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	 MEMORANDUM




Date:
May 30, 2007


To:
All Contract Officers
From:
Cynthia Curry, Senior Staff Counsel


Department of General Services


Office of Legal Services

707 Third Street, 7th Floor


West Sacramento, CA 95605
Subject:
Student Assistant Contracts


As most of you are already aware, the DGS has approved letters of affiliation for three college foundations, University Enterprises, Inc. (UEI), Foundation for Community Colleges (FCCC) and Community Colleges Foundations (CCCF).  The DGS will now accept contracts and contract amendments for student assistant contracts under the following conditions:
1. All contracts and any contract amendments must have language in the contract which specifically designates the work the students are to perform as well as the field of study in which the student should be working in order to perform the work required.  

2. All contracts must specify which educational institutions can provide students – i.e. only those educational institutions which have an executed and approved letter of affiliation with the foundation Contractor.  These must be specified in the contract itself.  For example, the contract must say the name of the institution, not “any institution with a letter of affiliation”.  It would be okay to name all of the institutions with which your foundation Contractor has approved letters, for the sake of convenience. 

You’ll note that these requirements were not necessarily required in previous student assistant contracts.  There has been some confusion recently as to how a department should provide for these contract terms.  I have attached a sample scope of work and budget (Exhibits A and B to our standard 213) which may provide you with some assistance in developing the appropriate contract language.  

Please contact your OLS assigned attorney if you have any questions regarding this memo.

Attachments

SCOPE OF WORK

1.
Contractor agrees to provide to (agency name and acronym) student assistants as described herein.

2. The services shall be performed at (location).
3.
The services shall be provided during (time frame i.e., working hours, Monday through Friday, except holidays).

4.
The project representatives during the term of this agreement will be:

	State Agency:
	Contractor:

	Name:
	Name:

	Phone:
	Phone:

	Fax:
	Fax:


Direct all inquiries to:

	State Agency
	Contractor:

	Section/Unit:
	Section/Unit:

	Attention:
	Attention:

	Address:
	Address:

	Phone:
	Phone:

	Fax:
	Fax:


5. The Contractor shall provide student assistants from the following educational institutions:

a. UC System

b. CSU System

c. ITT Technical Institute

d. Etc…

6. The student assistants shall perform the following services

a. Scientific Research

i. Students employed will assume the following duties in a learning capacity in order to gain exposure and experience with practical scientific/technical duties and develop familiarity with the scientific method and the laws and programs administered by the Department.  Duties shall include 

1. Assist in carrying out environmental hazards and pest management monitoring studies involving data collection, sample collection and preparation and data entry; conduct literature researches; learn to carry out pest control activities; assist with environmental hazard filed monitoring projects.

2. Create graphs, maps and figures on computers using graphics and page layout programs.  Assist in lay-out and paste up of materials for printing. Work with printers to create a final product.

3. Collect, analyze and process environmental data into various computer programs  Use word processing, spreadsheet, and database computer programs to assist staff with environmental monitoring and pest management projects.  Use spreadsheets and statistical programs to enter and analyze data.

ii. These student assistants shall be registered at one of the above listed educational institutions in one or more of the following fields of study:

1. Biology

2. Physical science

3. Geography

4. Physics

5. etc.

b. Clerical/Administrative

i. Students employed will assume the following duties in a learning capacity in order to gain exposure to and experience with practical clerical/administrative duties and develop familiarity with the laws and programs administered by the Department.  Duties shall include:

1. Assist in the preparation of memos

2. Assist in the maintenance of office files; reproduction, distribution and occasional delivery of written material.

3. Assist in the maintenance of the Branch Chief’s calendar, correspondence files and executive assignment log.

4. Assist in the preparation of weekly reports, training and mentoring promotional material (including flyers, bulletins and e-mails)

ii. These student assistants shall be registered at one of the above listed educational institutions in one or more of the following fields of study:

1. Secretarial

2. Administrative Assistant

3. Business

4. etc.

c. Information Technology

i. Students employed will assume the following duties in a learning capacity in order to gain exposure to and experience with practical information technology duties and develop familiarity with the laws and programs administered by the Department.  Duties shall include:

1. Geographical Information Systems Support

2. Computer programming

3. Creating and updating web-related content

4. Assisting technical staff in supporting the department’s help desk

5. Research and analysis

6. Writing and editing

7. Assisting with various administrative functions

ii. These student assistants shall be registered at one of the above listed educational institutions in one or more of the following fields of study:

1. Computer Science

2. Technology

3. Business

4. etc.

7. Contractor and the Department shall assure that all student assistants employed pursuant to this Agreement shall comply with the requirements and prohibitions of Government Code section 19133.  Students assistants shall not:

a. Accrue State civil service status

b. Work more than 194 days in a 365 day period

c. Cause the displacement of civil service employees, or

d. Perform work that would normally be assigned to permanent, full-time state employees.

8. Contract shall assure that all students provided under this Agreement are enrolled in one of the educational institutions listed above, and are in the field of study described above, and, further, that each student is enrolled at least half time in the educational institution at all times of performance under this contract.  Half time shall be a minimum of six semester units or nine quarter units for undergraduate students or four semester units or six quarter units for graduate students.

9. Contractor shall provide written verification to the Department for each student employed under this Agreement of the following:

a. Educational institution

b. Field of study

c. Minimum of part-time enrollment

10.   Contractor shall provide a minimum of ___ applicants for each position designated by Department within five working days of a request for applicants by Department.   Contractor shall provide resumes for each applicant and, based on the resume, the Department shall arrange interviews with the student applicants.  The Department shall notify Contractor, in writing of each student assistant that is accepted by the Department as well as which position the student assistant will be employed and the start date for employment.   


BUDGET DETAIL AND PAYMENT PROVISIONS

1. Invoicing and Payment
A.
For services satisfactorily rendered, and upon receipt and approval of the invoices, the State agrees to compensate the Contractor for actual expenditures incurred in accordance with the rates specified herein, which is attached hereto and made a part of this Agreement.

B.
Invoices shall include the Agreement Number and shall be submitted in triplicate not more frequently than monthly in arrears to:

Name

Office

Address

2. Budget Contingency Clause
A.
It is mutually agreed that if the Budget Act of the current year and/or any subsequent years covered under this Agreement does not appropriate sufficient funds for the program, this Agreement shall be of no further force and effect.  In this event, the State shall have no liability to pay any funds whatsoever to Contractor or to furnish any other considerations under this Agreement and Contractor shall not be obligated to perform any provisions of this Agreement.

B. If funding for any fiscal year is reduced or deleted by the Budget Act for purposes of this program, the State shall have the option to either cancel this Agreement with no liability occurring to the State, or offer an agreement amendment to Contractor to reflect the reduced amount.

3.
Prompt Payment Clause

Payment will be made in accordance with, and within the time specified in, Government Code Chapter 4.5, commencing with Section 927. 

(The basic language required to establish payment under a Standard Agreement is shown above.  It does not include any specific payment language that might apply in your particular situation.  If your agency requires any additional budget language and/or payment provisions, they should be added.  Refer to Exhibit E, Additional Provisions, for more options.) 
STUDENT ASSISTANT RATES

The Department shall pay within the following pay ranges, depending on the actual experience, qualifications and education of the student assistant.  

Scientific:

Undergraduate
$ ___/hour
 to 
$ ___/hour

Graduate

$ ___/hour
 to
$ ___/hour

Clerical/Administrative

Undergraduate
$ ___/hour
 to 
$ ___/hour

Graduate

$ ___/hour
 to 
$ ___/hour

Information Technology


Undergraduate
$ ___/hour
 to 
$ ___/hour

Graduate

$ ___/hour
 to 
$ ___/hour

Travel expenses

All travel shall be paid pursuant to the Department of Personnel Administration rates, and shall only be allowed upon written approval of the Department.
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