7/1/25 - 6/30/26 7/1/26 - 6/30/27 7/1/27 - 6/30/28 7/1/28 - 6/30/29 7/1/25 - 6/30/29
Original Original Original Original Total

Subcontractor

Consultant A (only amount above $25k)

Subcontractor A (only amount above $25k)

Total Subcontractor

Direct Client Pass-Through

Direct Client Pass-Through A $200,000 $200,000 $200,000 $200,000 $800,000

Direct Client Pass-Through B

Total Direct Client Pass-Through $200,000 $200,000 $200,000 $200,000 $800,000

HSA Budget Form (3/24)

Subcontractors-Pass Thru

Mission Hiring Hall
Appendix B 4 FSP # 1000036207
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Appendix A – Services to be Provided 
Young Community Developers 

Community Jobs Program 
July 1, 2025 – June 30, 2029 

 
  
I. Purpose of Grant 

The Community Jobs Program (CJP) increases a participant’s employability 
through a job readiness and job preparation program that includes vocational 
skills training and paid work experience at community non-profit agencies. Upon 
enrollment in the program, the Grantee will develop an employment plan for each 
participant consisting of various job readiness components including paid work 
experience at a host site that aligns with their vocational goals. The work 
experience host site provides training and hands-on experience for participants to 
gain basic and occupation-specific skills under daily supervision, with ongoing 
monitoring by the Grantee. Simultaneously, participants receive classroom 
instruction for basic remedial education (BRE), professional skills development 
and computer skills training. Job search and placement services are provided to 
the participants to transition them into jobs. 

 
II. Definitions 

  
ABAWD Able-Bodied Adults Without Dependents, i.e., CalFresh recipients 

aged 18 to 54 who are able to work and do not share a household with 
a minor child 

  
BFS Department of Benefits and Family Support 
  
Basic Job Skills Punctuality, attendance, following instructions, conveying information 

effectively, critical thinking, adaptability, judgment and decision-
making, time management, and customer service.  

  
BRE Basic Remedial Education 
  

CAAP County Adult Assistance Program, an HSA program that offers cash 
assistance and employment services to low-income adults with no 
dependent children and to qualifying immigrants. 

  
CalFresh California version of the Federal Supplemental Nutrition Assistance 

Program, formerly known as Food Stamps 
  
CJP Community Jobs Program: a job readiness and job preparation 

program that includes vocational skills training and paid work 
experience 

  
FICA Federal Insurance Contribution Act 
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Grantee Young Community Developers (YCD) 
  

HSA Human Services Agency, City and County of San Francisco 
  
JobsNOW!  A subsidized employment program operated by the SF Human 

Services Agency Workforce Development Division 
  
Job Placement Participant placement in permanent unsubsidized employment, or 

enrollment in subsidized program 
  

Launchpad A participant tracking system used by HSA 
  

NAICS North American Industry Classification System 
  

SOGI Sexual Orientation and Gender Identity. A City ordinance requiring 
grantees to collect data concerning SOGI information on clients they 
serve. 

  
Subsidized 
Employment 

Employment through non-profit employers who are reimbursed for 
worker wages per contract with HSA. 

  
Transitional 
Aged Youth 

Young adults, ages 18 to 24 

  
Unsubsidized 
Employment 

Regular employment in the for-profit or non-profit sector that is not 
transitional and not subsidized. 

  
WDD Workforce Development Division, a DHS program that provides 

employment services to economically disadvantaged adults and youth 
across a variety of programs and funding streams. 

  
Work 
Experience Job 

Transitional subsidized job not to exceed eight weeks in the non-profit 
sector that addresses unmet community needs. Job must not displace 
existing workers and must provide basic job skills that can lead to 
unsubsidized employment. 

  
ZixCorp An Email Encryption and Email Data Loss Prevention system used by 

HSA 
   

 
III. Target Population 

This program is designed to serve all people who can benefit from the services 
outlined in this Appendix, and particularly those demonstrating the greatest 
economic and social need. To ensure that the most vulnerable people are aware of 
and can benefit from this program, YCD shall ensure that program services are 
accessible to:  
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Current San Francisco CAAP and CalFresh/ABAWD participants referred by 
HSA staff, who may benefit from skills development, work experience, and 
support and resources to help them improve their employment outcomes and that 
lead to permanent unsubsidized employment. This included Transitional Aged 
Youth participants in CAAP and CalFresh/ABAWD. 

 
IV. Description of Services 

A. Intake and enrollment of Participants Referred by HSA  
1. Accept referrals of eligible participants by HSA.  
2. Conduct orientations and intake of program participants. Grantee will 

remind referred participants about the need to attend an orientation prior to 
the orientation date. Report, within one business day of occurrence, to 
HSA staff which participants attended and did not attend the orientation.  

3. CJP activities may vary depending upon the participant’s job readiness 
needs and program standards.  

B. CJP Readiness  
1. All participants will engage in up to four weeks (minimum 8-10 hours per 

week) of unpaid CJP Readiness activities.  
2. Grantee will create an Individual Employment Plan with each participant 

that captures the steps needed to achieve the end goal of improving 
participant’s employment outcomes. The Plan will be uploaded into 
Launchpad and should include:  
a) Job readiness level per participant assessment results  
b) Long-term and short-term career goals  
c) Job readiness, work and educational activities to be undertaken to 

achieve objective with specific skills and certificates to be acquired.  
d) Other services to be provided.  

3. Job Readiness activities include but are not limited to the following:  
a) Vocational and educational assessments  
b) Job Readiness and Soft Skills Training: Grantee shall develop and 

follow a curriculum that clearly defines the skills, learning 
experiences, and performance assessment that will be used to instruct 
and evaluate participants' progress in training topics. Topics should 
include, but are not limited to:  
i. Resume writing  

ii. Interview skills, mock interviews  
iii. Employer expectations  
iv. Appropriate work attire  
v. Conflict mediation  

vi. Effective communication practices in the workplace  
vii. Executive functioning skills such as time management, planning, 

organizational skills, problem solving, emotional control, working 
memory 

viii. Workplace rules, guidelines, and professionalism (appropriate 
work behavior/sexual harassment; tardiness/drugs & alcohol, etc.)  

ix. Work Experience Host site expectations  
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x. Job Search techniques  
c) Career planning/goal setting  
d) Case Management to be provided for the duration of the entire 

program  
e) Job Search and Job Placement services to be conducted for the 

duration of the entire program  
4. Grantee will work collaboratively with HSA staff through regularly 

scheduled case conferencing to identify and address barriers to 
employment, discuss participants’ progress and to determine next steps for 
CJP participants.  

5. Upon completion of CJP Readiness activity, the Grantee will provide a 
report for each participant showing workshops/trainings completed and 
skills learned.  

 
C. Work Experience:  

Developing Work Experience (WE) Host Sites  
1. Develop and actively maintain WE host sites and jobs that can provide 

training and hands-on experience in basic and intermediate soft and 
occupational skills to participants to improve their employment outcomes 
and that lead to unsubsidized employment. WE host sites and jobs must:  
a) Be provided at San Francisco non-profit agencies. These agency 

relationships are developed and managed by the Grantee.  
b) Not displace existing workers and must address an unmet community 

need.  
c) Provide a variety of industries and occupations for participants to 

choose from to ensure choice in their career path.  
 

2. Grantee should seek to establish WE host sites targeting priority sectors 
within San Franciso, as defined by HSA, to start participants on a pathway 
of accessing quality and in-demand jobs.  

3. Develop and execute WE agreements with the host site agency, which 
should include:  
a)  Job duties  
b) Supervision expectations  
c) WE Host Site Training Plan: The WE host site training plan should 

detail the specific occupational skills and certifications participants 
will gain weekly through instruction, curriculum used, job shadowing, 
and hands-on experience at the work site.  

d) Performance appraisal: A performance appraisal documenting each 
participant’s skills acquisition, as detailed in the WE Host Site 
Training Plan, to be completed collaboratively weekly by the host site 
supervisor, and Grantee Case Manager or Job Coach. Evaluations 
should be reviewed with the participant.  

 
Placing Participants at WE Host Sites  
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1. WE host sites offered to participants, minimum of two, should provide the 
opportunity to acquire skills toward the occupations listed on the 
participant’s Individual Employment Plan. Grantee should ensure that 
enough host sites are available to provide experience toward participants’ 
occupational goals.  

2. Participants must begin work at WE host site directly or as soon as 
possible after completion of CJP Readiness activity. A participant will be 
considered to be “placed in a WE host site job position” when the 
participant has successfully shown up for work.  

3. At any given time, the number of placements at Grantee’s location cannot 
exceed 50% of total placements.  

4. WE hours per week paid activity:  
a) CAAP and CalFresh/ABAWD: up to 10 hours per week for up to eight 

weeks  
b) Extensions may be granted on a case-by-case basis.  
c) Attendance is documented through timesheets, which are signed by the 

WE Host Site supervisor. WE Host Site supervisor contacts Grantee 
Case Manager when participant is late or absent. The Case Manager 
confirms with WE Host Site if participant has notified WE Host Site of 
absences.  

 
Provide Support and Enforce Expectations of WE Host Site  
Grantee shall provide support to participant and WE Host Sites to ensure a 
successful experience. This will include:  
1. Assure that there is a designated WE Host Site supervisor to supervise 

participants. Monitor WE host sites to ensure participants are adequately 
supervised. Monitor WE host sites to ensure given tasks/opportunities 
that allow participants to develop marketable skills toward their 
employment goals.  

2. Provide training, troubleshooting and technical assistance to WE host 
sites to ensure the quality of WE host site supervision and a positive 
experience for participants.  

3. Mediate any disputes between WE host sites and participant, reassigning 
participant to another WE host site, without a break in work hours or as 
soon as possible, if resolution cannot be reached.  

4. Grantee will work with HSA staff through regularly scheduled meetings 
or case conferencing during the activity to discuss participants’ progress 
and to determine next steps for participants.  

 
D. Case Management, Job Coaching and Supportive Services  

1. Provide one-to-one assistance for any employment/vocational barriers.  
2. Provide Job Coaching to participants at the Work Experience sites to 

support training on their specific work duties.  
3. Assist participants with problem resolution, provide resource information 

to help them obtain supportive services to address barriers to 
employment, such as domestic violence or childcare as needed.  
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4. For participants who need additional services, such as behavioral health 
or domestic violence counseling, SSI referral, or social work 
interventions, Grantee will work with HSA staff to accommodate those 
needs supported within the CJP activity.  

5. For participants who could benefit from further education or training, 
work with participants to identify potential programs and assist 
participants with enrollment.  

6. Communicate with participants at least weekly. Communication may be 
done by phone, e-mail or in person.  

7. Communicate with HSA staff on an ongoing basis, reporting participant 
absences within two days of occurrence.  

8. Track participant daily program attendance and activities, including the 
Job Readiness activities component and report them through Launchpad.  

 
E. Job Readiness and Vocational Skills Development Training  

1. Participants are required to complete a minimum of 5 unpaid hours per 
week of Job Readiness and Vocational Skills Development Training 
concurrently with Work Experience.  

2. Job Readiness and Vocational Skills Development activities will be based 
on participants’ needs and interests, as determined during the CJP 
Readiness activity and as documented in the Individual Employment 
Plan. Job Readiness activities must support participants gaining the skills, 
certificates, and credentials needed to excel at their worksite and obtain 
subsidized or unsubsidized employment upon program completion.  

3. Activities may include:  
a) Academic BRE, as needed, such as reading comprehension and basic 

math.  
b) Skills Development Training. This includes training that would 

support the participant in building specific skills needed in their 
worksite occupation, as well as other in-demand skills such as:  
i. Occupationally specific skills (for example, training specific to 

community health workers, certified nursing assistants, 
construction management)  

ii. Business writing such as letters, emails, memos  
iii. Communication  
iv. Problem solving  
v. Office Technology: including at minimum basic email (Outlook), 

word processing (Microsoft Word) and spreadsheet basics 
(Microsoft Excel) and digital literacy.  

vi. Customer service  
vii. Organizational skills  

viii. Multitasking, planning, and coordination  
4. Additional Job Readiness trainings not already provided during CJP 

Readiness may be conducted during this period to reinforce skills.  
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5. Establish a system of progress toward skills acquisition or pre and post 
skills testing such as improved typing speed. HSA reserves the right to do 
pre and post job skills testing.  

6. Participants must make up hours missed within the Work Experience 
time frame.  

7. Instructor supervises the training and maintains daily attendance sheets.  
 

F. Employer and Payroll  
1. Participants will be employees of the Grantee although participants’ work 

experience may be performed at another agency. Grantee controls the 
work schedule and timesheets.  

2. Pay participants the San Francisco Minimum Compensation Ordinance 
wage rate for hours worked, approved Paid Time Off, and HSA holidays, 
all paid at straight time. The total of these hours shall not exceed 8 hours 
per day or 40 hours per week. Any changes to the wage rate will conform 
to the San Francisco Minimum Compensation Ordinance currently in 
effect.  

3. Participants will not work on the following holidays: New Year’s Day, 
Martin Luther King Jr. Day, President’s Day, Memorial Day, Juneteenth 
Day, Independence Day, Labor Day, Indigenous Peoples Day, Veteran’s 
Day, Thanksgiving Day, Day after Thanksgiving, and Christmas Day.  

4. Maintain workers compensation insurance for participants.  
5. Participant wages, Paid Time Off, Holiday pay, Employer FICA, 

California Unemployment Insurance, and Workers Compensation 
insurance will be paid by Grantee through this agreement. Only Work 
Experience hours actually worked are paid a wage. Paid Time Off that 
complies with HSA program participation requirements and San Francisco 
Minimum Compensation ordinance will be paid to participants for Work 
Experience.  

6. Provide Payroll reports for each pay date detailing each participant paid 
with participant name, social security number, Check number, number of 
hours worked, and Paid Time Off hours paid, Gross and Net wages paid, 
and Year-to-Date gross Wages and number of hours. Reports will be 
available within week of the pay date.  

7. Provide to HSA, copies of paychecks issued to participants with the 
invoice.  

8. Issue paychecks and W-2s to Participants.  
 

G. Job Search and Placement Services  
1. Provide Job Search and Placement services to participants to place 

participants in permanent unsubsidized employment upon completion of 
the program, or in a higher Tier of JobsNOW! Subsidized employment  
a) Ensure each participant has an updated resume.  
b) Upload the resume to Launchpad.  
c) Submit weekly update of each participant’s progress throughout the 

program.  
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2. Participants may be invited to apply for or attend JobsNOW! employer 
recruitments.  

3. Develop relationships with prospective employers, job fairs and other 
resources for job seekers.  

4. Reinforce participant job readiness skills to support job search services  
 

H. Job Retention Services  
1. Grantee will provide and document Job Retention support for a minimum 

of 90 days to participants who obtain unsubsidized employment. Grantee 
will follow the employment status of the participants and provide job 
coaching or re-employment services as needed.  

 
I. Case Conferencing and Other Meetings  

1. Participate in case conference meetings with HSA staff to make next step 
recommendations, referrals for ancillary, other supportive services, or 
address concerns, and document recommendations and actions in 
Launchpad.  

2. Attend quarterly WTW Oversight Committee meeting and regularly 
scheduled monthly contract meetings.  

 
  
V. Location and Time of Services 

Grantee services are provided at 150 Executive Park Blvd., Suite 4100, San 
Francisco, CA 94134.  Work experience sites are at non-profit entities throughout 
San Francisco.  Services will be Monday through Friday except on the following 
holidays: New Year’s Day, Martin Luther King Jr. Day, President’s Day, 
Memorial Day, Juneteenth Day, Independence Day, Labor Day, Veteran’s Day, 
Thanksgiving Day, Day after Thanksgiving, and Christmas Day. 

 
VI. Service Objectives 

A. Minimum service level for a full year will be 150 CAAP and 
CalFresh/ABAWD participants, contingent upon HSA referral. 

B. Maintain list of active WE host sites with a minimum of 10 various types of 
occupations and/or industries.  

C. 50% of participants will be placed in a WE host site that aligns with their 
career goals as outlined in their Individual Employment Plan. 

 
VII. Outcome Objectives 

A. A minimum of 75% of participants who exit the activity will have positive 
completions.   
For contracting purposes, if a participant leaves activity prior to completion 
due to employment, he/she will be credited with completion of the program. 
Other Positive Terminations, such as, medical reasons, enrolling in 
training/education program, income off, etc. will also be considered as a 
completion.  

B. A  minimum of 60% of participants that complete their Work Experience 
activity will obtain employment or begin an education or training program. 
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Completion of the work experience activity must include submission of 
updated resume and evaluation of participant’s progress in the program.  
For the purposes of this contract, a successful job placement will be defined as 
20 hours of employment within a 40-hour pay period. Participant job 
placement information must be submitted to HSA with verification. 
Verification will include a copy of a participant pay stub or a letter from the 
employer on business letterhead or other method approved by HSA. 
Enrollment in education or training programs, verification of enrollment must 
be submitted to HSA.  

C. A minimum of 75% of participants will rate the quality of the Grantee’s 
performance as at least 3 or above on a 5-point scale on an annual participant 
satisfaction survey conducted by the Grantee. The survey responses rate will 
be no less than 80% of participants. Survey shall be administered according to 
HSA guidelines.  

  
VIII. Reporting Requirements 

A. Use Launchpad for recording participants’ daily participation and attendance 
in all sub-activities.  

B. Communicate immediately via chat, e-mail or telephone with HSA staff when 
a participant is not participating. At a minimum, Grantee must report when a 
participant has two unexcused absences, if attendance falls below 80% of the 
total program hours, or if the participant is being terminated from the 
program. Reasonable accommodations should be made available to allow 
participants to make up missed hours.  

C. Report Orientation Attendance in Launchpad within one business day after it 
occurs.  

D. Report Work Experience placement including Work Experience Host Site 
industry sector and Exit information in Launchpad within 2 Business Days of 
occurrence.  

E. Job Placement information should include Employer Name and Address, 
Industry Sector and NAICS Sector code, Date of Hire, position title, hourly 
wage, and hours per week. 

F. Resumes, Individual Employment Plan, and Host Site Performance Appraisals 
are to be uploaded into Launchpad.  

G. Upload exit evaluation for each participant to Launchpad.  
H. Monthly Reports. HSA will generate monthly reports from Launchpad 

database by the 15th day following the reporting month. Grantee must review 
and make Launchpad data corrections in a timely manner.  
1. Reports shall contain the following data:  

a) Number of referrals, enrollments, and completions  
b) Number who obtained employment  
c) Number of program exits  
d) Number active or currently enrolled as of the last day of the month  
e) Job placement information  

2. Supporting documentation for the numbers presented in the reports must 
be maintained by the Grantee for a period of three years and must be 
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available for auditing by the Department. Participant files shall be kept in 
a secure and confidential location at all times.  

I. Additional Attendance Reports may be required by HSA management. 
J. Written communication that contains participant confidential information 

shall be transmitted through a secured method approved by HSA or by using 
ZixCorp.  

K. Ad Hoc Reports. Grantee will develop and deliver ad hoc reports as requested 
by HSA.  

L. Grantee will collect SOGI information and report data results in CARBON on 
a semi-annual basis.  

M. Annual Reports summarizing the contract activities will be submitted directly 
to Program Monitor by Grantee within 15 days following the reporting period.  

 
 
For assistance with reporting requirements or submission of reports, contact: 

 
 
Colleen Birmingham, Contract Manager, GB12 
Office of Contract Management 
colleen.birmingham@sfgov.org  
        
                            or 
 
Christina Chen, Contract Monitor, E307 
Workforce Development Division  
christina.x.chen@sfgov.org  

 
 

IX. Monitoring Activities 
A. Program Monitoring: Program monitoring will include review of 

documentation of client progress towards meeting service and outcome 
objectives, participant case files, training curricula, and program policies and 
procedures. 

B. Fiscal Compliance and Contract Monitoring:  Fiscal monitoring will include 
review of the Grantee's organizational budget, the general ledger, quarterly 
balance sheet, cost allocation procedures and plan, State and Federal tax 
forms, audited financial statement, fiscal policy manual, supporting 
documentation for selected invoices, cash receipts and disbursement journals.  
The compliance monitoring will include review of Personnel Manual, 
Emergency Operations Plan, Compliance with the Americans with Disabilities 
Act, subcontracts, and MOUs, and the current board roster and selected board 
minutes for compliance with the Sunshine Ordinance. 
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Appendix B, Page 1

Grantee/Contractor: Young Community Developers Full Term: 7/1/25 - 6/30/29

Program: Community Job Program Effective Date:

 New       Modification      Revision     (Check One) Modification #

7/1/25 - 6/30/26 7/1/26 - 6/30/27 7/1/27 - 6/30/28 7/1/28 - 6/30/29 7/1/25 - 6/30/29

Expenses Original Original Original Original Total

Salaries & Benefits $321,616 $321,616 $321,616 $321,616 $1,286,464

Operating-Direct $200,123 $200,123 $200,123 $200,123 $800,492

Subtotal $521,739 $521,739 $521,739 $521,739 $2,086,956

Indirect Percentage (%) 15% 15% 15% 15% 15%

Indirect Costs (Line 16 X Line 15) $78,261 $78,261 $78,261 $78,261 $313,044

Consultant/Subcontractor ($25,000+)

Direct Client Pass-Through $300,000 $300,000 $300,000 $300,000 $1,200,000

Capital Expenses

Total Expenses $900,000 $900,000 $900,000 $900,000 $3,600,000

HSA / DAS Revenues

General Fund $504,000 $504,000 $504,000 $504,000 $2,016,000

CFDA # 10.561 $396,000 $396,000 $396,000 $396,000 $1,584,000

Total HSA / DAS Revenues $900,000 $900,000 $900,000 $900,000 $3,600,000

Grantee/Contractor Revenues (incl. In-Kind)

Total Grantee/Contractor Revenues

Total Revenues $900,000 $900,000 $900,000 $900,000 $3,600,000

Prepared by and Date:                                    

Telephone No. & Email: HSA Budget Form (3/24)

 HUMAN SERVICES AGENCY BUDGET SUMMARY 
BY PROGRAM

YCD
Appendix B 1 FSP #1000036208
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Grantee/Contractor: Young Community Developers Appendix B, Page 2
Program: Community Job Program

7/1/25 - 6/30/26 7/1/26 - 6/30/27 7/1/27 - 6/30/28 7/1/28 - 6/30/29 7/1/25 - 6/30/29

POSITION TITLE

Annual Full 
Time Salary 

for FTE Total FTE 

% FTE 
funded by 

HSA
(Max 100%)

Adjusted 
FTE Original

Annual Full 
Time Salary 

for FTE Total FTE 

% FTE 
funded by 

HSA
(Max 100%)

Adjusted 
FTE Original

Annual Full 
Time Salary 

for FTE Total FTE 

% FTE 
funded by 

HSA
(Max 100%)

Adjusted 
FTE Original

Annual Full 
Time Salary 

for FTE Total FTE 

% FTE 
funded by 

HSA
(Max 100%)

Adjusted 
FTE Original Total

Chief Program Officer $175,000 1.00           10% 0.10           $17,500 $175,000 1.00           10% 0.10           $17,500 $175,000 1.00           10% 0.10           $17,500 $175,000 1.00           10% 0.10           $17,500 $70,000

Director of Workforce and Training $125,000 1.00           10% 0.10           $12,500 $125,000 1.00           10% 0.10           $12,500 $125,000 1.00           10% 0.10           $12,500 $125,000 1.00           10% 0.10           $12,500 $50,000

Program Manager $75,000 1.00           100% 1.00           $75,000 $75,000 1.00           100% 1.00           $75,000 $75,000 1.00           100% 1.00           $75,000 $75,000 1.00           100% 1.00           $75,000 $300,000

Employment and Training Coordinator $68,640 1.00           100% 1.00           $68,640 $68,640 1.00           100% 1.00           $68,640 $68,640 1.00           100% 1.00           $68,640 $68,640 1.00           100% 1.00           $68,640 $274,560

Employment and Training Coordinator $62,400 1.00           100% 1.00           $62,400 $62,400 1.00           100% 1.00           $62,400 $62,400 1.00           100% 1.00           $62,400 $62,400 1.00           100% 1.00           $62,400 $249,600

Employment and Training Assistant $54,080 1.00           21% 0.21           $11,357 $54,080 1.00           21% 0.21           $11,357 $54,080 1.00           21% 0.21           $11,357 $54,080 1.00           21% 0.21           $11,357 $45,428

  TOTALS $560,120 6.00           3.41           3.41           $247,397 $560,120 6.00 341% 3.41           $247,397 $560,120 6.00 341% 3.41           $247,397 $560,120 6.00 341% 3.41           $247,397 $989,588

FRINGE BENEFIT RATE 30% 30% 30% 30%

EMPLOYEE FRINGE BENEFITS $74,219 $74,219 $74,219 $74,219 $296,876

TOTAL SALARIES & BENEFITS $321,616 $321,616 $321,616 $321,616 $1,286,464

HSA Budget Form (3/24)

Agency Totals HSA Program Agency Totals

   Salaries & Benefits Detail

HSA Program Agency Totals HSA Program Agency Totals HSA Program

YCD
Appendix B 2 FSP #1000036208
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Grantee/Contractor: Young Community Developers Appendix B, Page 3
Program: Community Job Program

7/1/25 - 6/30/26 7/1/26 - 6/30/27 7/1/27 - 6/30/28 7/1/28 - 6/30/29 7/1/25 - 6/30/29
Original Original Original Original Total

Expenditure Category

Rental of Property $50,790 $50,790 $50,790 $50,790 $203,160

Office Supplies, Postage $8,500 $8,500 $8,500 $8,500 $34,000

Building Maintenance Supplies and Repair $1,000 $1,000 $1,000 $1,000 $4,000

Printing and Reproduction $1,500 $1,500 $1,500 $1,500 $6,000

Insurance $27,000 $27,000 $27,000 $27,000 $108,000

Staff Training $11,500 $11,500 $11,500 $11,500 $46,000

Staff Travel-(Local & Out of Town) $4,000 $4,000 $4,000 $4,000 $16,000

Rental of Equipment $2,000 $2,000 $2,000 $2,000 $8,000

Program Supplies $7,329 $7,329 $7,329 $7,329 $29,316

ACT Certification and Curriculum $17,175 $17,175 $17,175 $17,175 $68,700

Consulting/Professional Services

Consultant A (first $25k; anything over on next tab)

Subcontractor A (first $25k; anything over on next tab)

Other

Payroll Cost  for the CJP (PAES & ABAWD) (Max @32 served/pp @ $22,000 $22,000 $22,000 $22,000 $88,000

Equipment (Computer) $8,000 $8,000 $8,000 $8,000 $32,000

IT Subscriptions $4,000 $4,000 $4,000 $4,000 $16,000

Office Equipment(desk, chair, cabinet..) $800 $800 $800 $800 $3,200

Telecommunications & IT(comcast, AT&T, Verizon) $12,000 $12,000 $12,000 $12,000 $48,000

Ancillary Support Services $20,029 $20,029 $20,029 $20,029 $80,116

CFET Food Ineligible $2,500 $2,500 $2,500 $2,500 $10,000

Total Operating Expense $200,123 $200,123 $200,123 $200,123 $800,492

HSA Budget Form (3/24)

 Operating Expenses Detail

YCD
Appendix B 3 FSP #1000036208
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Grantee/Contractor: Young Community Developers Appendix B, Page 4
Program: Community Job Program

7/1/25 - 6/30/26 7/1/26 - 6/30/27 7/1/27 - 6/30/28 7/1/28 - 6/30/29 7/1/25 - 6/30/29
Original Original Original Original Total

Subcontractor

Consultant A (only amount above $25k)

Subcontractor A (only amount above $25k)

Total Subcontractor

Direct Client Pass-Through

Direct Client Pass-Through A $300,000 $300,000 $300,000 $300,000 $1,200,000

Direct Client Pass-Through B

Total Direct Client Pass-Through $300,000 $300,000 $300,000 $300,000 $1,200,000

HSA Budget Form (3/24)

Subcontractors-Pass Thru

YCD
Appendix B 4 FSP #1000036208
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